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Procedures Manual.

















3.01 / Equal Opportunity and Affirmative Action
Effective: July 1, 1997 | Revised: November 25, 2019
3.02 / Notice of Nondiscrimination
Effective: March 25, 2016 | Revised: November 25, 2019
3.03 / Drug Free Workplace
Effective: July 1, 1997 | Revised: November 26, 2019
3.04 / Commitment of Time, Conflict of Interest, Consulting and Other Employment
Effective: January 30, 2018
3.05 / Social Media Use
Effective: February 23, 2018
3.06 / Sexual Harassment, Discrimination and Retaliation for Employees, Students and
Visitors
Effective: January 8, 2016 | Revised: December 7, 2020
3.08 / Public Employee Organizations, Associations, and Unions (Rescinded) Effective:
July 1, 1997 | Revised: July 15, 2019
3.09 / English Language Proficiency
Effective: July 1, 1997 | Revised: November 2, 2016
3.12 / Security and Confidentiality of Student Records and Files
Effective: February 24, 1998 | Revised: January 21, 2014
3.15 / Internal Dispute Resolution Process
Effective: February 23, 2018
3.16 / Nepotism
Effective: July 1, 1997 | Revised: May 7, 2019
3.17 / Political Activity
Effective: July 1, 1997 | Revised: June 5, 2017
3.19 / Prohibition of Retaliation
Effective: February 12, 2004 | Revised: May 21, 2018
3.20 / Recruitment, Hiring and Onboarding
Effective: July 1, 2004 | Revised: February 23, 2021
3.21 / Emergency Hires
Effective: December 3, 2004 | Revised: January 14, 2013






















3.22 / Employment Oath
Effective: January 1, 2005
3.23 / Commercial Driver's License - Drug and Alcohol Testing
Effective: July 1, 1997 | Revised: July 10, 2006
3.24 / Use of Temporary Employment Agencies
Effective: November 1, 2006
3.25 / Additional Compensation
Effective: May 15, 2007 | Revised: January 12, 2021
3.27 / Emeritus Status
Effective: January 1, 2005 | Revised: June 4, 2019
3.29 / Search Waivers
Effective: February 1, 2008 | Revised: March 25, 2016
3.30 / Exempt and Non-Exempt Employees
Effective: July 14, 2008 | Revised: February 9, 2020
3.31 / Background Checks for Employment
Effective: August 31, 2008 | Revised: September 19, 2008
3.32 / Employment of Foreign Nationals
Effective: November 10, 2008 | Revised: May 1, 2012
3.33 / Eschewing Campus/Workplace Violence
Effective: February 13, 2009 | Revised: January 18, 2011
3.34 / Family and Medical Leave Act
Effective: August 1, 2009 | Revised: November 4, 2010
3.35 / Independent Contractor
Effective: July 1, 1997 | Revised: November 26, 2019
3.36 / Copyright
Effective: July 1, 1997 | Revised: July 17, 2019
3.37 / Employment Files
Effective: February 14, 2010 | Revised: June 4, 2019
3.38 / Lactation Support for Nursing Mothers
Effective: March 7, 2011 | Revised: August 8, 2019
3.41 / Separation of Employment
Effective: February 23, 2018 | Revised: April 30, 2019
3.42 / Tuition Assistance Program for Employee
Effective: May 10, 2001 | Revised: December 1, 2018
3.43 / Tuition Assistance Program for Spouses and Dependent Children
Effective: December 1, 2011 | Revised: December 1, 2018
3.44 / Mandatory Reporting of Sexual Abuse of Minors
Effective: January 9, 2012 | Revised: March 25, 2016
3.45 / Salary Spread
Effective: May 10, 2013



















3.46 / Veterans Preference in the Application Process
Effective: September 8, 2014 | Revised: March 25, 2016
3.47 / Discrimination Review Procedures for Students, Employees and Visitors
Effective: April 9, 2015 | Revised: November 26, 2019
3.48 / Coaching and Corrective Action
Effective: February 23, 2018
3.49 / Employee Training and Professional Development
Effective: November 2, 2016 | Revised: November 26, 2019
3.50 / Performance Evaluation
Effective: November 2, 2016 | Revised: September 10, 2019
3.51 / Pre-Employment Drug Screening
Effective: July 1, 1997 | Revised: December 9, 2016
3.53 / Shared Leave Program for Employees
Effective: October 19, 2018
3.54 / Furlough
Effective: January 29, 2019
3.55 / Attendance
Effective: January 29, 2019
3.56 / Rehire Eligibility
Effective: May 7, 2019
3.57 / Paid Parental Leave Program for Employees
Effective: July 1, 2019
3.58 / Protection from Retaliation for reporting Wrongful Conduct
Effective: July 16, 2019
3.59 / Reduction in Force
Effective: July 16, 2019
3.60 / Children in the Workplace
Effective: July 16, 2019
3.61 / Workforce Transitions
Effective: August 8, 2019
3.62 / Travel Pay for Non-Exempt Employees
Effective: August 8, 2019
3.63 / Volunteer Policy
Effective: August 20, 2019

3.01 / Equal Opportunity and Affirmative Action
Effective: July 01, 1997 I Revised: November 25, 2019

I.Purpose
To set forth the University’s policies regarding equal opportunity and affirmative action.

II.Policy
As the state’s most diverse learning and research institution, Wichita State University
(WSU) must continually address issues of diversity and multiculturalism. Every member
of the university community is expected to engage in action that leads towards the
development of a more inclusive community. In line with the university’s mission,
proactive efforts towards increasing diversity and the elimination of discrimination are
necessary.
In accordance with Titles VI and VII of the Civil Rights Act of 1964, the Equal Pay Act of
1963, the Age Discrimination in Employment Act of 1967, the Age Discrimination Act of
1975, Executive Order 11246, Title IX of the Education Amendments of 1972, Section 503
and 504 of the Rehabilitation Act of 1973, The Americans with Disabilities Act, the
Vietnam Veterans Readjustment Assistance Act of 1974, the Jobs for Veterans Act of
2002, the Kansas Acts Against Discrimination, the Kansas Age Discrimination in
Employment Act, and all other applicable civil rights and non-discrimination statutes,
WSU prohibits discrimination in its employment practices, or in its educational programs
or activities. See Policy 3.02 / Notice of Nondiscrimination. WSU also prohibits retaliation
against any person making a complaint of discrimination or against any person involved
or participating in the investigation of any such allegation.
A. Equal Opportunity
WSU is committed to providing an equal opportunity for all qualified individuals
to be considered for employment, benefits and conditions of employment, and
educational programs and activities, regardless of age (40 years or older),
ancestry, color, disability, ethnicity, gender, gender expression, gender identity,
genetic information, marital status, national origin, political affiliation, parental
status, pregnancy, race, religion, sex, sexual orientation, or status as a veteran. A
university environment providing equal opportunity in hiring and all conditions of
employment will make strides towards the elimination of discrimination.

B. Affirmative Action
WSU is committed to taking specific, result-oriented steps to increase the number
of historically underrepresented persons and increase the overall diversity.
Cultural and intellectual diversity are critical components of preeminent learning
communities. WSU will actively focus on and encourage applications from
underrepresented group members and will strive to provide a positive and
supportive environment for members of these groups.
WSU shall monitor its efforts to increase diversity through its Affirmative Action
Program. The university’s AAP shall outline strategic initiatives and set goals to
increase the representation of underrepresented group members.
The Office of Institutional Equity and Compliance is charged with the responsibility
of responding to complaints of discrimination, monitoring university procedures
regarding equal opportunity, setting goals, and monitoring and evaluating the
university’s progress towards its affirmative action goals.
The full text of the Affirmative Action Plan is available from the Office of Institutional
Equity and Compliance.
CONTACT:
Director of Institutional Equity and Compliance
Human Resources Center, Room 110A
Telephone: (316) 978-3205
Christine.Taylor@wichita.edu

3.02 / Notice of Nondiscrimination
Effective: March 25, 2016 I Revised: November 25, 2019

I.Purpose
To set forth the University’s policies on nondiscrimination.

II.Policy
Wichita State University (WSU) does not discriminate in its employment practices, or in
its educational programs or activities on the basis of age (40 years or older), ancestry,
color, disability, ethnicity, gender, gender expression, gender identity, genetic
information, marital status, national origin, political affiliation, pregnancy, race, religion,
sex, sexual orientation, or status as a veteran. WSU also prohibits retaliation against any
person making a complaint of discrimination or against any person involved or
participating in the investigation of any such allegation. Sexual misconduct, relationship
violence, and stalking are forms of sex discrimination and are prohibited under Title IX of
the Education Amendments Act of 1972, other federal law, and WSU policy. The following
persons have been designated to handle inquiries regarding WSU’s non-discrimination
policies: the Institutional Equity and Compliance Director (Telephone: (316) 978-3205),
Title IX Coordinator (Telephone: (316) 978-5177), or Equal Opportunity Coordinator
(Telephone: (316) 978-3186), each located at Wichita State University, 1845 Fairmount,
Wichita, KS 67260, Human Resources Building.
WSU 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 University, or
C. consistent with the University's legal duty to furnish the information.

III.Administrative Procedures
A. Each University job advertisement shall contain a statement indicating that the
University is an equal employment opportunity employer. Additionally, all
University publications, including catalogs, newsletters, magazines, brochures,
folders, posters and flyers must contain the following language:

“Wichita State University does not discriminate in its employment
practices, educational programs, or activities on the basis of age (40 years
or older), ancestry, color, disability, ethnicity, gender, gender expression,
gender identity, genetic information, marital status, national origin,
political affiliation, pregnancy, race, religion, sex, sexual orientation, or
status as a veteran. The following persons have been designated to handle
inquiries regarding WSU’s non-discrimination policies: the Institutional
Equity and Compliance Director (Telephone: (316) 978-3205), Title IX
Coordinator (Telephone: (316) 978-5177), or Equal Opportunity
Coordinator (Telephone: (316) 978-3186), each located at Wichita State
University, 1845 Fairmount, Wichita, KS 67260, Human Resources
Building.”
University publications include publications of University affiliated corporations.
Labor law posters are strategically located in buildings across campus to facilitate
dissemination of the information to employees.
B. Complaints or concerns related to alleged discrimination will be addressed under
the applicable University policy:
 3.06 / Sexual Misconduct, Sexual Harassment, Relationship Violence and
Stalking Policy for Employees and Visitors
 3.19 / Prohibition of Retaliation
 3.47 / Discrimination Review Procedures for Students, Employees and
Visitors
 8.16 / Sexual Misconduct, Relationship Violence, and Stalking Policy for
Students
C. Individuals who believe they have experienced discrimination or retaliation in
violation of this policy should contact the following:
 Christine Taylor, J.D., LL.M., Director Institutional Equity and
Compliance
Wichita State University
Human Resources Center, 110A
1845 Fairmount, Wichita KS 67260-0138
Telephone: (316) 978-3205
Email: christine.taylor@wichita.edu
 Sara Zafar, J.D., Title IX Coordinator
Wichita State University
Human Resources Center, 116
1845 Fairmount, Wichita KS 67260-0138
Telephone: (316) 978-5177
Email: sara.zafar@wichita.edu
 Michael Irvin, J.D., MPA, Equal Opportunity Coordinator
Wichita State University











Human Resources Center, 110
1845 Fairmount, Wichita KS 67260-0138
Telephone: (316) 978-3186
Email: michael.irvin@wichita.edu
Isabel Medina Keiser, Section 504/ADA Coordinator and Director of
Disability Services
Wichita State University
Office of Disability Services
1845 Fairmount, Wichita KS 67260
Telephone: (316) 978-6970
Email: isabel.medinakeiser@wichita.edu
Kansas Human Rights Commission
900 SW Jackson, Suite 568-South
Landon Office Building
Topeka, KS 66612-2818
Telephone: (785) 296-3206 Fax: (785) 296-0589
Email: khrc@ink.org
Equal Employment Opportunity Commission
Gateway Tower II
400 State Ave., Suite 905
Kansas City, KS 66101
Telephone: (800) 669-4000
Fax: (913) 551-6957
TTY: (800) 669-6820
Office for Civil Rights, Kansas Office
U.S Department of Education
Office for Civil Rights
One Petticoat Lane
1010 Walnut St, Suite 320
Kansas City, MO 64106
Telephone: (816) 268-0550
Fax: (816) 268-0599; TDD: (800) 877-8339
Email: OCR.KansasCity@ed.gov
Office for Civil Rights, National Headquarters
U.S Department of Education
Office for Civil Rights
Lyndon Baines Johnson Dept. of Education Building
400 Maryland Avenue, SW
Washington, DC 20202-1100
Telephone: (800) 421-3481
Fax: (202) 453-6012; TDD: (800) 877-8339
Email: OCR@ed.gov

IV.Applicable Laws and Additional Resources





Executive Order 11246
41 C.F.R. 60-1.35(C)
48 C.F.R. 52.222-26
OFCCP’s Pay Transparency Nondiscrimination Provision

3.03 / Drug Free Workplace
Effective: July 01, 1997 I Revised: November 26, 2019

I.Initiating Authority
Human Resources

II.Purpose
Wichita State University (University) is committed to providing a safe and drug-free work
environment, fostering Employees’ good health, protecting University property and
assets and complying with all state and federal drug-free workplace initiatives through
this drug-free workplace policy.

III.Policy Statement
A. The University maintains a drug-free workplace. As a condition of their
employment, Employees are strictly prohibited from:
1. Reporting to Campus or performing work for the University while impaired
by, or under the influence of, Controlled Substances;
2. Reporting to Campus or performing work for the University while impaired
by, or under the influence of, alcohol; and
3. Manufacturing, distributing, dispensing, possessing or using a Controlled
Substance on Campus, or while the Employee is on duty, on official
University business, or on Stand-by-Duty.
B. This policy does not prohibit a moderate consumption of cereal malt beverages or
alcohol by an employee at an event on Campus that is approved pursuant to WSU
Policy 11.07 (Cereal Malt Beverages and Alcoholic Liquor) as long as such
consumption is approved by the Employee’s supervisor.
C. In addition to these prohibitions, Employees must adhere to all reporting
requirements set forth in this policy.
D. Violations of this policy may result in coaching and corrective action up to and
including separation of employment.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:
A. Campus
Buildings, facilities, grounds, or property controlled by the University.

B. Controlled Substance
Those substances included in Schedule I through V of Section 202 of the
Comprehensive Drug Abuse Prevention and Control Act of 1970 (21 U.S.C. § 812).
The term does not include the use of a controlled substance pursuant to a valid
prescription or other uses authorized by law.
C. Conviction
A finding of guilt (including a plea of nolo contendere) or imposition of sentence,
or both, by any judicial body charged with the responsibility to determine
violations of the federal or state criminal drug statutes.
D. Employee
An individual who provides services to the University on a regular basis in
exchange for compensation and receives a W-2 for such services. This includes
temporary and part-time Employees.
E. Leadership
Includes individuals at the University who have Employees reporting to them, or
are Department Chairs/Directors.
F. Stand-By-Duty
A defined period of time in whichstrongan Employee is required to be available to
return to work outside of the Employee’s regularly scheduled work hours as a
requirement of the Employee’s position.

V.Administrative Procedure
A. Employees must notify Leadership of a Conviction for unlawful manufacture,
distribution, dispensing, possession or use of Controlled Substance occurring on
Campus no later than five (5) working days after such Conviction.
1. Leadership must notify the respective Vice President, who shall assure
compliance with further notification requirements, including notifying the
Office of Research and Technology Transfer (ORTT).
2. ORTT shall notify the appropriate granting/contracting agency within ten
(10) working days of receiving notification.
B. Leaders and Employees should be knowledgeable of University resources,
including, but are not limited to, Employee Assistance Program, University leave
policies, University Couseling and Prevention Services, and Drug-Free Awareness
Program.

C. Additional information, including detailed procedures related to this policy, are
found on the Human Resources website .

VI.Applicable Laws And Additional Resources









Drug Free Schools and Communities Act Amendments of 1989
Drug Free Workplace Act, 41 U.S. Code § 8101, et seq.
KS Executive Order 89-114
State of Kansas Substance Abuse Policy Alcohol and Drug-Free Workplace
Affirmation Form
Schedules of Controlled Substances, 21 U.S.C. § 812
11.07 / Cereal Malt Beverages and Alcoholic Liquor
4.32 / Substance Abuse
Employee Assistance Program

3.04 / Commitment of Time, Conflict of Interest, Consulting and
Other Employment
Effective: January 30, 2018

I.Preamble
Wichita State University encourages its employees to interact with business, industry,
public and private foundations and other government agencies in a personally and
professionally responsible manner while at all times upholding the integrity and
reputation of the University. The purpose of this policy is to implement, consistent with
the Kansas Board of Regents (“Regents”) policy, standards, expectations and
requirements related to conflict of interest and conflict of time commitment that may
arise in the course of one's employment. University employees should be mindful that
their outside personal and professional activities may intersect with their University
activities and responsibilities. This activity need not always be avoided, but rather
disclosed, reviewed, managed and monitored on a continuing case by case basis to ensure
and/or minimize conflicts of time commitment and conflicts of interest.

II.Applicability
This University policy supplements the Regents Policy on Conflict of Time Commitment,
Conflict of Interest, Consulting, and Other Employment. This policy shall apply to all
University employees with the exception of student employees and graduate assistants,
as that term is defined in Chapter 8.04, Graduate Assistantships.

III.Policy
A. Annual Reporting
Employees must annually report to the University whether or not they or
members of their immediate family (spouse and dependent children), personal
household, or associate entities (e.g., corporations, partnerships or trusts in which
they have a significant interest) have (or may appear to have) consulting
arrangements, significant financial or managerial interests, or other employment
in an outside entity (“external activities”). For purposes of this policy, the term
“significant financial or managerial interests” is defined as all holdings greater
than $5,000 or more than 5% ownership. Included in this annual reporting is
disclosure of any interests that could reasonably appear to be affected by the
employee's research or other university activity.

B. Online Reporting
Reporting procedures developed at Wichita State University reflect Regents policy
requirements. Required reporting information has been consolidated into an
online training and reporting program, which can be found in the “Employee
Required Training” section of myWSU.
C. Ongoing Duty to Report
In addition to annual reporting, employees must disclose any current or
prospective situations that may raise questions of conflict of time commitment or
conflict of interest as soon as such situations become known in the same manner
as annual reports.
D. Federal Reporting Requirements
The University is required to adhere to and implement any additional policies and
procedures and disclosure requirements that are imposed by applicable federal
conflict of interest laws. For additional information on federal conflicts of interest,
see Chapter 9.22, Disclosure of Financial Conflicts of Interest for Public Health
Service Supported Investigators. For specific federal regulations, see the links
below under “External Policies and Regulations.”
E. Conflict of Time Commitment
1. A conflict of time commitment may exist when an employee's external
activities, performed with or without pay, involve a commitment of time that
may compete, or appear to compete with the employee's obligations to the
University.
2. Employees should maintain a presence on campus and expend a commitment
of time commensurate with their appointments or position requirements. The
specific responsibilities, position requirements, employment obligations, and
professional activities that constitute an appropriate and primary
commitment of time will differ across schools and departments. It is
incumbent upon employees to know the expectations of their position.
F. Conflicts of Interest
1. A conflict of interest exists when an employee's external activities create, might
reasonably create, or appear to create an inability of the employee to perform
his or her University duties. An actual, potential or perceived conflict of interest
depends on the situation and not necessarily on the character or actions of the
employee. A conflict of interest may exist even if no improper acts result from
it.
2. Except in purely incidental and minor ways, University resources, including but
not limited to facilities, materials, personnel, or equipment shall not be used in

external activities unless prior written approval has been received from the
University President (or designee). Such permission shall be granted only when
the use of University resources is determined to further the mission of the
University. When such permission is granted, the employee shall make
arrangements to reimburse the University for institutional materials, facilities or
services used in the external activity and reimburse the University no later than
the end of the calendar year in which they are used.
3. Proprietary or other information confidential to the University shall not be used
in external activities unless prior written approval has been received from the
University President (or designee).
4. Employees shall not involve University students or any other employee in their
external activities if such involvement is in any way coerced or conflicts with the
involved participants' required commitment of time to the University.
G. Consulting and Other Employment
1. Consulting for Other State of Kansas Agencies
Employees seeking to consult for other State of Kansas agencies (including
other Regents institutions) must obtain the written approval of both the
external agency/institution and the University by and through their
respective Vice President (or designee). The University will make payment
through the regular process and shall receive reimbursement through the
inter-fund transfer process.
2. Consulting Outside the University
Employees are encouraged to engage in a limited amount of external
consulting activity, provided such activity:




Further develops the employee in a professional sense, or
serves the greater good in a professional capacity;
Does not interfere with the employee's job duties, teaching,
research or service to the University; and
Is consistent with University objectives.

Absent prior written approval from the employee's respective Vice
President (or designee), no employee shall have significant outside
managerial responsibilities, nor act as principal investigator on sponsored
projects that could be conducted at the University but are instead
submitted and managed through another organization.

3. Other Employment
The University expects all employees to give full professional effort to their
university duties and assignments. An employee cannot engage in gainful
employment outside the University that is incompatible with his or her
institutional commitments. Nor can an employee transact business for
personal gain unrelated to the University from his or her university office,
or at times when it might interfere with commitments to the University.
While participation in academic conferences, workshops and seminars
does not usually constitute consulting or outside employment, organizing,
operating or participating in such meetings for profit may be construed by
the University as consulting and/or outside employment.
4. Student Employment with Companies Owned or Controlled by a University
Employee
University employees must disclose all potential conflicts of interest
involving University students who are employed by a company in which
the University employee (or his/her spouse or household member) has an
ownership interest and any one of the following exist:





The student is enrolled in a course taught by the University
employee,
The University employee is a member of the student's
thesis or dissertation committee,
The University employee is the student's advisor or the
director of the student's thesis or dissertation research, or
The University employee and student have any professional
or educational interaction.

The University employee must make every effort to disclose this potential
conflict to their respective Vice President (or designee) prior to the
student's employment.
5. Prior Approval for Consulting Activities and Employment Outside the
University
Employees shall inform their respective Vice President (or designee) of all
consulting activities and employment outside the university for which the
employee is compensated. The employee shall report in writing the
proposed arrangements, and secure written approval prior to engaging in
the consulting activities or other employment. The report shall indicate the
extent and nature of the consulting activities or employment, the amount

of time to be spent, including travel time, and the amount of time to be
spent or expected to be spent on all such outside consulting activities or
employment during the coming academic year.
H. Approval and Administration Responsibilities
The employee, his or her immediate supervisor, and the Research Compliance
Office together shall have primary responsibility for identifying and managing
conflicts of interest and conflicts of time commitment based upon employee
reporting. Included in this process must be the determination as to whether the
conflict(s) can be managed, a decision that must be made by the immediate
supervisor. If there is a determination that the conflict(s) can be managed, the
employee, his or her immediate supervisor, the Research Compliance Office and
the Office of General Counsel shall draft the management plan, which must be
approved by the employee's respective Vice President prior to implementation.
Once in place, the Research Compliance Office will be responsible for monitoring
the management plans, with input from the employee's immediate supervisor and
the Office of General Counsel, when necessary.
I. Appeal
In the event that agreement is not reached by all parties concerned with the
management of a case of conflict or apparent conflict, the aggrieved party(ies)
may pursue an appeal with the University Conflict of Interest Review Committee.
J. Use of University Name
The name of the University may never be used as an endorsement of an
employee's external activities without expressed and advance written approval of
the University President (or designee). Employees may list their institutional
affiliation in professional books, articles, and monographs they author or edit and
in connection with professional workshops they conduct or presentations they
make without securing approval.
K. University Training and Resources to Avoid and Manage Conflicts of Interest
Employees involved in sponsored research must complete conflict of interest
training no less than every four (4) years. The University provides online training
that may be accessed by clicking on the CITI Program link in the following
paragraph.
Any employee who believes he or she may encounter an actual or potential
conflict he or she is encouraged to participate in conflict of interest training
offered by the University no less than every four (4) years. More information

regarding this training can be located at CITI Program and on the Research
Compliance webpage.
L. Related Policies and Resources
1. Related WSU Policies
 Section 3.16 / Employment of Relatives
 Section 9.22 / Disclosure of Financial Conflicts of Interest
for Public Health Service Supported Investigators
2. External Policies and Regulations
 Kansas Board of Regents Board Policy Manual
 National Institutes of Health Financial Conflict of Interest
 National Institutes of Health Research Integrity
 National Science Foundation Conflicts of Interest
 State of Kansas Governmental Ethics Commission
 Federal
Contracting
Requirements
Related
to
Organizational Conflicts of Interest, See generally 48 CFR
1352.209-74 and FAR Subpart 9.5
M. Document Retention
All required disclosures made under this policy (e.g., annual reports, ongoing
reports, Management Plans, etc.) must be maintained for a minimum of three (3)
years following the latter of: 1) the disclosure of an actual or perceived conflict of
interest; 2) determination by the Research Compliance Office that the conflict of
interest no longer exists; or 3) the conclusion of the grant, contract, work or
project that mandates conflict of interest disclosure.
N. Failure to Comply
Failure to comply with this policy may result in disciplinary or other necessary
action to ensure compliance. Employees involved in sponsored research may be
denied the opportunity to submit research proposals to external funding agencies.

3.05 / Social Media Use
Effective: February 23, 2018

I.Purpose
The Kansas Board of Regents (KBOR) provides guidance on the use of social media by all
non-student staff. The purpose of this policy is to describe the procedures for
implementing the KBOR Social Media Policy at Wichita State University.

II.Policy
This policy will be used to address the improper use of social media as defined in
the Kansas Board of Regents' Social Media Policy in a manner consistent with the First
Amendment constitutional rights and academic freedom principles.

III.Definitions


Employee
For purposes of this policy, Employee is an individual who, when hired, provides
services on a regular basis in exchange for compensation, receives a W-2, and who
does not provide these services as a part of an independent business.



Leadership
For purposes of this policy, Leadership is individuals who have employees
reporting to them, or Department Chairs/Directors.

IV.Procedures
A. An incident is identified that may be an improper use of social media, in
violation of the KBOR Social Media Policy.
B. Leadership reviews the concern with the Employee in a timely manner to
understand the situation surrounding the incident.
C. If it is determined that a violation of KBOR policy has occurred, Leadership will
follow the guidelines set forth in Section 3.48, Coaching and Corrective Action.
The violation decision is finalized with input from Leadership and the
Employee. Each situation is considered on a case-by-case basis.

3.06 / Sexual Harassment, Discrimination and Retaliation for
Employees, Students and Visitors
Effective: January 08, 2016 I Revised: December 07, 2020
Please see this page for additional Confidential Resources and Reporting Options
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3.06 / Sexual Harassment, Discrimination and Retaliation for
Employees, Students and Visitors [1]
I.Purpose
Wichita State University (“the University”) is committed to providing a workplace and
educational environment, as well as other benefits, programs, and activities, that are free
from discrimination, harassment, and retaliation. To ensure compliance with federal and
state civil rights laws and regulations, and to affirm its commitment to promoting the
goals of fairness and equity in all aspects of the educational program or activity, the
University has developed internal policies and procedures that provide a prompt, fair, and
impartial process for those involved in an allegation of discrimination or harassment on
the basis of sex. The University upholds the equal dignity of all members of its community
and strives to balance the rights of the parties in the grievance process during what is
often a difficult time for all those involved.

II.Scope
A. This policy prohibits all forms of discrimination on the basis of sex. Sometimes,
discrimination involves the exclusion from activities, such as admission, athletics,
or employment. Other times, discrimination takes the form of harassment or, can
encompass sexual harassment, sexual assault, stalking, sexual exploitation, dating
violence or domestic violence. When an alleged violation of this policy is reported,
the allegations are subject to resolution using the Formal Grievance Process as
determined by the Title IX Coordinator, and as detailed below.
B. When the Respondent is a member of the University community, the grievance
process may be available regardless of the status of the Complainant, who may or
may not be a member of the University community. This community includes, but
is not limited to, students, student organizations, faculty, administrators, staff,
and third parties such as guests, visitors, volunteers, invitees, and campers. The
procedures below may be applied to incidents, patterns, and/or to the campus
climate, all of which may be addressed and investigated in accordance with this
policy.

III.Definitions
A. Advisor means a person chosen by a party or appointed by the University to
accompany the party to meetings related to the resolution process, to advise the
party on that process, and to conduct cross-examination for the party at the
hearing, if any.
B. Attempted Offense(s): means attempts to complete any of the acts defined by
this Policy as sexual harassment or other sex-based offenses as completed acts.

C. Complainant means an individual who is alleged to be the victim of conduct that
could constitute harassment or discrimination based on a protected class; or
retaliation for engaging in a protected activity.
D. Confidential Resource means an employee who is not a Mandated Reporter of
notice of harassment, discrimination, and/or retaliation (irrespective of Clery Act
Campus Security Authority status). These employees are required to keep all
information disclosed to them confidential within the legal and ethical bounds of
their profession. At WSU, those who work at Counseling and Prevention Services,
Student Health Center, athletic trainers and ordained clergy acting in their
pastoral role are confidential resources.
E. University Business Day means any weekday (Monday-Friday) that the University
is open.
F. Education program or activity means locations, events, or circumstances where
the University exercises substantial control over both the Respondent and the
context in which the sexual harassment or discrimination occurs and also includes
any building owned or controlled by a student organization that is officially
recognized by the University.
G. Final Determination means a conclusion by the standard of proof that the alleged
conduct occurred and whether it did or did not violate policy.
H. Finding means a conclusion by the standard of proof that the conduct did or did
not occur as alleged.
I. Formal Complaint means a document filed/signed by a Complainant or signed by
the Title IX Coordinator alleging harassment or discrimination based on a
protected class or retaliation for engaging in a protected activity against a
Respondent and requesting that the University investigate the allegation.
J. Formal Grievance Process means a method of formal resolution designated by the
University to address conduct that falls within the policies included below, and
which complies with the requirements of 34 CFR Part 106.45.
K. Grievance Process Pool means any individuals who may perform the role of
hearing officers, and advisors (though not at the same time or with respect to the
same case).
L. Hearing Decision-maker means those who have decision-making and sanctioning
authority within the University’s Formal Grievance process.
M. Investigator means the person or persons charged by the University with
gathering facts about an alleged violation of this Policy, assessing relevance,
synthesizing the evidence, and compiling information into an investigation report
and file of directly related evidence.
N. Mandated Reporter (also referred to as a Responsible Employee) means an
employee of the University who is obligated by policy to share knowledge, notice,
and/or reports of harassment, discrimination, and/or retaliation with the Title IX
Coordinator and/or their supervisor.

O. Notice means that an employee, student, or third-party informs the Title IX
Coordinator or other Official with Authority of the alleged occurrence of harassing,
discriminatory, and/or retaliatory conduct.
P. Official with Authority (“OWA”) means an employee of the University explicitly
vested with the responsibility to implement corrective measures for harassment,
discrimination, and/or retaliation on behalf of the University.
Q. Parties means the Complainant(s) and Respondent(s), collectively.
R. University means Wichita State University, a postsecondary education program
that is a recipient of federal funding.
S. Remedies mean post-finding actions directed to the Complainant and/or the
community as mechanisms to address safety, prevent recurrence, and restore
access to the University’s educational program.
T. Respondent means an individual who has been reported to have engaged conduct
that could constitute harassment or discrimination as defined within this policy;
or retaliation for engaging in a protected activity.
U. Resolution means the result of an Informal Resolution Process, or Formal
Grievance Process.
V. Sanction means a consequence imposed by the University on a Respondent who
is found to have violated this policy.
W. Sexual Harassment means the umbrella category including the offenses of sexual
harassment, sexual assault, stalking, and dating violence and domestic violence.
See Section IX .A , for greater detail.
X. Title IX Coordinator means at least one official designated by the University to
ensure compliance with Title IX and the University’s Title IX program. References
to the Coordinator throughout this policy may also encompass a designee of the
Coordinator for specific tasks.
Y. Title IX Team refers to the Title IX Coordinator, any Deputy Title IX Coordinator,
any Office of Institutional Equity and Compliance (“OIEC”) staff member and any
member of the Grievance Process Pool.

IV.Title IX Coordinator
A. Role and Responsibility of the Title IX Coordinator
Sara Zafar serves as the Title IX Coordinator[2]. The Title IX Coordinator has the
primary responsibility for coordinating the University’s efforts related to the
intake, investigation, resolution, and implementation of supportive measures to
stop, remediate, and prevent discrimination, harassment, and retaliation
prohibited under this policy.
B. Independence and Conflict-of-Interest
1. The Title IX Coordinator manages the Title IX Team and acts with
independence and authority free from bias and conflicts of interest. The
Title IX Coordinator oversees all resolutions under this policy and these
procedures. The members of the Title IX Team are vetted and trained to

ensure they are not biased for or against any party in a specific case, or for
or against Complainants and/or Respondents.
2. Concerns involving bias or conflict of interest by the Title IX Coordinator
contact the Executive Director of Institutional Equity and Compliance,
Christine Taylor at Christine.taylor@wichita.edu, or 316-978-3205.
Concerns of bias or a potential conflict of interest by any other Title IX
Team member should be raised with the Title IX Coordinator.
3. Reports of misconduct or discrimination committed by the Title IX
Coordinator should be reported to the Executive Director of Institutional
Equity and Compliance. Reports of misconduct or discrimination
committed by any other Title IX Team member should be reported to the
Title IX Coordinator.
C. Administrative Contact Information
1. Complaints, reports, or notice of alleged policy violations, or inquiries
about or concerns regarding this policy and procedures, may be made
internally to:
a. Sara Zafar, J.D.
Title IX Coordinator
Office of Institutional Equity and Compliance
116 Human Resources Center
1845 N. Fairmount Street
Wichita, KS 67260
(316) 978-5177
Email: sara.zafar@wichita.edu
Web: https://wichita.edu/oiec
https://cm.maxient.com/reportingform.php?WichitaStateUniv
&layout_id=8
b. Christine Taylor, J.D., LL.M.
Executive Director
Office of Institutional Equity and Compliance
(316) 978-3205
christine.taylor@wichita.edu

c. Michael Irvin, J.D., MPA
Equal Opportunity Coordinator
Office of Institutional Equity and Compliance
(316) 978-3186
OIEC@wichita.edu or michael.irvin@wichita.edu
d. Becky Endicott
Senior Associate Athletic Director, Senior Women’s
Administrator Intercollegiate Athletics
Title IX Deputy Coordinator for Athletics
Charles Koch Arena, Room 201
(316) 978-3540
e. Judy Espinoza
Executive Director Human Resources
Title IX Deputy Coordinator for Employees and Visitors
Human Resources Center, Room 117
(316) 978-3540
Judy.espinsoza@wichita.edu
f. Linnea Glenmaye
Associate Vice President for Academic Affairs
Title IX Deputy Coordinator for Faculty
Morrison Hall, Room 109
(316) 978-5054
Linnea.glenmaye@wichita.edu
g. Alicia Newell
Assistant Vice President for Student Affairs
Title IX Deputy Coordinator for Students

Rhatigan Student Center, Room 231
(316) 978-6105
Alicia.newell@wichita.edu
2. The University has determined that the following administrators are
Officials with Authority (OWAs), whose knowledge of alleged sexual
harassment, discrimination and retaliation set forth in this Policy, triggers
the University’s duty to respond in accordance with this Policy.
a. Executive Director of Institutional Equity and Compliance
Office: HR 110A
Telephone: 978-3205
b. Title IX Coordinator
Office: HR 116
Telephone: 978-5177
c. Equal Opportunity Coordinator
Office: HR 110
Telephone: 978-3186
3. This list may be updated from time to time at the discretion of WSU. The
titles, office locations and telephone numbers are current as of August
14, 2020. Please refer to the Wichita State University Directory to search
faculty and staff.
4. University has classified employees as Mandated Reporters (Responsible
Employees) of any knowledge they have that a member of the
community is experiencing harassment, discrimination, and/or
retaliation. The section below on Mandated Reporters details which
employees have this responsibility and their duties, accordingly.
5. Inquiries may be made externally to:
a. Office for Civil Rights (OCR)
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-1100
Customer Service Hotline #: (800) 421-3481
Facsimile: (202) 453-6012
TDD#: (877) 521-2172
Email: OCR@ed.gov
Web: http://www.ed.gov/ocr

b. Kansas City Office
Office for Civil Rights
U.S. Department of Education
One Pettycoat Lane
1010 Walnut Street, 3rd Floor, Suite 320
Kansas City, MO 64016
TDD #: 800-877-8339
6. Employees may also file complaints of discrimination with:
a. EEOC Field Office Gateway Tower
400 State Avenue, Suite 905
Kansas City, Kansas 66101
Phone: 1-800-669-4000TTY: 1-800-669-6820
Fax: 913-551-6957
b. Kansas Human Rights Commission (KHRC)
900 SW Jackson Street
Suite 568-S
Topeka, KS 66612-1258
Phone: 785-296-3206
Fax: 785-296-0589

V.Notice/Complaints of Discrimination, Harassment, and/or Retaliation
A. Notice or complaints of discrimination, harassment, and or retaliation may be
made using any of the following options:
1. File a complaint with, or give verbal notice to the Title IX Coordinator,
Deputy Title IX Coordinator, Title IX Team Member, or any OWA (see
contact information above). Reports may be made at any time (including
during non-business hours) by using the telephone number or email
address, or by mail to the office address, listed for the Title IX Coordinator
or any other official listed.
2. Any person may report incidents of harassment, discrimination or
retaliation, regardless of whether the person reporting is the Complainant.
3. Report online, using the report form. Anonymous reports are accepted but
can give rise to a need to investigate. The University tries to provide
supportive measures to all Complainants, which is impossible with an
anonymous report. Because reporting carries no obligation to initiate a
formal response, and as the University respects Complainant requests to
dismiss complaints unless there is a compelling threat to health and/or
safety, the Complainant is largely in control and should not fear a loss of
privacy by making a report that allows the University to discuss and/or
provide supportive measures.

4. WSU Police Department at police@wichita.edu, or 911 Emergency TDD,
Non-emergency, 316-978-3450, or Wichita Policy Department, Nonemergency 316-268-4111, or 911 Emergency.
5. Be assisted by a campus authority in notifying law enforcement if the
victim so wishes.
6. Decline to notify authorities.
B. A Formal Complaint means a document filed/signed by the Complainant or signed
by the Title IX Coordinator alleging a policy violation by a Respondent and
requesting that the University investigate the allegation(s). A complaint may be
filed with the Title IX Coordinator in person, by mail, or by electronic mail, by using
the contact information in the section immediately above, or as described in this
section. As used in this paragraph, the phrase “document filed by a Complainant”
means a document or electronic submission (such as by electronic mail or through
an online portal provided for this purpose by the University that contains the
Complainant’s physical or digital signature, or otherwise indicates that the
Complainant is the person filing the complaint.
C. If notice is submitted in a form that does not meet this standard, the Title IX
Coordinator will contact the Complainant to ensure that it is filed correctly.

VI.University Response
A. Supportive Measures
1. The University will offer and implement appropriate and reasonable
supportive measures to the parties upon notice of alleged harassment,
discrimination, and/or retaliation.
2. Supportive measures are non-disciplinary, non-punitive individualized
services offered as appropriate, as reasonably available, and without fee
or charge to the parties to restore or preserve access to the University’s
education program or activity, including measures designed to protect the
safety of all parties or the University’s educational environment, and/or
deter harassment, discrimination, and/or retaliation.
3. The Title IX Coordinator shall make every effort to promptly make
supportive measures available to the parties upon receiving notice, report
or a complaint. At the time supportive measures are offered, the
University will inform the Complainant, in writing, that they may file a
formal complaint with the University either at that time or in the future, if
they have not done so already. The Title IX Coordinator works with the
Complainant to ensure their wishes are considered with respect to the
planned and implemented supportive measures.
4. The University will maintain the privacy of supportive measures, provided
that privacy does not impair the University’s ability to provide supportive
measures. The University will act to ensure the parties experience as
minimal an academic impact as possible. The University will implement
measures in a way that does not unreasonably burden the other party.
5. These actions may include, but are not limited to:

a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.

Referring to counseling, medical, and/or other healthcare services
Referring to the Employee Assistance Program
Assisting with visa and immigration
Counseling for student financial aid
Referring to community-based service providers
Altering campus housing assignment(s)
Altering work arrangements for employees or student-employees
Preparing a safety plan
Providing campus safety escorts
Supporting no contact orders between the parties
Providing academic support, extensions of deadlines, or other
course/program-related adjustments
l. Issuing a University No Trespass Notice
m. Issuing timely warnings
n. Modification of class schedule, withdrawals, or leaves of absence
o. Increasing security and monitoring of certain areas of the campus
p. Any other actions deemed appropriate by the Title IX Coordinator
6. Violations of no contact orders will be referred to the appropriate student
or employee conduct processes for enforcement.
B. University’s Response to Respondent
1. The Title IX Coordinator will notify a Respondent when it takes action that
impacts the Respondent directly, such as instituting Supportive Measures
to the Complainant that restrict the Respondent’s privileges or access to
campus or upon the filing of a Formal Complaint.
2. However, depending on the circumstances and the Complainant’s wishes,
the Respondent may not be notified of a report of conduct addressed
under this Policy or the outcome of the Title IX Coordinator’s initial
assessment of the allegations.
3. Once a Respondent is notified by the Title IX Coordinator about the
allegations raised against the Respondent under this Policy, the Title IX
Coordinator will offer to meet with the Respondent to review available
Supportive Measures. The Title IX Coordinator will discuss the Grievance
Process and answer any questions.
C. Emergency Removal
1. The University can act to remove a Respondent entirely or partially from
its education program or activities on an emergency basis when an
individualized safety and risk analysis determines that an immediate threat
to the physical health or safety of any student or other individual arising
from the allegations of sexual harassment justifies removal. This risk
analysis is performed by the Title IX Coordinator in conjunction with the
CARE Team using its objective violence risk assessment and behavior
intervention procedures.

2. When an emergency removal is imposed, the student, employee, or two
(2) representatives from a student organization will be given notice of the
action and the option to request to meet with the Title IX Coordinator
before such action/removal is imposed, or as soon thereafter as
reasonably possible, to show cause why the action/removal should not be
implemented or should be modified.
3. This meeting is not a hearing on the merits of the allegation(s), but rather
is an administrative process intended to determine solely whether the
emergency removal is appropriate. If this meeting is not requested in a
timely manner, objections to the emergency removal are waived. A
Complainant and their Advisor may be permitted to participate in this
meeting if the Title IX Coordinator determines it is equitable to do so. This
section also applies to any restrictions that a coach or athletic
administrator may place on a student-athlete arising from allegations
related to Title IX. There is no appeal process for emergency removal
decisions.
4. A Respondent may be accompanied by an Advisor of their choice when
meeting with the Title IX Coordinator for the show cause meeting. The
Respondent will be given access to a written summary of the basis for the
emergency removal prior to the meeting to allow for adequate
preparation.
5. The Title IX Coordinator has sole discretion under this policy to implement
or stay an emergency removal and to determine the conditions and
duration. Violation of an emergency removal under this policy will be
grounds for discipline, which may include expulsion or termination.
6. The University will implement the least restrictive emergency actions
possible in light of the circumstances and safety concerns. As determined
by the Title IX Coordinator, these actions could include, but are not limited
to: removing a student from a residence hall, temporarily reassigning an
employee, restricting a student’s or employee’s access to or use of
facilities or equipment, allowing a student to withdraw or take grades of
incomplete without financial penalty, authorizing an administrative leave,
and suspending a student’s participation in extracurricular activities,
student employment, student organizational leadership, or
intercollegiate/intramural athletics.
7. At the discretion of the Title IX Coordinator, alternative coursework
options may be pursued to ensure as minimal an academic disruption as
possible on the parties.
D. Promptness
1. All allegations are acted upon promptly by the University once it has
received notice or a formal complaint. Typically, complaints can take 6090 days to resolve. However, exceptions and extenuating circumstances

may cause a resolution to take longer. The University will avoid all undue
delays within its control.
2. If the general timeframes for resolution outlined in University procedures
will be delayed, the University will provide written notice to the parties.
This notice will include the cause of the delay, and an estimate of the
anticipated additional time needed.
E. Privacy
1. Every effort is made by the University to preserve the privacy of reports.
The University will not share the identity of any individual who has made
a report or complaint of harassment, discrimination, or retaliation; any
Complainant, any individual who has been reported to be the perpetrator
of sex discrimination, any Respondent, or any witness, except as permitted
by the Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. 1232g;
FERPA regulations, 34 CFR part 99; or as required by law; or to carry out
the purposes of 34 CFR Part 106, including the conducting of any
investigation, hearing, or grievance proceeding arising under these policies
and procedures.
2. The University reserves the right to designate which University officials
have a legitimate educational interest in being informed about incidents
that fall within this policy, pursuant to the Family Educational Rights and
Privacy Act (FERPA).
3. Only a small group of officials who need to know will typically be told about
the complaint, including but not limited to: Office of Institutional Equity
and Compliance, Division of Student Affairs, Student Conduct and
Community Standards, University Police, Care Team and the Threat
Assessment Team. Information will be shared as necessary with
Investigators, Hearing Panel members/Decision-makers, witnesses, and
the parties. The circle of people with this knowledge will be kept as tight
as possible to preserve the parties’ rights and privacy.
4. Confidentiality and mandated reporting are addressed more specifically
below.
F. Confidentiality/Considerations for Complainants Before They Report
For the Complainant to make informed choices about reporting conduct falling
within this Policy, they should be aware that all University Employees (except
those listed as Confidential Resources) are Mandatory Reporters. See Section VI
E. Confidential Resources must maintain as confidential what the Complainant
tells them and are not required to report alleged Policy violations to the Title IX
Coordinator, except in limited circumstances such as in extreme cases of
immediate threat or danger or abuse of a minor.

Confidential resources may offer options and resources without any obligation to
inform an outside agency or a University official unless a Complainant has
requested that information be shared.
Complainants may want to consider whether they want to share personally
identifiable details with those who have a duty to report allegations of Policy
violations to the Title IX Coordinator or whether they would prefer to share only
with those who must maintain confidentiality.
The following are on campus Confidential Resources:
1. Counseling and Prevention Services — (316) 978-4792
2. Student Health Services — (316) 978-4792
3. Wichita Area Sexual Assault Campus Outreach Advocate — (316) 978-5257

VII.University Jurisdiction
A. Application of Policy
1. This policy applies to the University’s education programs and activities,
and to conduct that takes place on campus, on property owned or
controlled by the University, at University sponsored events, or in buildings
owned or controlled by University recognized student organizations. The
Respondent must be a member of the University’s community for its
policies to apply.
2. This Policy can apply to the effects of off-campus misconduct that
effectively deprives someone of access to the University’s educational
program. The University may also extend jurisdiction to off-campus and/or
to online conduct when the Title IX Coordinator determines that the
conduct affects a substantial University interest.
3. Regardless of where the conduct occurred, the University will address
notice/complaints to determine whether the conduct occurred in the
context of its employment or educational program or activity and/or has
continuing effects on campus or in an off-campus sponsored program or
activity. A substantial University interest includes:
a. Any action that constitutes a criminal offense as defined by law.
This includes, but is not limited to, single or repeat violations of any
local, state, or federal law;
b. Any situation in which it is determined that the Respondent poses
an immediate threat to the physical health or safety of any student
or other individual;
c. Any situation or conduct that significantly impinges upon the rights,
property, or achievements of oneself or others or significantly
breaches the peace and/or causes social disorder; and/or
d. Any situation detrimental to the educational interests or mission of
the University.

4. If the Respondent is unknown or is not a member of the University
community, the Title IX Coordinator will assist the Complainant in
identifying appropriate campus and local resources and supportive options
and/or, when criminal conduct is alleged, to contact local or campus law
enforcement if the individual would like to file a police report.
5. The University may take actions as appropriate to protect the Complainant
against third parties, such as barring individuals from University property
and/or events.
6. When the Respondent is enrolled in or employed by another institution,
the Title IX Coordinator can assist the Complainant in contacting the
appropriate individual at that institution, because it may be possible to
allege violations through that institution’s policies.
7. The University may be able to assist and support a student or employee
Complainant who experiences discrimination in an externship, study
abroad program, or another environment external to the University where
sexual harassment or nondiscrimination policies and procedures of the
facilitating or host organization may give recourse to the Complainant.
B. Time Limits on Reporting
1. There is no time limitation on providing notice/complaints to the Title IX
Coordinator. However, if the Respondent is no longer subject to the
University’s jurisdiction and/or significant time has passed, the ability to
investigate, respond, and provide remedies may be more limited or
impossible.
2. Acting on notice/complaints significantly impacted by the passage of time
(including, but not limited to, the rescission or revision of policy) is at the
discretion of the Title IX Coordinator, who may document allegations for
future reference, offer supportive measures and/or remedies, and/or
engage in informal or formal action, as appropriate.
3. When notice/complaint is affected by a significant time delay, the
University will typically apply the policy in place at the time of the alleged
misconduct and the procedures in place at the time of notice/complaint.
C. Online Harassment and Misconduct
1. University policies are written and interpreted broadly to include online
and cyber manifestations of any of the behaviors prohibited below, when
those behaviors occur in or have an effect on the University’s education
program and activities or use University networks, technology, or
equipment.
2. The University may not control websites, social media, and/or other
venues in which harassing communications are made. When such
communications are reported to the University, it will engage in a variety
of means to address and mitigate the effects.
3. Any online postings or other electronic communication by students,
including cyber-bullying, cyber-stalking, cyber-harassment, etc., occurring

completely outside of the University’s control (e.g., not on University
networks, websites, or between University email accounts) will only be
subject to this policy when such online conduct can be shown to cause a
substantial in-program disruption. Otherwise, such communications are
considered speech protected by the First Amendment. Supportive
measures for Complainants will be provided, but protected speech cannot
legally be subjected to discipline.
4. Off-campus harassing speech by employees, whether online or in person,
may be regulated by the University only when such speech is made in an
employee’s official or work-related capacity.

VIII.Related Policies
A. Consensual Relationship Policy
In the event employees are married, in an intimate partnership, have a domestic
relationship, or have sexual contact with another employee or student with whom
they have direct professional power differential or supervisory responsibilities,
they are required to disclose the relationship to the appropriate supervisor.
Supervisors should contact their Human Resource Business Partner for guidance
as necessary if this applies to their employee(s). See: WSU Policies and Procedures
3.06
B. Policy on Nondiscrimination
The University adheres to all federal and state civil rights laws and regulations
prohibiting discrimination in public institutions of higher education. See: WSU
Policies and Procedures 3.02 Notice of Non-Discrimination
C. Policy on Protected Characteristic Discrimination
1. The University does not discriminate against any employee, applicant for
employment, student, or applicant for admission on the basis of protected
characteristics. Grievances related to disability status and/or
accommodations for employees and students is set forth in WSU Policies
and Procedures 3.47/ Discrimination Review Process for Students,
Employees
and
Visitors. See: WSU
Policies
and
Procedures
3.47/Discrimination Review Procedures for Students, Employees, and
visitors
2. Students, staff, administrators, and faculty are entitled to an employment
and educational environment that is free of discriminatory harassment.
Wichita State University’s Policies and Procedures 3.47/Discrimination
Review Process for Students, Employees and Visitors is not meant to inhibit
or prohibit educational content or discussions inside or outside of the
classroom that include germane but controversial or sensitive subject
matters protected by academic freedom.

3. WSU Policies and Procedures 3.47/Discrimination Review Procedures for
Students, Employees, and visitors sets forth the specific forms of legally
prohibited harassment that are also prohibited under University policy.
When speech or conduct is protected by academic freedom and/or the
First Amendment, it will not be considered a violation of University policy,
though supportive measures will be offered to those impacted.
D. Policy on Disability Discrimination and Accommodation
1. The University is committed to full compliance with the Americans With
Disabilities Act of 1990 (ADA), as amended, and Section 504 of the
Rehabilitation Act of 1973, which prohibit discrimination against qualified
persons with disabilities, as well as other federal and state laws and
regulations pertaining to individuals with disabilities.
2. See: WSU Policies and Procedures 8.10/Students with Disabilities;
See: WSU Workplace Accommodations Procedures; and See: WSU Policies
and Procedures 3.47/Discrimination Review Procedures for Students,
Employees, and visitors

IX.Review Procedures For Discriminatory Harassment On The Basis Of Sex
A. Sexual Harassment
1. The Department of Education’s Office for Civil Rights (OCR), the Equal
Employment Opportunity Commission (EEOC), and the state of Kansas
regard Sexual Harassment, a specific form of discriminatory harassment,
as an unlawful discriminatory practice.
2. The University has adopted the following definition of Sexual Harassment
in order to address the unique environment of an academic community,
which consists of employer and employees, and students.
3. Acts of sexual harassment may be committed by any person upon any
other person, regardless of the sex, sexual orientation, and/or gender
identity of those involved.
4. Sexual Harassment, as an umbrella category, includes the offenses of
sexual harassment, sexual assault, domestic violence, dating violence, and
stalking, and is defined as:
5. Conduct on the basis of sex that satisfies one or more of the following:
a. Quid Pro Quo:
i.
ii.
iii.

an employee of the University,
conditions either implicitly or explicitly the provision of an
aid, benefit, or service of the University,
on an individual’s participation in unwelcome sexual
conduct.

b. Sexual Harassment:
i. unwelcome conduct,
ii. determined by a reasonable person,

iii.
iv.
v.
vi.

to be so severe, and
pervasive, and,
objectively offensive,
that it effectively denies a person equal access to the
University’s education program or activity.

B. Sexual Assault[3]
1. Sexual Assault means one of the following sexual offenses, whether
forcible or nonforcible, when directed at another person without that
person’s Consent, including instances where the person is incapacitated:
a. Rape – The penetration, no matter how slight, of the vagina or anus
with any body part or object, or oral penetration by a sex organ of
another person without the consent of the Complainant.[4]
b. Fondling – The touching of the private body parts of another person
(buttocks, groin, breasts) for the purpose of sexual gratification,
without the consent of the Complainant, including instances where
the Complainant is incapable of giving consent because of age or
because of temporary or permanent mental or physical incapacity.
c. Incest – Nonforcible sexual intercourse between persons who are
related to each other within the degrees wherein marriage is
prohibited by Kansas law.
d. Statutory Rape – Nonforcible sexual intercourse with a person who
is under the statutory age of consent (16 years of age in Kansas).
C. Dating Violence [5]
1. Dating Violence is defined as violence committed by a person who is or has
been in a social relationship of a romantic or intimate nature with the
Complainant. The existence of such a relationship shall be determined
based on the Complainant’s statement and with consideration of the
length of the relationship, the type of relationship, and the frequency of
interaction between the persons involved in the relationship.
2. For the purposes of this definition:
a. Dating violence includes, but is not limited to, sexual or physical
abuse or the threat of such abuse.
b. Dating violence does not include acts covered under the definition
of domestic violence.
D. Domestic Violence [6]
1. Domestic Violence is defined as a felony or misdemeanor crime of violence
committed:
a. By a current or former spouse or intimate partner of the
Complainant;
b. By a person with whom the Complainant shares a child in common;
c. By a person who is cohabitating with, or has cohabitated with, the
Complainant as a spouse or intimate partner;

d. By a person similarly situated to a spouse of the Complainant under
the Kansas domestic or family violence laws; or
e. By any other person against an adult or youth Complainant who is
protected from that person’s acts under the Kansas domestic or
family violence laws.
2. To categorize an incident as Domestic Violence under this policy, the
relationship between the Respondent and the Complainant must be more
than just two people living together as roommates. The people
cohabitating must be current or former spouses or have an intimate
relationship.
E. Stalking [7]
1. Stalking is defined as engaging in a course of conduct directed at a specific
person that would cause a reasonable person to:
a. Fear for the person’s safety or the safety of others; or
b. Suffer substantial emotional distress.
2. For the purposes of this definition:
a. Course of conduct means two or more acts, including, but not
limited to, acts in which the stalker directly, indirectly, or through
third parties, by any action, method, device, or means, follows,
monitors, observes, surveils, threatens, or communicates to or
about a person, or interferes with a person’s property.
b. Reasonable person means a reasonable person under similar
circumstances and with similar identities to the Complainant.
c. Substantial emotional distress means significant mental suffering
or anguish that may, but does not necessarily require medical or
other professional treatment or counseling.
F. Other Sex-based Offenses
1. Sex Discrimination (also referred to as Non-Sexual Harassment Sex
Discrimination). Providing differential treatment on the basis of sex such
as in athletics, or with respect to employment, admissions or enrollment
or participation in an academic course.
2. Sexual exploitation. Occurs when a person engages in non-consensual or
abusive conduct that takes sexual advantage of another individual for the
person’s own advantage or benefit, or to benefit or advantage anyone
other than the individual being exploited and does not constitute any other
offense addressed in this Policy.
3. Discrimination on the basis of sexual orientation, gender identity or gender
expression. Providing differential treatment on the basis of sexual
orientation, gender identity or gender expression, or harassment on the
basis of sexual orientation, gender identity or gender expression.
4. Discrimination against pregnant and parenting students. Providing
differential treatment on the basis of a Student’s status as a pregnant or
parenting Student or harassment on the basis of a Student’s status as being

a pregnant or parenting Student. See: WSU Policies and Procedures:
8.21/Accommodations for Pregnant and Parenting Students
G. Force, Coercion, Consent, and Incapacitation
1. As used in the offenses above, the following definitions apply:
a. Force: Force is the use of physical violence and/or physical
imposition to gain sexual access. Force also includes threats,
intimidation (implied threats), and coercion that is intended to
overcome resistance or produce consent.
Sexual activity that occurs by is forced is, by definition, nonconsensual, but non-consensual sexual activity is not necessarily
forced. Silence or the absence of force or resistance alone is not
consent. Consent is not demonstrated by the absence of force or
resistance. While resistance is not required or necessary, it is a
clear demonstration of non-consent.
b. Coercion: Coercion is unreasonable pressure for sexual activity.
Coercive conduct differs from seductive conduct based on factors
such as the type and/or extent of the pressure used to obtain
consent. When someone makes clear that they do not want to
engage in certain sexual activity, that they want to stop, or that
they do not want to go past a certain point of sexual interaction,
continued pressure beyond that point can be coercive.
c. Consent:
i.

Is:






knowing, and
voluntary, and
clear permission
by word or action
to engage in sexual activity.

ii.Since individuals may experience the same interaction in different
ways, it is the responsibility of each party to determine that the
other has consented before engaging in the activity.
iii. If consent is not clearly provided prior to engaging in the
activity, consent may be ratified by word or action at some
point during the interaction or thereafter.
iv. Consent can also be withdrawn once given, if the withdrawal is
reasonably and clearly communicated. If consent is withdrawn,
that sexual activity should cease within a reasonable time.

v.

Consent to some sexual contact (such as kissing or fondling)
cannot be presumed to be consent for other sexual activity
(such as intercourse). A current or previous intimate
relationship is not enough to constitute consent.
vi. Proof of consent or non- consent and the burden of collecting
evidence sufficient to reach a determination regarding
responsibility, rests on the University, not the parties.
vii. The burden remains on the University to determine whether its
policy has been violated. The existence of consent is based on
the totality of the circumstances evaluated from the
perspective of a reasonable person in the same or similar
circumstances, including the context in which the alleged
incident occurred and any similar, previous patterns that may
be evidenced.
viii. Consent in relationships must be considered in context. When
parties consent to BDSM (Bondage, discipline/dominance,
submission/sadism, and masochism) or other forms of kink,
non-consent may be shown by the use of a safe word.
Resistance, force, violence, or even saying “no” may be part of
the kink and thus consensual, so the University’s evaluation of
communication in kink situations should be guided by
reasonableness, rather than strict adherence to policy that
assumes non-kink relationships as a default.
2. Incapacitation: A person cannot consent if they are unable to understand
what is happening or is disoriented, helpless, asleep, or unconscious, for
any reason, including by alcohol or other drugs. It is a violation of this Policy
if a Respondent engages in sexual activity with someone who is incapable
of giving consent.
a. It is a defense to a sexual assault policy violation if the Respondent
neither knew nor should have known the Complainant was
physically or mentally incapacitated. “Should have known” is an
objective, reasonable person standard which assumes that a
reasonable person is both sober and exercising sound judgment.
The use of alcohol or other drugs will never function as a defense
for any behavior that violates this Policy.
b. Incapacitation occurs when someone cannot make rational,
reasonable decisions because they lack the capacity to give
knowing/informed consent (e.g., to understand the “who, what,
when, where, why, or how” of their sexual interaction).
c. Incapacitation is determined through consideration of all relevant
indicators of an individual’s state and is not synonymous with
intoxication, impairment, blackout, and/or being drunk.

d. This Policy includes incapacity resulting from a temporary or
permanent physical or mental health condition, involuntary
physical restraint, and/or the consumption of incapacitating drugs.
H. Sexual Exploitation
1. In addition to the forms of sexual harassment described above, which fall
within the coverage of Title IX, the University prohibits Sexual Exploitation
as a form of discrimination.
2. Sexual Exploitation means: taking non-consensual or abusive sexual
advantage of another for their own benefit or for the benefit of anyone
other than the person being exploited, and that conduct does not
otherwise constitute sexual harassment under this policy. Examples of
Sexual Exploitation include, but are not limited to:
a. Sexual voyeurism (such as observing or allowing others to observe
a person undressing or using the bathroom or engaging in sexual
acts, without the consent of the person being observed)
b. Invasion of sexual privacy
c. Taking pictures, video, or audio recording of another in a sexual act,
or in any other sexually-related activity when there is a reasonable
expectation of privacy during the activity, without the consent of
all involved in the activity, or exceeding the boundaries of consent
(such as allowing another person to hide in a closet and observe
sexual activity, or disseminating sexual pictures without the
photographed person’s consent), including the making or posting
of revenge pornography
d. Prostituting another person
e. Engaging in sexual activity with another person while knowingly
infected with human immunodeficiency virus (HIV) or a sexuallytransmitted disease (STD) or infection (STI), without informing the
other person of the infection
f. Causing or attempting to cause the incapacitation of another
person (through alcohol, drugs, or any other means) for the
purpose of compromising that person’s ability to give consent to
sexual activity, or for the purpose of making that person vulnerable
to non-consensual sexual activity
g. Misappropriation of another person’s identity on apps, websites,
or other venues designed for dating or sexual connections
h. Forcing a person to take an action against that person’s will by
threatening to show, post, or share information, video, audio, or an
image that depicts the person’s nudity or sexual activity
i. Knowingly soliciting a minor for sexual activity
j. Engaging in sex trafficking
k. Creation, possession, or dissemination or child pornography

l.

Stealthing (The practice of a man covertly removing or damaging a
condom during sexual intercourse, when his partner has only
consented to condom-protected sex)
I. Other Civil Rights Offenses
Violation of any other University policies may constitute a Civil Rights Offense
when a violation is motivated by actual or perceived membership in a protected
class, and the result is a discriminatory limitation or denial of employment or
educational access, benefits, or opportunities. See: WSU Policy 3.47
J. Retaliation
1. Protected activity under this policy includes reporting an incident that may
implicate this policy, participating in the grievance process, supporting a
Complainant or Respondent, assisting in providing information relevant to
an investigation, and/or acting in good faith to oppose conduct that
constitutes a violation of this Policy.
2. Acts of alleged retaliation should be reported immediately to the Title IX
Coordinator and will be promptly investigated. The University is prepared
to take appropriate steps to protect individuals who fear that they may be
subjected to retaliation.
3. It is prohibited for the University or any member of the University’s
community to take materially adverse action by intimidating, threatening,
coercing, harassing, or discriminating against any individual for the
purpose of interfering with any right or privilege secured by law or policy,
or because the individual has made a report or complaint, testified,
assisted, or participated or refused to participate in any manner in an
investigation, proceeding, or hearing under this policy and procedure.
4. Charges against an individual for code of conduct violations that do not
involve sex discrimination or sexual harassment but arise out of the same
facts or circumstances as a report or complaint of sex discrimination, or a
report or complaint of sexual harassment, for the purpose of interfering
with any right or privilege secured by Title IX, constitutes retaliation.
5. The exercise of rights protected under the First Amendment does not
constitute retaliation.
6. Charging an individual with a code of conduct violation for making a
materially false statement in bad faith in the course of a grievance
proceeding under this policy and procedure does not constitute
retaliation, provided that a determination regarding responsibility, alone,
is not sufficient to conclude that any party has made a materially false
statement in bad faith.
K. Notice to Mandated Reporters (Responsible Employees)
1. All University employees (including student employees), with the
exception of those who are specifically designated as Confidential

Resources, are Mandated Reporters (“Responsible Employees”) and must
promptly share with the Title IX Coordinator all known details of a report
made to them in the course of their employment. A “Responsible
Employee” includes any employee who:
a. Has the duty to report to appropriate school officials sexual
harassment or any other misconduct by students or employees; or
b. A student, employee or visitor could reasonably believe has the
authority or responsibility to take action.
2. Employees must also promptly share all details of behaviors under this
Policy that they observe or have knowledge of, even if not reported to
them by a Complainant or third-party.
3. Complainants may want to carefully consider whether they share
personally identifiable details with non-confidential Mandated Reporters,
as those details must be shared with the Title IX Coordinator.
4. Generally, disclosures in climate surveys, classroom writing assignments or
discussions, human subjects research, or at events such as “Take Back the
Night” marches or speak-outs do not provide notice that must be reported
to the Coordinator by employees, unless the Complainant clearly indicates
they desire to report or a seek a specific response from the University.
5. Supportive measures may be offered as the result of such disclosures
without formal University action.
6. Failure of a Mandated Reporter to report all information they are aware of
regarding an incident of harassment on the basis of sex or discrimination
addressed by this Policy, to the Title IX Coordinator is a violation of
University Policy and can be subject to disciplinary action for failure to
comply.
7. When a Mandated Reporter is engaged in harassment or other violations
of this Policy, they still have a duty to report their own misconduct, though
the University is not on notice when the harasser is also a Mandated
Reporter unless the harasser does in fact report themselves.
8. A Mandated Reporter who is a target of harassment or other misconduct
under this Policy is not required to report their own experience, though
they are encouraged to do so.
L. When a Complainant Does Not Wish to Proceed/Requests for Privacy
1. If a Complainant does not wish their name to be shared with the
Respondent, does not wish an investigation, or does not wish to pursue a
Formal Complaint, they may make a request to the Title IX Coordinator,
who will evaluate the request in light of the duty to ensure the safety of
the campus and compliance with state or federal law.
2. The Title IX Coordinator has ultimate discretion over whether the
University proceeds when the Complainant does not wish to do so, and the
Title IX Coordinator may sign a Formal Complaint initiating the grievance
process after completion of an appropriate violence risk assessment.

3. The Title IX Coordinator’s decision should be based on the results of the
violence risk assessment that show a compelling risk to health and/or
safety requiring the University to pursue formal action to protect the
community.
4. A compelling risk to health and/or safety may result from evidence of
patterns of misconduct, predatory conduct, threats, abuse of minors, use
of weapons, and/or violence. The University may be compelled to act on
alleged employee misconduct irrespective of a Complainant’s wishes.
5. The Title IX Coordinator must also consider the effect that nonparticipation by the Complainant may have on the availability of evidence
and the University’s ability to pursue a Formal Grievance Process fairly and
effectively.
6. When the Title IX Coordinator executes the written complaint, they do not
become the Complainant. The Complainant is the individual who is alleged
to be the victim of conduct that could constitute a violation of this policy.
7. When the University proceeds, the Complainant (or their Advisor) may
have as much or as little involvement in the process as they wish. The
Complainant retains all rights of a Complainant under this Policy
irrespective of their level of participation. Typically, when the Complainant
chooses not to participate, the Complainant may request that their Advisor
serve as proxy for the Complainant throughout the process, acting to
ensure and protect the rights of the Complainant, not in the Complainant’s
place as a party.
8. The University’s ability to remedy and respond to notice may be limited if
the Complainant does not want the University to proceed with an
investigation and/or grievance process. The goal is to provide the
Complainant with as much control over the process as possible, while
balancing the University’s obligation to protect its community.
9. If the Complainant requests confidentiality/no formal action and the
circumstances allow the University to honor that request, the University
will offer informal resolution options (see below), supportive measures,
and remedies to the Complainant and the community, but will not
otherwise pursue formal action.
10. If the Complainant elects to take no action, they can change that decision
and pursue a formal complaint at a later date. Upon making a formal
complaint, a Complainant has the right, and can expect, to have allegations
taken seriously by the University, and to have the incidents investigated
and properly resolved through these procedures.
M. Federal Timely Warning Obligations
1. Parties reporting sexual assault, domestic violence, dating violence, and/or
stalking should be aware that under the Clery Act the University must issue
timely warnings for incidents reported to them that pose a serious or

continuing threat of bodily harm or danger to members of the campus
community.
2. The University will ensure that a Complainant’s name and other identifying
information is not disclosed, while still providing enough information for
community members to make safety decisions in light of the potential
danger.
N. False Allegations and Evidence
1. Deliberately false and/or malicious accusations under this policy, as
opposed to allegations which, even if erroneous, are made in good faith,
are a serious offense and will be subject to appropriate disciplinary action.
2. Witnesses and parties knowingly providing false evidence, tampering with
or destroying evidence after being directed to preserve such evidence, or
deliberately misleading an official conducting an investigation can be
subject to discipline under University policy.
O. Amnesty for Complainants and Witnesses
1. The University community encourages the reporting of misconduct and
crimes by Complainants and witnesses. Sometimes, Complainants or
witnesses are hesitant to report to University officials or participate in
grievance processes because they fear that they themselves may be in
violation of certain policies, such as underage drinking or use of illicit drugs
at the time of the incident. Respondents may hesitate to be forthcoming
during the process for the same reasons.
2. It is in the best interests of the University community that Complainants
choose to report misconduct to University officials, that witnesses come
forward to share what they know, and that all parties be forthcoming
during the process.
3. To encourage reporting and participation in the process, the University
maintains a policy of offering parties and witnesses amnesty from minor
policy violations – such as underage consumption of alcohol or the use of
illicit drugs – related to the incident.
4. Amnesty does not apply to more serious allegations such as physical abuse
of another or illicit drug distribution. The decision not to offer amnesty to
a Respondent is based on neither sex nor gender, but on the fact that
collateral misconduct is typically addressed for all students within a
progressive discipline system, and the rationale for amnesty – the
incentive to report serious misconduct – is rarely applicable to Respondent
with respect to a Complainant.
P. Federal Statistical Reporting Obligations
1. Campus officials – those deemed as Campus Security Authorities – have a
duty to report the following for federal statistical reporting purposes (Clery
Act):

a. All “primary crimes,” which include homicide, sexual assault,
robbery, aggravated assault, burglary, motor vehicle theft, and
arson;
b. Hate crimes, which include homicide, sexual assault, robbery,
aggravated assault, burglary, motor vehicle theft, and arson;
c. VAWA[8] – based crimes, which include sexual assault, domestic
violence, dating violence, and stalking; and
d. Arrests and referrals for disciplinary action for weapons-related law
violations, liquor-related law violations, and drug abuse-related
law violations.
Q. All personally identifiable information is kept private, but statistical information
must be passed along to university law enforcement regarding the type of incident
and its general location (on or off-campus or in the surrounding area, but no
addresses are given) for publication in the Annual Fire and Safety Report and daily
campus crime log.
R. Campus Security Authorities include: student affairs/student conduct staff,
university law enforcement, local police, coaches, athletic directors, residence life
staff, student activities staff, human resources staff, advisors to student
organizations, and any other official with significant responsibility for student and
campus activities.

X.Interim Resolution Process For Alleged Violations Of Sexual
Harassment, Discrimination And Retaliation Policy
A. Overview
1. The University will act on any formal or informal notice/complaint of violation of
the policy on Equal Opportunity, Harassment, and Nondiscrimination (“the
Policy”) that is received by the Title IX Coordinator or any other Official with
Authority by applying these procedures.
2. The procedures below apply only to qualifying allegations of sexual harassment
(including sexual assault, dating violence, domestic violence, and stalking, as
defined above) and other sex-based offenses listed in section IX F of this Policy,
involving students, staff, administrators or faculty members.
3. If other policies are invoked such as policies on protected class harassment,
discrimination, and retaliation, see: WSU Policy 3.47 for a description of the
procedures applicable to the resolution of such offenses.
4. All other allegations of misconduct unrelated to incidents covered by this Policy
will be addressed through procedures set forth in University policies.
B. Notice / Complaint
1. Upon receipt of a complaint or notice to the Title IX Coordinator of an alleged
violation of the Policy, the University initiates a prompt initial assessment to
determine the next steps the University needs to take.
2. The University will initiate at least one of three responses:
a. Offering supportive measures because the Complainant does not want to
proceed formally;

b. An informal resolution;
c. A Formal Grievance Process including an investigation and a hearing.
3. The investigation and grievance process will determine whether or not the Policy
has been violated. If so, the University will promptly implement effective remedies
designed to ensure that it is not deliberately indifferent to harassment or
discrimination, their potential recurrence, or their effects.
C. Initial Assessment
Following receipt of notice or a complaint of an alleged violation of this Policy, the Title IX
Coordinator[9] engages in an initial assessment, which is typically one to five business days
in duration. The steps in an initial assessment can include:
1. If notice is given, the Title IX Coordinator seeks to determine if the person
impacted wishes to make a formal complaint, and will assist them to do so, if
desired.
If they do not wish to do so, the Title IX Coordinator determines whether to initiate a
complaint because a violence risk assessment indicates a compelling threat to health
and/or safety.
2. If a formal complaint is received, the Title IX Coordinator assesses its sufficiency
and works with the Complainant to make sure it is correctly completed.
3. The Title IX Coordinator reaches out to the Complainant to offer supportive
measures.
4. The Title IX Coordinator works with the Complainant to ensure they are aware of
the right to have an Advisor.
5. The Title IX Coordinator works with the Complainant to determine whether the
Complainant prefers a supportive and remedial response, an informal resolution
option, or a formal investigation and grievance process.
6. If a supportive and remedial response is preferred, the Title IX Coordinator works
with the Complainant to identify their wishes and then seeks to facilitate
implementation. No Formal Grievance Process is initiated, though the
Complainant can elect to initiate one later, if desired.
7. If an informal resolution option is preferred, the Title IX Coordinator assesses
whether the complaint is suitable for informal resolution, whether an informal
process may serve the situation best or is available, and may seek to determine if
the Respondent is also willing to engage in informal resolution.
8. If a Formal Grievance Process is preferred, the Title IX Coordinator determines if
the misconduct alleged falls within the scope of Title IX:
a. If it does, the Title IX Coordinator will initiate the formal investigation and
grievance process, directing the investigation to address:
 an incident, and/or
 a pattern of alleged misconduct, and/or



a culture/climate issue, based on the nature of the complaint.
b. If it does not, the Title IX Coordinator determines that Title IX does not
apply (and will “dismiss” that aspect of the complaint, if any), assesses
which policies may apply, which resolution process is applicable and will
refer the matter accordingly. Or refers the matter for resolution under
other university policy(s). Please note that dismissing a complaint under
Title IX is procedural and does not limit the University’s authority to
address a complaint with an appropriate process and remedies.
D. Violence Risk Assessment
1. In many cases, the Title IX Coordinator may determine that a Violence Risk
Assessment (VRA) should be conducted by member of the CARE team if the
Respondent is a student or student employee as part of the initial assessment. A
VRA aids in ten critical and/or required determinations, including:
a. Emergency removal of a Respondent on the basis of immediate threat to
physical health/safety;
b. Whether the Title IX Coordinator should pursue/sign a formal complaint
absent a willing/able Complainant;
c. Whether to put the investigation on the footing of incident and/or pattern
and/or climate;
d. To help identify potential predatory conduct;
e. To help assess/identify grooming behaviors;
f. Whether it is reasonable to try to resolve a complaint through informal
resolution, and what modality may be most successful;
g. Whether to permit a voluntary withdrawal by the Respondent;
h. Whether to impose transcript notation or communicate with a transfer
University about a Respondent;
i. Assessment of appropriate sanctions/remedies (to be applied posthearing); and/or
j. Whether a Clery Act Timely Warning and/or Trespass order is needed.
2. Threat assessment is the process of evaluating the actionability of violence by an
individual against another person or group following the issuance of a direct or
conditional threat. A VRA is a broader term used to assess any potential violence
or danger, regardless of the presence of a vague, conditional, or direct threat.
3. VRAs require specific training and are typically conducted by psychologists, clinical
counselors, social workers, case managers, law enforcement officers, student
conduct officers, or other CARE team members. A VRA requested by the Title IX
Coordinator should occur in collaboration with the CARE team or threat
assessment team. Where a VRA is required by the Title IX Coordinator, a
Respondent refusing to cooperate may result in a charge of failure to comply
within the appropriate student or employee conduct process.
4. A VRA assesses the risk of actionable violence, often with a focus on
targeted/predatory escalations, and is supported by research from the fields of
law enforcement, criminology, human resources, and psychology. A VRA is not an

evaluation for an involuntary behavioral health, nor is it a psychological or mental
health assessment.
5. More about the University’s process for VRA can be found below/in Appendix B.
E. Dismissal (Mandatory and Discretionary)
1. The University must dismiss a formal complaint or any allegations therein if, at any
time during the investigation or hearing, it is determined that:
a. The conduct alleged in the formal complaint would not constitute sexual
harassment as defined in the Policy hereinabove, even if proved; and/or
b. The conduct did not occur in an educational program or activity controlled
by the University (including buildings or property controlled by recognized
student organizations), and/or the University does not have control of the
Respondent; and/or
c. The conduct did not occur against a person in the United States; and/or
d. At the time of filing a formal complaint, a complainant is not participating
in or attempting to participate in the education program or activity of the
University.
2. The University may dismiss a formal complaint or any allegations therein if, at any
time during the investigation or hearing:
a. A Complainant notifies the Title IX Coordinator in writing that the
Complainant would like to withdraw the formal complaint or any
allegations therein; or
b. The Respondent is no longer enrolled in or employed by the University; or
c. Specific circumstances prevent the University from gathering evidence
sufficient to reach a determination as to the formal complaint or
allegations therein.
3. Upon any dismissal, the University will promptly send written notice of the
dismissal and the rationale for doing so simultaneously to the parties.
4. This dismissal decision is appealable by any party under the procedures for appeal
below. The decision not to dismiss is also appealable by any party claiming that a
dismissal is required or appropriate. A Complainant who decides to withdraw a
complaint may later request to reinstate and refile it.
F. Counterclaims
1. The University is obligated to ensure that the grievance process is not abused for
retaliatory purposes. The University permits the filing of counterclaims but uses
an initial assessment, described above, to assess whether the allegations in the
counterclaim are made in good faith. Counterclaims by the Respondent may be
made in good faith, but are, on occasion, also made for purposes of retaliation.
Counterclaims made with retaliatory intent will not be permitted.
2. Counterclaims determined to have been reported in good faith will be processed
using the grievance procedures below. Investigation of such claims may take place
after resolution of the underlying initial allegation, in which case a delay may
occur.

3. Counterclaims may also be resolved through the same investigation as the
underlying allegation, at the discretion of the Title IX Coordinator. When
counterclaims are not made in good faith, they will be considered retaliatory and
may constitute a violation of this policy.
G. Right to an Advisor
1. The parties may each have an Advisor of their choice present with them for all
meetings and interviews within the resolution process, if they so choose. The
parties may select whoever they wish to serve as their Advisor. This could include
an attorney, advocate or support person.
2. The law permits one Advisor for each party.
3. Witnesses are not entitled to Advisors within this grievance process however they
may be advised externally.
4. The chosen Advisor should be eligible and available. A party cannot insist on an
Advisor who doesn’t have the inclination, time or availability.
5. The Advisor cannot have institutionally conflicting roles, for example, the Title IX
Coordinator who has an active role in the matter, or a supervisor who must
monitor and implement sanctions.
6. Choosing an Advisor who is also a witness in the process creates potential for bias
and conflict-of-interest. A party who chooses an Advisor who is also a witness can
anticipate that issues of potential bias will be explored by the hearing Decisionmaker(s).
7. The University may permit parties to have more than one Advisor upon special
request to the Title IX Coordinator. The decision to grant this request is at the sole
discretion of the Title IX coordinator and will be granted equitably to all parties.
8. Who Can Serve as an Advisor
a. The Advisor may be a friend, mentor, family member, attorney, or any
other individual a party chooses to advise, support, and/or consult with
them throughout the resolution process. The parties may choose Advisors
from inside or outside of the University community.
b. The Title IX Coordinator will offer to assign a trained Advisor for any party
if the party does not have an advisor at the time of hearing. If the parties
choose an Advisor from the pool available from the University, the Advisor
will be trained by the University and be familiar with the University’s
resolution process.
c. If the parties choose an Advisor from outside the pool of those identified
by the University, the Advisor may not have been trained by the University
and may not be familiar with University policies and procedures.
d. Parties also have the right to choose not to have an Advisor in the initial
stages of the resolution process, prior to a hearing.
9. Advisors in Hearings/University-Appointed Advisor
a. Under U.S. Department of Education regulations applicable to Title IX,
cross-examination is required during the hearing, and must be conducted

by the parties’ Advisors. The parties are not permitted to directly crossexamine each other or any witnesses.
b. If a party does not have an Advisor for a hearing, the University will appoint
a trained Advisor for the limited purpose of conducting any crossexamination.
c. A party may reject this appointment and choose their own Advisor, but
they may not proceed without an Advisor. If the party’s Advisor will not
conduct cross-examination, the University will appoint an Advisor who will
do so regardless of the participation or non-participation of the advised
party in the hearing itself.
d. Extensive questioning of the parties and witnesses will also be conducted
by the Decision-maker(s) during the hearing.
10. Advisor’s Role
a. Advisors support the parties and assist them through the Grievance
Process. The parties may be accompanied by their Advisor in all meetings
and interviews at which the party is entitled to be present, including intake
and interviews.
b. The parties are expected to ask and respond to questions on their own
behalf throughout the investigation phase of the resolution process.
Although the Advisor generally may not speak on behalf of their advisee,
the Advisor may consult with their advisee, either privately as needed, or
by conferring or passing notes during any resolution process meeting or
interview. For longer or more involved discussions, the parties and their
Advisors should ask for breaks to allow for private consultation.
c. Advisors should help the parties prepare for each meeting and the hearing
and are expected to advise ethically, with integrity, and in good faith.
d. The Advisor’s role in the hearing is limited to cross examination of the
other party and of any witnesses. An Advisor may not make a presentation
on behalf of or represent the party during any meeting or proceeding in
the grievance process and may not speak on behalf of the party to the
Investigator(s) or Decision-makers, except during cross-examination.
Advisors may ask process-related questions to the Investigator(s), Hearing
Chair, Decision-Maker(s), or the Title IX Coordinator.
e. The University cannot guarantee equal Advisory rights, meaning that if one
party selects an Advisor who is an attorney, but the other party does not
or cannot afford an attorney, the University is not obligated to provide an
attorney.
11. Pre-Interview Meetings
a. Advisors may request to meet with the administrative officials conducting
interviews/meetings in advance of these interviews or meetings. This premeeting allows Advisors to clarify and understand their role and
University’s policies and procedures.
12. Advisor Violations of University Policy

a. All Advisors are subject to the same University policies and procedures,
whether they are attorneys or not.
b. Advisors are expected to advise their advisees without disrupting
proceedings.
c. Advisors should not address University officials in a meeting or interview
unless invited to (asking procedural questions).
d. The Advisor may not make a presentation or represent their advisee during
any meeting or proceeding and may not speak on behalf of the advisee to
the Investigator(s) or other Decision-maker(s) except during a hearing
proceeding, during cross examination.
e. Any Advisor who oversteps their role as defined by this policy will be
warned only once.
i.
If the Advisor continues to disrupt or otherwise fails to respect the
limits of the Advisor role, the meeting will be ended, or other
appropriate measures implemented.
ii.
Subsequently, the Title IX Coordinator will determine how to
address the Advisor’s non-compliance and future role.
13. Sharing Information with the Advisor
a. The University expects that the parties may wish to have the University
share documentation and evidence related to the allegations with their
Advisors, including attorney Advisors. Parties may share this information
directly with their Advisor or other individuals if they wish. Doing so may
help the parties participate more meaningfully in the resolution process.
b. If a party chooses an attorney advisor, the OIEC team and Decision-makers
within this grievance process are not bound to attorney-attorney
communications. All communications and documentation from the OIEC
team or Decision-makers will be sent to the parties via their University
assigned email.
c. Privacy of Records Shared with Advisor
i.
ii.

iii.

iv.

Advisors are expected to maintain the privacy of the records
shared with them by the party they are advising.
These records may not be shared with third parties, disclosed
publicly, or used for purposes not explicitly authorized by the
University.
The University may require Advisors to sign a non-disclosure
agreement to ensure the confidentiality of the information
shared with them by the University.
The University may seek to restrict the role of any Advisor who
does not respect the sensitive nature of the process or who fails
to abide by the University’s privacy expectations.

14. Expectations of an Advisor
a. The University generally expects an Advisor to adjust their schedule to
allow them to attend University meetings when planned, but may change
scheduled meetings to accommodate an Advisor’s inability to attend, if
doing so does not cause an unreasonable delay.
b. The University may also make reasonable provisions to allow an Advisor
who cannot attend in person to attend a meeting by telephone, video
conferencing, or other similar technologies as may be convenient and
available.
15. Expectations of the Parties with Respect to Advisors
a. A party may elect to change Advisors during the process and is not
obligated to use the same Advisor throughout. The parties are expected to
inform the Investigator(s) of the identity of their Advisor at least two (2)
business days before the date of their first meeting with Investigators (or
as soon as possible if a more expeditious meeting is necessary or desired).
b. The parties are expected to provide timely notice to the Title IX
Coordinator if they change Advisors at any time. It is assumed that if a
party changes Advisors, consent to share information with the previous
Advisor is terminated, and a release for the new Advisor must be secured.
Parties are expected to inform the Title IX Coordinator of the identity of
their hearing Advisor at least two (2) business days before the hearing.
c. As a public entity, the University fully respects and accords the Weingarten
rights of employees. For parties who are entitle to union representation,
the University will allow the unionized employee to have their union
representative (if requested by the party) as well as an Advisor of their
choice present for all resolution-related meetings and interviews. To
uphold the principles of equity, the other party (regardless of union
membership) will also be permitted to have two Advisors. Witnesses are
not permitted to have union representation or Advisors in grievance
process interviews or meetings.
16. Assistance in Securing an Advisor
a. For representation, Respondents may wish to contact organizations such
as:
i.
ii.

FACE
SAVE

b. Complainants may wish to contact organizations such as:
i.
ii.
iii.

The Victim Rights Law Center
The National Center for Victims of Crime
The Time’s Up Legal Defense Fund

XI.Resolution Processes
A. Privacy of Resolutions Proceedings
1. Resolution proceedings are private. All persons present at any time during the
resolution process are expected to maintain the privacy of the proceedings in
accordance with University policy.
2. While there is an expectation of privacy around what Investigators share with
parties during interviews, the parties have discretion to share their own
knowledge and evidence with others if they so choose. The University encourages
parties to discuss this with their Advisors before doing so.
B. Informal Resolution
1. Informal Resolution can include three different approaches:
a. When the parties agree to resolve the matter using an informal/alternate
resolution process.
b. When the Respondent accepts responsibility for violating policy, and
desires to accept a sanction and end the resolution process; or
c. When the Title IX Coordinator can resolve the matter informally by
providing supportive measures to remedy the situation.
2. To initiate Informal Resolution, a Complainant must file a formal complaint, as
defined above. If a Respondent wishes to initiate Informal Resolution, they must
contact the Title IX Coordinator in writing to so indicate.
3. It is not necessary to pursue Informal Resolution first in order to pursue a Formal
Grievance Process, and any party participating in Informal Resolution can stop the
process at any time and begin or resume the Formal Grievance Process.
4. Prior to implementing Informal Resolution, the University will provide the parties
with written notice of the reported misconduct and any sanctions or measures
that may result from participating in such a process, including information
regarding any records that will be maintained or shared by the University.
5. The University shall obtain voluntary, written confirmation that all parties wish to
resolve the matter through Informal Resolution process before proceeding and
will not pressure the parties to participate in the Informal Resolution process.
6. The Informal Resolution option is an informal process, including facilitation ,
mediation or restorative practices, etc. by which a mutually agreed upon
resolution of an allegation is reached. All parties must consent to the use of the
Informal Resolution process.
7. The Title IX Coordinator may consider the following factors to assess whether
Informal/Alternate Resolution is appropriate, or which type of Informal Resolution
processes may be most successful for the parties:
a. The parties’ amenability to Informal Resolution process;
b. Likelihood of potential resolution, considering the allegations set forth in
the Formal Complaint;
c. The parties’ motivation to participate;
d. Cleared violence risk assessment/ongoing risk analysis;
e. Disciplinary history;

f. Whether an emergency removal is needed;
g. Complaint complexity;
h. Goals of the parties.
8. The Title IX Coordinator shall determine whether the Informal Resolution process
is appropriate, and the Title IX Coordinator must approve any resolution
agreement reached as a result of the Informal Resolution process.
9. The Title IX Coordinator maintains records of any resolution agreement reached,
and failure to abide by the resolution agreement may result in appropriate
responsive/disciplinary actions.
10. Results of complaints resolved by Informal Resolution are not appealable.
11. The Informal Resolution agreement is not final until it is signed by all parties and
the Title IX Coordinator.
C. Respondent’s Acceptance of Responsibility
1. The Respondent may accept responsibility for all or part of the alleged policy
violations at any point during the resolution process.
2. If the Respondent indicates an intent to accept responsibility for all of the alleged
misconduct, the formal process will be paused, and the Title IX Coordinator will
determine whether Informal Resolution can be used according to the criteria in
that section above.
3. If Informal Resolution is applicable, the Title IX Coordinator will determine
whether all parties and the University are able to agree on responsibility,
sanctions, and/or remedies.
a. If so, the Title IX Coordinator implements the accepted finding that the
Respondent is in violation of University policy and implements agreedupon sanctions and/or remedies, in coordination with other appropriate
administrator(s), as necessary.
4. This result is not subject to appeal once all parties indicate their written assent to
all agreed upon terms of resolution.
5. When the parties cannot agree on all terms of resolution, the Formal Grievance
Process will resume at the same point where it was paused.
6. When a resolution is accomplished, the appropriate sanction or responsive actions
are promptly implemented in order to effectively stop the harassment or
discrimination, prevent its recurrence, and remedy the effects of the
discriminatory conduct, both on the Complainant and the community.
D. Negotiated Resolution
1. The Title IX Coordinator, with the consent of the parties, may negotiate and
implement an agreement to resolve the allegations that satisfies all parties and
the University.
2. Negotiated Resolutions are not appealable.
E. Grievance Process Pool
1. The Formal Grievance Process relies on a pool of administrators (“the Pool”) to
carry out the process. Members of the Pool are announced in an annual
distribution of this policy to all students, parents/guardians of students,

employees, prospective students, and prospective employees. They are also listed
in the Annual Title IX Report published by the Title IX Office. The Title IX
Coordinator, in consultation with the OIEC team, appoints the Pool.[10]
a. Pool Member Appointment: While members of the Pool are typically
trained in a variety of skill sets and can rotate amongst the different roles
listed above in different cases, the University can designate permanent
roles for individuals in the Pool, using as substitutes or to provide greater
depth of experience when necessary. The process of role assignment may
be the result of particular skills, aptitudes, or talents identified in members
of the Pool that make them best suited to particular roles.
b. Pool Membership: Pool members are usually appointed to three-year
terms. Individuals who are interested in serving in the Pool are encouraged
to contact the Title IX Coordinator.
c. Pool Member Training: Pool members receive annual training. This
training includes, but is not limited to:
i.
The scope of the University’s Discrimination and Harassment Policy
and Procedures
ii.
Implicit bias
iii.
Disparate treatment and impact
iv. Reporting, confidentiality, and privacy requirements
v.
Applicable laws, regulations, and federal regulatory guidance
vi. How to implement appropriate and situation-specific remedies
vii. How to investigate in a thorough, reliable, and impartial manner
viii. How to uphold fairness, equity, and due process
ix.
How to weigh evidence
x.
How to conduct questioning
xi.
How to assess credibility
xii.
Impartiality and objectivity
xiii.
How to render findings and generate clear, concise, evidencebased rationales
xiv.
The definitions of all offenses
xv.
How to apply definitions used by the University with respect to
consent (or the absence or negation of consent) consistently,
impartially, and in accordance with policy
xvi.
How to serve impartially by avoiding prejudgment of the facts at
issue, conflicts of interest, and bias
xvii.
Any technology to be used at a live hearing
xviii.
Issues of relevance of questions and evidence
xix.
How to determine appropriate sanctions in reference to all forms
of harassment, discrimination, and/or retaliation allegations
2. Specific training is also provided for Appeal Officers, intake personnel, Advisors
(who are University employees). All Pool members are required to attend these

trainings annually. The materials used to train all members of the Pool are
available on the OIEC website.

XII.Formal Grievance Process
A. Notice of Investigation and Allegations
1. The Title IX Coordinator will provide written notice of the investigation and
allegations (the “NOIA”) to the Respondent upon commencement of the Formal
Grievance Process. This facilitates the Respondent’s ability to prepare for the
interview and to identify and choose an Advisor to accompany them. The NOIA is
also copied to the Complainant, who is to be given advance notice of when the
NOIA will be delivered to the Respondent.
2. The NOIA will include:
a. A meaningful summary of all of allegations,
b. The identity of the involved parties (if known),
c. The precise misconduct being alleged,
d. The date and location of the alleged incident(s) (if known),
e. The specific policies implicated,
f. A description of the applicable procedures,
g. A statement of the potential sanctions/responsive actions that could
result,
h. A statement that the University presumes the Respondent is not
responsible for the reported misconduct unless and until the evidence
supports a different determination,
i. A statement that determinations of responsibility are made at the
conclusion of the process and that the parties will be given an opportunity
to inspect and review all directly related and/or relevant evidence
obtained during the review and comment period,
j. A statement about the University’s policy on retaliation,
k. Information about the privacy of the process,
l. Information on the need for each party to have an Advisor of their
choosing and suggestions for ways to identify an Advisor,
m. A statement informing the parties that the University’s Policy prohibits
knowingly making false statements, including knowingly submitting false
information during the resolution process,
n. Detail on how the party may request disability accommodations during the
interview process,
o. A link to the University’s VAWA Brochure,
p. The name(s) of the Investigator(s), along with a process to identify, in
advance of the interview process, to the Title IX Coordinator any conflict
of interest that the Investigator(s) may have, and
q. An instruction to preserve any evidence that is directly related to the
allegations.

3. Amendments and updates to the NOIA may be made as the investigation
progresses and more information becomes available regarding the addition or
dismissal of various charges.
4. Notice will be made in writing and may be delivered by email to the parties’
University - issued email or designated accounts. Once emailed notice will be
presumptively delivered.
B. Resolution Timeline
The University will make a good faith effort to complete the resolution process within a
sixty-to-ninety (60-90) day time period, including appeal, which can be extended as
necessary for appropriate cause by the Title IX Coordinator , who will provide notice and
rationale for any extensions or delays to the parties as appropriate, as well as an estimate
of how much additional time will be needed to complete the process.
C. Appointment of Investigators
Once the decision to commence a formal investigation is made, the Title IX Coordinator
appoints one investigator usually within two (2) business days of determining that an
investigation should proceed.
D. Ensuring Impartiality
1. Any individual materially involved in the administration of the resolution process
including the Title IX Coordinator, OIEC Team and Decision-maker(s) may neither
have nor demonstrate a conflict of interest or bias for a party generally, or for a
specific Complainant or Respondent.
2. The Title IX Coordinator will vet the assigned Investigator to ensure impartiality by
ensuring there are no actual or apparent conflicts of interest or disqualifying
biases. The parties may, at any time during the resolution process, raise a concern
regarding bias or conflict of interest, and the Title IX Coordinator will determine
whether the concern is reasonable and supportable. If so, another individual will
be assigned and the impact of the bias or conflict, if any, will be remedied. If the
source of the conflict of interest or bias is the Title IX Coordinator, concerns should
be raised with Executive Director of OIEC.
3. The Formal Grievance Process involves an objective evaluation of all relevant
evidence obtained, including evidence which supports that the Respondent
engaged in a policy violation and evidence which supports that the Respondent
did not engage in a policy violation. Credibility determinations may not be based
solely on an individual’s status or participation as a Complainant, Respondent, or
witness.
4. The University operates with the presumption that the Respondent is not
responsible for the reported misconduct unless and until the Respondent is
determined to be responsible for a policy violation by the applicable standard of
proof.

E. Investigation Timeline
1. Investigations are completed expeditiously, normally within thirty (30) business
days, though some investigations may take weeks or even months, depending on
the nature, extent, and complexity of the allegations, availability of witnesses,
police involvement, etc.
2. The University will make a good faith effort to complete investigations as promptly
as circumstances permit and will communicate regularly with the parties to
update them on the progress and timing of the investigation.
F. Delays in the Investigation Process and Interactions with Law Enforcement
1. The University may undertake a short delay in its investigation (several days to a
few weeks) if circumstances require. Such circumstances include, but are not
limited to: a request from law enforcement to temporarily delay the investigation,
the need for language assistance, the absence of parties and/or witnesses, and/or
accommodations for disabilities or health conditions.
2. The University will communicate in writing the anticipated duration of the delay
and reason to the parties and provide the parties with status updates if necessary.
The University will promptly resume its investigation and resolution process as
soon as feasible. During such a delay, University will implement supportive
measures as deemed appropriate.
3. The University action(s) are not typically altered or precluded on the grounds that
civil or criminal charges involving the underlying incident(s) have been filed or that
criminal charges have been dismissed or reduced.
G. Steps in the Investigation Process
1. All investigations are conducted in a thorough, reliable, impartial, prompt, and fair
manner. Investigations involve interviews with all relevant parties and witnesses;
obtaining available, relevant evidence; and identifying sources of expert
information, as necessary.
2. All parties have a full and fair opportunity, through the investigation process, to
suggest witnesses and questions, to provide evidence and expert witnesses, and
to fully review and respond to all evidence on the record.
3. The Investigator(s) typically take(s) the following steps, if not already completed
(not necessarily in this order):
a. Determine the identity and contact information of the Complainant
b. In coordination with campus partners (e.g., the Title IX Coordinator),
initiate or assist with any necessary supportive measures
c. Identify all policies implicated by the alleged misconduct and notify the
Complainant and Respondent of all of the specific policies implicated
d. Commence a thorough, reliable, and impartial investigation by identifying
issues and developing a strategic investigation plan, including a witness
list, evidence list, intended investigation timeframe, and order of
interviews for all witnesses and the parties
e. Prepare the Notice of Investigation and Allegation (NOIA). The NOIA may
be amended with any additional or dismissed allegations

f. Notice should inform the parties of their right to an Advisor, who could be
a member of the Pool or an Advisor of their choosing present for all
meetings attended by the party
g. Provide each interviewed party and witness an opportunity to review and
verify the Investigator’s summary notes (or transcript) of the relevant
evidence/testimony from their respective interviews and meetings
h. When participation of a party is expected, provide that party with written
notice of the date, time, and location of the meeting, as well as the
expected participants and purpose
i. Interview all available, relevant witnesses and conduct follow-up
interviews as necessary
j. Allow each party the opportunity to suggest witnesses and questions they
wish the Investigator(s) to ask of the other party and witnesses, and
document in the report which questions were asked, with a rationale for
any changes or omissions.
k. Complete the investigation promptly and without unreasonable deviation
from the intended timeline
l. Provide regular status updates to the parties throughout the investigation.
m. Prior to the conclusion of the investigation, provide the parties and their
respective Advisors (if so desired by the parties) with a list of witnesses
whose information will be used to render a finding
n. Prepare a comprehensive investigation report fully summarizing the
investigation, all witness interviews, and addressing all relevant evidence.
Including relevant physical or documentary evidence.
o. The Investigator gathers, assesses, and synthesizes evidence, but does not
make conclusions, engage in policy analysis, or make recommendations as
part of their investigative report.
p. Prior to the conclusion of the investigation, provide the parties a secured
electronic or hard copy of the draft investigation report as well as an
opportunity to inspect and review the evidence obtained as part of the
investigation that is directly related to the reported misconduct, including
evidence upon which the University does not intend to rely in reaching a
determination, for a ten (10) business day review and comment period so
that each party may meaningfully respond to the evidence. The parties
may elect to waive the full ten days. Each copy of the materials shared will
be watermarked on each page with the role of the person receiving it (e.g.,
Complainant, Respondent, Complainant’s Advisor, Respondent’s Advisor).
q. The Investigator may elect to respond in writing in the investigation report
to the parties’ submitted responses and/or to share the responses
between the parties for additional responses.
r. The Investigator will incorporate relevant elements of the parties’ written
responses into the final investigation report, include any additional
relevant evidence, make any necessary revisions, and finalize the report.

The Investigator(s) should document all rationales for any changes made
after the review and comment period.
s. The investigator shares the report with the Title IX Coordinator for their
review and feedback.
t. The Investigator will incorporate any relevant feedback, and the final
report is then shared with all parties and their Advisors through secure
electronic transmission at least ten (10) business days prior to a hearing.
The parties are also provided with a file of any directly related evidence
that was not included in the report.
H. Role and Participation of Witnesses in the Investigation
1. Witnesses (as distinguished from the parties) who are employees of the University
are expected to cooperate with and participate in the University’s investigation
and resolution process. Failure of such witnesses to cooperate with and/or
participate in the investigation or resolution process constitutes a violation of
policy and may warrant discipline.
2. While in-person interviews for parties and all potential witnesses are ideal,
circumstances (e.g., study abroad, summer break) may require individuals to be
interviewed remotely. Zoom, FaceTime, WebEx, or similar technologies may be
used for interviews if the Investigator(s) determine that timeliness or efficiency
dictate a need for remote interviewing. The University will take appropriate steps
to reasonably ensure the security/privacy of remote interviews.
3. Witnesses may also provide written statements in lieu of interviews or choose to
respond to written questions, if deemed appropriate by the Investigator(s),
though not preferred. If a witness submits a written statement but does not intend
to be and is not present for cross examination at a hearing, their written statement
may not be used as evidence.
I. Recording of Interviews
All interviews are audio and/or video recorded. All involved parties will be made aware of
the audio and/or video recording. No unauthorized audio or video recording of any kind
is permitted during investigation meetings.
J. Evidentiary Considerations in the Investigation
The investigation does not consider: 1) incidents not directly related to the possible
violation, unless they evidence a pattern; 2) the character of the parties; or 3) questions
and evidence about the Complainant’s sexual predisposition or prior sexual behavior,
unless such questions and evidence about the Complainant’s prior sexual behavior are
offered to prove that someone other than the Respondent committed the conduct
alleged by the Complainant, or if the questions and evidence concern specific incidents of
the Complainant’s prior sexual behavior with respect to the Respondent and are offered
to prove consent.

K. Referral for Hearing
1. Provided that the complaint is not resolved through Informal Resolution, once the
final investigation report is shared with the parties, the Title IX Coordinator will
refer the matter for a hearing.
2. The hearing cannot be less than ten (10) business days from the conclusion of the
Investigation –when the final investigation report is transmitted to the parties and
the Decision-maker(s)–unless all parties and the Decision-maker(s) agree to an
expedited timeline.
3. The Title IX Coordinator will select an appropriate Decision-makers from the Pool
depending on whether the Respondent is an employee or a student. Allegations
involving student-employees will be directed to the appropriate Decision-makers
depending on the context of the alleged misconduct.
L. Hearing Decision-maker Composition
1. The University will designate a single Decision-maker or a three-member panel
from the Pool, at the discretion of the Title IX Coordinator. With a panel, one of
the three members will be appointed as Chair by the Title IX Coordinator.
2. The Decision-maker(s) will not have had any previous involvement with the
investigation. The Title IX Coordinator may elect to have an alternate from the
Pool sit in throughout the resolution process in the event that a substitute is
needed for any reason.
3. Those who have served as Investigators will be witnesses in the hearing and
therefore may not serve as Decision-makers. Those who are serving as Advisors
for any party may not serve as Decision-makers in that matter.
4. The Title IX Coordinator may not serve as a Decision-maker or Chair in the matter
but may serve as an administrative facilitator of the hearing if their previous role(s)
in the matter do not create a conflict of interest. Otherwise, a designee may fulfill
this role. The hearing will convene at a time determined by the Chair or designee.
M. Evidentiary Considerations in the Hearing
1. Any evidence that the Decision-maker(s) determine(s) is relevant and credible
may be considered. The hearing does not consider: 1) incidents not directly
related to the possible violation, unless they evidence a pattern; 2) the character
of the parties; or 3) questions and evidence about the Complainant’s sexual
predisposition or prior sexual behavior, unless such questions and evidence about
the Complainant’s prior sexual behavior are offered to prove that someone other
than the Respondent committed the conduct alleged by the Complainant, or if the
questions and evidence concern specific incidents of the Complainant’s prior
sexual behavior with respect to the Respondent and are offered to prove consent.
2. Previous disciplinary action of any kind involving the Respondent may be
considered in determining an appropriate sanction upon a determination of
responsibility, assuming the University uses a progressive discipline system. This
information is only considered at the sanction stage of the process.

3. The parties may each submit a written impact statement prior to the hearing for
the consideration of the Decision-maker(s) at the sanction stage of the process
when a determination of responsibility is reached.
4. After post-hearing deliberation, the Decision-makers render a determination
based on the preponderance of the evidence; whether it is more likely than not
that the Respondent violated the Policy as alleged.
N. Notice of Hearing
1. No less than ten (10) business days prior to the hearing, the Title IX Coordinator
or the Chair will send notice of the hearing to the parties. Once mailed, emailed,
and/or received in-person, notice will be presumptively delivered.
2. The notice will contain:
a. A description of the alleged violation(s), a list of all policies allegedly
violated, a description of the applicable procedures, and a statement of
the potential sanctions/responsive actions that could result.
b. The time, date, and location of the hearing and a reminder that attendance
is mandatory, superseding all other campus activities.
c. Any technology that will be used to facilitate the hearing.
d. Information about the option for the live hearing to occur with the parties
located in separate rooms using technology that enables the Decisionmaker(s) and parties to see and hear a party or witness answering
questions. Such a request must be raised with the Title IX Coordinator at
least five (5) business days prior to the hearing.
e. A list of all those who will attend the hearing, along with an invitation to
object to any Decision-maker on the basis of demonstrated bias. This must
be raised with the Title IX Coordinator at least two (2) business days prior
to the hearing.
f. Information on how the hearing will be recorded and on access to the
recording for the parties after the hearing.
g. A statement that if any party or witness does not appear at the scheduled
hearing, the hearing may be held in their absence, and the party’s or
witness’s testimony and any statements given prior to the hearing will not
be considered by the Decision-maker(s). For compelling reasons, the Chair
may reschedule the hearing.
h. Notification that the parties may have the assistance of an Advisor of their
choosing at the hearing and will be required to have one present for any
questions they may desire to ask. The party must notify the Title IX
Coordinator if they do not have an Advisor, and the University will appoint
one. Each party must have an Advisor present. There are no exceptions.
i. A copy of all the materials provided to the Decision-maker(s) about the
matter, unless they have been provided already.[11]
j. An invitation to each party to submit to the Chair an impact statement prehearing that the Decision-maker will review during any sanction
determination.

k. An invitation to contact the Title IX Coordinator to arrange any disability
accommodations, language assistance, and/or interpretation services that
may be needed at the hearing, at least seven (7) business days prior to the
hearing.
l. Whether parties may bring mobile phones/devices into the hearing.
3. Hearings for possible violations that occur near or after the end of an academic
term (assuming the Respondent is still subject to this Policy) and are unable to be
resolved prior to the end of term will typically be held immediately after the end
of the term or during the summer, as needed, to meet the resolution timeline
followed by the University and remain within the 60-90 business day goal for
resolution.
4. In these cases, if the Respondent is a graduating student, a hold may be placed on
graduation and/or official transcripts until the matter is fully resolved (including
any appeal). A student facing charges under this Policy is not in good standing to
graduate.
O. Alternative Hearing Preparation Options
1. If a party or parties prefer not to attend or cannot attend the hearing in person,
the party should request alternative arrangements from the Title IX Coordinator
or the Chair at least five (5) business days prior to the hearing.
2. The Title IX Coordinator or the Chair can arrange to use technology to allow
remote testimony without compromising the fairness of the hearing. Remote
options may also be needed for witnesses who cannot appear in person. Any
witness who cannot attend in person must inform the Title IX Coordinator or the
Chair at least five (5) business days prior to the hearing so appropriate
arrangements can be made.
P. Pre-Hearing Preparation
1. The Chair, after any necessary consultation with the parties, Investigator(s) and/or
Title IX Coordinator, will provide the names of persons who will be participating in
the hearing, all pertinent documentary evidence, and the final investigation report
to the parties at least ten (10) business days prior to the hearing.
2. Any witness scheduled to participate in the hearing must have been first
interviewed by the Investigator or have proffered a written statement or
answered written questions, unless all parties and the Chair assent to the
witness’s participation in the hearing. The same holds for any evidence that is first
offered at the hearing. If the parties and Chair do not assent to the admission of
evidence newly offered at the hearing, the Chair will delay the hearing and instruct
that the investigation needs to be re-opened to consider that evidence.
3. The parties will be given a list of the names of the Decision-maker(s) at least five
(5) business days in advance of the hearing. All objections to any Decision-maker
must be raised in writing, detailing the rationale for the objection, and must be
submitted to the Title IX Coordinator as soon as possible and no later than one
day prior to the hearing. Decision-makers will only be removed if the Title IX

Coordinator concludes that their bias or conflict of interest precludes an impartial
hearing of the allegation(s).
4. The Title IX Coordinator will give the Decision-maker(s) a list of the names of all
parties, witnesses, and Advisors at least five (5) business days in advance of the
hearing. Any Decision-maker who cannot make an objective determination must
recuse themselves from the proceedings when notified of the identity of the
parties, witnesses, and Advisors in advance of the hearing. If a Decision-maker is
unsure of whether a bias or conflict of interest exists, they must raise the concern
to the Title IX Coordinator as soon as possible.
5. During the ten (10) business day period prior to the hearing, the parties have the
opportunity for continued review and comment on the final investigation report
and available evidence. That review and comment can be shared with the Chair at
the pre-hearing meeting or at the hearing and will be exchanged between each
party by the Chair.
Q. Pre-Hearing Meetings
1. The Chair may convene a pre-hearing meeting(s) with the parties and/or their
Advisors to invite them to submit the questions or topics they (the parties and/or
their Advisors) wish to ask or discuss at the hearing, so that the Chair can rule on
their relevance ahead of time to avoid any improper evidentiary introduction in
the hearing or provide recommendations for more appropriate phrasing.
However, this advance review opportunity does not preclude the Advisors from
asking at the hearing for a reconsideration based on any new information or
testimony offered at the hearing. The Chair must document and share their
rationale for any exclusion or inclusion at this pre-hearing meeting.
2. The Chair, only with full agreement of the parties, may decide in advance of the
hearing that certain witnesses do not need to be present if their testimony can be
adequately summarized by the Investigator(s) in the investigation report or during
the hearing.
3. At each pre-hearing meeting with a party and their Advisor, the Chair will consider
arguments that evidence identified in the final investigation report as relevant is,
in fact, not relevant. Similarly, evidence identified as directly related but not
relevant by the Investigator(s) may be argued to be relevant. The Chair may rule
on these arguments pre-hearing and will exchange those rulings between the
parties prior to the hearing to assist in preparation for the hearing. The Chair may
consult with legal counsel and/or the Title IX Coordinator, or ask either or both to
attend pre-hearing meetings.
4. The pre-hearing meeting(s) will be recorded.
R. Hearing Procedures
1. At the hearing, the Decision-maker(s) has the authority to hear and make
determinations on all allegations of discrimination, harassment, and/or retaliation
and may also hear and make determinations on any additional alleged policy
violations that have occurred in concert with the discrimination, harassment,

and/or retaliation, even though those collateral allegations may not specifically
fall within the policy on Sexual Harassment, Discrimination and Retaliation.
2. Participants at the hearing will include the Chair, any additional panelists, hearing
facilitator, the Investigator(s) who conducted the investigation, the parties (In
incidents involving student groups or organizations, the president, director, team
captain or other member of student leadership will participate in the student
conduct process on behalf of the group or organization), Advisors to the parties,
any called witnesses, the Title IX Coordinator and anyone providing authorized
accommodations or assistive services.
3. The Chair will answer all questions of procedure. Anyone appearing at the hearing
to provide information will respond to questions on their own behalf.
4. The Chair will allow witnesses who have relevant information to appear at a
portion of the hearing in order to respond to specific questions from the Decisionmaker(s) and the parties and will then be excused.
S. Joint Hearings
1. In hearings involving more than one Respondent or in which two (2) or more
Complainants have accused the same individual of substantially similar conduct,
the default procedure will be to hear the allegations jointly.
2. However, the Title IX Coordinator may permit the investigation and/or hearings
pertinent to each Respondent to be conducted separately if there is a compelling
reason to do so. In joint hearings, separate determinations of responsibility will be
made for each Respondent with respect to each alleged policy violation.
T. The Order of the Hearing-Introductions and Explanation of Procedure
1. The Chair explains the procedures and introduces the participants. This may
include a final opportunity for challenge or recusal of the Decision-maker(s) on the
basis of bias or conflict of interest. The Chair will rule on any such challenge unless
the Chair is the individual who is the subject of the challenge, in which case the
Title IX Coordinator will review and decide the challenge.
2. The Chair AND/OR hearing facilitator then conducts the hearing according to the
hearing script. At the hearing, recording, witness logistics, party logistics, curation
of documents, separation of the parties, and other administrative elements of the
hearing process are managed by a non-voting hearing facilitator appointed by the
Title IX Coordinator. The hearing facilitator may attend to: logistics of rooms for
various parties/witnesses as they wait; flow of parties/witnesses in and out of the
hearing space; ensuring recording and/or virtual conferencing technology is
working as intended; copying and distributing materials to participants, as
appropriate, etc.
U. Investigator Presents the Final Investigation Report
1. The Investigator will present a summary of the final investigation report, including
items that are contested and those that are not, and will be subject to questioning
by the Decision-maker(s) and the parties (through their Advisors). The
Investigator(s) will be present during the entire hearing process, but not during
deliberations.

2. Neither the parties nor the Decision-maker(s) should ask the Investigator their
opinions on credibility, recommended findings, or determinations, and the
Investigators, Advisors, and parties will refrain from discussion of or questions
about these assessments. If such information is introduced, the Chair will direct
that it be disregarded.
V. Testimony and Questioning
1. Once the Investigator present their report and are questioned, the parties and
witnesses may provide relevant information in turn, beginning with the
Complainant, and then in the order determined by the Chair. The
parties/witnesses will submit to questioning by the Decision-maker(s) and then by
the parties through their Advisors (“cross-examination”).
2. All questions are subject to a relevance determination by the Chair. The Advisor,
who will remain seated during questioning, will pose the proposed question orally,
electronically, or in writing (orally is the default, but other means of submission
may be permitted by the Chair upon request or agreed to by the parties and the
Chair), the proceeding will pause to allow the Chair to consider it, and the Chair
will determine whether the question will be permitted, disallowed, or rephrased.
3. The Chair may explore arguments regarding relevance with the Advisors, if the
Chair so chooses. The Chair will then state their decision on the question for the
record and advise the party/witness to whom the question was directed,
accordingly. The Chair will explain any decision to exclude a question as not
relevant, or to reframe it for relevance.
4. The Chair will limit or disallow questions on the basis that they are irrelevant,
unduly repetitious (and thus irrelevant), or abusive. The Chair has final say on all
questions and determinations of relevance, subject to any appeal. The Chair may
consult with legal counsel on any questions of admissibility. The Chair may ask
advisors to frame why a question is or is not relevant from their perspective but
will not entertain argument from the advisors on relevance once the Chair has
ruled on a question.
5. If the parties raise an issue of bias or conflict of interest of an Investigator or
Decision-maker at the hearing, the Chair may elect to address those issues, consult
with legal counsel, and/or refer them to the Title IX Coordinator, and/or preserve
them for appeal. If bias is not in issue at the hearing, the Chair should not permit
irrelevant questions that probe for bias.
W. Refusal to Submit to Cross Examination and Inferences
1. If a party or witness chooses not to submit to cross-examination at the hearing,
either because they do not attend the meeting, or they attend but refuse to
participate in questioning, then the Decision-maker(s) may not rely on any prior
statement made by that party or witness at the hearing (including those contained
in the investigation report) in the ultimate determination of responsibility. The
Decision-maker(s) must disregard that statement. Evidence provided that is
something other than a statement by the party or witness may be considered.

2. If the party or witness attends the hearing and answers some cross-examination
questions, only statements related to the cross-examination questions they refuse
to answer cannot be relied upon. However, if the statements of the party who is
refusing to submit to cross-examination or refuses to attend the hearing are the
subject of the allegation itself (e.g., the case is about verbal harassment or a quid
pro quo offer), then those statements are not precluded from admission. Similarly,
statements can be relied upon when questions are posed by the Decisionmaker(s), as distinguished from questions posed by Advisors through crossexamination.
3. The Decision-maker(s) may not draw any inference solely from a party’s or
witness’s absence from the hearing or refusal to answer cross-examination or
other questions.
4. If charges of policy violations other than sexual harassment are considered at the
same hearing, the Decision-maker(s) may consider all evidence it deems relevant,
may rely on any relevant statement as long as the opportunity for crossexamination is afforded to all parties through their Advisors, and may draw
reasonable inferences from any decision by any party or witness not to participate
or respond to questions.
5. If a party’s Advisor of choice refuses to comply with the University’s established
rules of decorum for the hearing, the University may require the party to use a
different Advisor. If a University-provided A refuses to comply with the rules of
decorum, the University may provide that party with a different Advisor to
conduct cross-examination on behalf of that party.
X. Recording Hearings
1. Hearings (but not deliberations) are recorded by the University for purposes of
review in the event of an appeal. The parties may not record the proceedings and
no other unauthorized recordings are permitted.
2. The Decision-maker(s), the parties, their Advisors, and appropriate administrators
of the University will be permitted to listen to the recording in a controlled
environment determined by the Title IX Coordinator. No person will be given or
be allowed to make a copy of the recording without permission of the Title IX
Coordinator.
Y. Deliberation, Decision-making, and Standard of Proof
1. The Decision-maker(s) will deliberate in closed session to determine whether the
Respondent is responsible or not responsible for the policy violation(s) in
question. If a panel is used, a simple majority vote is required to determine the
finding. The preponderance of the standard of proof is used. The hearing
facilitator may be invited to attend the deliberation by the Chair, but is there only
to facilitate procedurally, not to address the substance of the allegations.
2. If there is a finding of responsibility on one or more of the allegations, the
Decision-maker(s) may then consider the previously submitted party impact
statements in determining appropriate sanction(s).

3. The Chair will ensure that each of the parties has an opportunity to review any
impact statement submitted by the other party(ies). The Decision-maker(s) may –
at their discretion – consider the statements, but they are not binding.
4. The Decision-maker(s) will review the statements and any pertinent con duct
history provided by the appropriate administrator and will determine the
appropriate sanction(s).
5. The Chair will prepare a written deliberation statement and deliver it to the Title
IX Coordinator, detailing the determination, rationale, the evidence used in
support of its determination, the evidence disregarded, credibility assessments,
and any sanctions.
6. This report typically should not exceed three (3) to five (5) pages in length and
must be submitted to the Title IX Coordinator within two (2) business days of the
end of deliberations, unless the Title IX Coordinator grants an extension. If an
extension is granted, the Title IX Coordinator will notify the parties.
Z. Notice of Outcome
1. Using the deliberation statement, the Title IX Coordinator will work with the Chair
to prepare a Notice of Outcome. The Title IX Coordinator will then share the letter,
including the final determination, rationale, and any applicable sanction(s) with
the parties and their Advisors within 5 business days of receiving the Decisionmaker(s)’ deliberation statement.
2. The Notice of Outcome will then be shared with the parties simultaneously.
Notification will be made in writing and may be delivered by one or more of the
following methods: emailed to the parties’ University -issued email or otherwise
approved account. Once mailed, emailed, and/or received in-person, notice will
be presumptively delivered.
3. The Notice of Outcome will identify the specific policy(ies) reported to have been
violated, including the relevant policy section, and will contain a description of the
procedural steps taken by the University from the receipt of the misconduct
report to the determination, including any and all notifications to the parties,
interviews with parties and witnesses, site visits, methods used to obtain
evidence, and hearings held.
4. The Notice of Outcome will specify the finding on each alleged policy violation;
the findings of fact that support the determination; conclusions regarding the
application of the relevant policy to the facts at issue; a statement of, and
rationale for, the result of each allegation to the extent the University is permitted
to share such information under state or federal law; any sanctions issued which
the University is permitted to share according to state or federal law; and any
remedies provided to the Complainant designed to ensure access to the
University’s educational or employment program or activity, to the extent the
University is permitted to share such information under state or federal law (this
detail is not typically shared with the Respondent unless the remedy directly
relates to the Respondent).

5. The Notice of Outcome will also include information on when the results are
considered by the University to be final, any changes that occur prior to
finalization, and the relevant procedures and bases for any available appeal
options.

XIII.Statement of the Rights of the Parties
(See Appendix A)

XIV.Sanctions
A. Factors In Determining Appropriate Sanction / Responsive Action
1. Factors considered when determining a sanction/responsive action may
include, but are not limited to:
a. The nature, severity of, and circumstances surrounding the
violation(s);
b. The Respondent’s disciplinary history;
c. Previous allegations or allegations involving similar conduct;
d. The need for sanctions/responsive actions to bring an end to,
prevent future recurrence of, and/or remedy the effects of the
discrimination, harassment, and/or retaliation;
e. The impact on the parties;
f. Any other information deemed relevant by the Decision-maker(s).
2. The sanctions will be implemented as soon as is feasible, either upon the
outcome of any appeal or the expiration of the window to appeal without
an appeal being requested.
3. The sanctions described in this policy may be in addition to, other actions
or sanctions imposed by external authorities.
B. Student Sanctions.
The following are the usual sanctions that may be imposed upon students or
organizations singly or in combination.
1. Disciplinary Warning – This written warning is provided to acknowledge
that the Respondent's behavior violated University policy and does not
align with Wichita State University’s expectations for community
members. Another breach of University policy and/or if the Respondent is
found responsible for any future violations of University and/or HRL policy,
offenses, it may result in severe disciplinary action.
2. Disciplinary Probation – The student is deemed not in good conduct
standing with the University. The duration of any probationary period will
be determined by the resolution body on a case-by-case basis. Any further
violations of University policy while on probation may result in more
serious sanctions being imposed, which may include suspension or

expulsion from the University. Restrictions that may be placed on the
student during the probationary period include, but are not limited to:
participation in student activities, representation of the University on
athletic teams or in other leadership positions, eligibility to receive any
University award or honorary recognition, entrance into University
residence halls or other areas of campus, participation in a study abroad
program, or University computer and network usage.
3. Suspension – The student is required to leave the University for a
designated time. During the suspension period, a student may not attend
classes (either in person or online) nor participate in a student group or
student organization activities, whether they occur on or off-campus. A
currently enrolled student is withdrawn from their classes and is not
eligible for a refund. A registration and records hold will be placed on the
student’s account until the conclusion of the suspension period. If the
student is an on-campus resident, the student’s contract with Housing &
Residence Life will also be terminated and the student will be responsible
for paying any remaining fees for the duration of the original contract
period. The student must complete all assigned educational sanctions
before the conclusion of the suspension period. The suspension will
remain in effect until they are completed. Any further violations of
University policy while on suspension could result in more serious
sanctions being imposed.
4. Expulsion – The student is separated from the University without the
possibility of graduation or future enrollment. The student is not allowed
on University premises unless authorized in writing in advance under
conditions approved by the Vice President for Student Affairs or their
designee. A currently enrolled student is withdrawn from their classes and
is not eligible for a refund. A permanent registration hold is placed on the
student’s account. If the student is an on-campus resident, the student’s
contract with Housing & Residence Life is terminated and the student is
responsible for paying any remaining fees for the duration of the original
contract period.
5. Dismissal — Dismissal removes a student from their academic program
and separates the student from the University for a period of two to seven
years. During the dismissal, the student is not allowed on University
premises unless authorized in writing in advance under conditions
approved by the Vice President for Student Affairs or their designee. A
currently enrolled student is withdrawn from their classes and is not
eligible for a refund. A permanent registration hold is placed on the
student’s account. If the student is an on-campus resident, the student’s
contract with Housing & Residence Life is terminated and the student is
responsible for paying any remaining fees for the duration of the original
contract period.

6.

7.

8.

9.

a. Following the Dismissal, the individual must apply for readmission
to the University. Readmission is not guaranteed. Readmission will
only be considered when the provisions of subsections i-iii (below)
are met.
i. Duration of Dismissal is complete
ii. All educational sanctions are completed
iii. Petition for readmission is submitted to the review
committee (see below)
b. The review committee includes the Dean of Students and the
Associate Dean of Students, or their designee(s). Other individuals
may include but are not limited to representatives from Housing
and Residence Life, the Office of Institutional Equity and
Compliance, Athletics, or Student Involvement. There must be a
minimum of 3 individuals who serve on the review committee.
Readmission will be granted upon a majority vote.
c. If readmission is approved, the committee may apply additional
restrictions. These may include, and are not limited to, restricted
access to campus and/or other specified activities for the duration
of the student’s enrollment at the university.
d. If readmission is denied, the individual may reapply for readmission
one (1) year after the initial application for readmission was
received by the university.
Withholding of Transcripts or Degree – The University may withhold
copies of student transcripts or awarding a degree otherwise earned until
the completion of the process outlined in the Handbook, including the
completion of all assigned sanctions.
Revocation of Admission and/or Degree – Admission to the University or
a degree awarded from the University may be revoked for fraud,
misrepresentation, or other violation of University policy in obtaining the
degree from or gaining admission to the University or for other serious
violations committed by a student before graduation.
Loss of University Privileges – The student is restricted from accessing
specific University privileges including, but not limited to: parking on
campus, participation in student activities, holding a student leadership
position, participation in a study abroad program, and University computer
and network access.
Residence Hall Transfer or Removal – The student will be placed in
another room or residence hall or restricted from living on campus for a
specified or indefinite period. If a student is restricted from living on
campus, the student’s Housing and Residence Life contract will be
terminated and the student will be responsible for paying any remaining
fees for the duration of the original contract period.

10. No Contact Order – The student is prohibited from intentional direct or
indirect contact with another person or group or their property via any
means, including, but not limited to: personal contact, electronic
communication (e.g. text messages, social media, etc.), telephone, or
through third parties.
11. Campus and/or Building Ban – The student is prohibited from being on
any campus property and/or entering specific University facilities. Any
student alleged to have violated a campus and/or building ban may be
subject to additional disciplinary action.
12. No Trespass Order – The student is prohibited from being on any campus
property and/or entering specific University facilities. Any student alleged
to have violated a campus and/or building ban may be subject to arrest.
C. Employee Sanctions.
Responsive actions for an employee who has engaged in harassment,
discrimination, and/or retaliation include:
1. Corrective Action - Official written notification of unacceptable behavior
and violation(s) of University policy. The written documentation becomes
part of the employee's personnel file.
2. Suspension - An employee may be suspended without pay. The length of
suspension will be dependent upon the severity of the violation and will
range in length from three (3) to thirty (30) University business days.
3. Separation - An action ending the employment relationship.
4. Job Reassignment - An employee may be moved temporarily or
permanently to a different position or to a different work location. This
position may or may not be an equivalent level to their current position.
5. Loss of University Privileges - An employee may be restricted from
accessing specific University privileges including, but not limited to:
University computer and network access, sabbatical or eligibility for
awards, participation in groups or associations, and utilization of
recreation or fitness facilities.
6. No Contact Order - The employee is prohibited from intentional direct or
indirect contact with another person or group or their property via any
means, including, but not limited to: personal contact, electronic
communication (e.g. text messages, social media, etc.), telephone, or
through third parties.
7. No Trespass Order - The employee is prohibited from being on any campus
property and/or entering specific University facilities.
8. Other Actions - In addition to or in place of the above sanctions, the
University may assign any other sanctions deemed appropriate.

D. Withdrawal or Resignation while Charges Pending
1. Students
a. If a student has an allegation pending for violation of this Policy the
University may place a hold on a student’s ability to graduate
and/or to receive an official transcript/diploma.
b. Should a student decide to not participate in the resolution
process, the process proceeds absent their participation to a
reasonable resolution. Should a student Respondent permanently
withdraw from the University , the resolution process ends, as the
University no longer has disciplinary jurisdiction over the
withdrawn student.
c. However, the University will continue to address and remedy any
systemic issues, variables that may have contributed to the alleged
violation(s), and any ongoing effects of the alleged harassment,
discrimination, and/or retaliation. The student who withdraws or
leaves while the process is pending may not return to the
University. Such exclusion applies to all campuses of University. A
hold will be placed on their ability to be readmitted. They may also
be barred from University employment, property and/or events.
d. If the student Respondent only withdraws or takes a leave for a
specified period of time (e.g., one semester or term), the resolution
process may continue remotely and that student is not permitted
to return to the University unless and until all sanctions have been
satisfied.
e. During the resolution process, the University may put a hold on a
responding student’s transcript or place a notation on a responding
student’s transcript or dean’s disciplinary certification that a
disciplinary matter is pending.
2. Employees
a. Should an employee Respondent resign with unresolved
allegations pending, the resolution process ends, as the University
no longer has disciplinary jurisdiction over the resigned employee.
b. However, the University will continue to address and remedy any
systemic issues, variables that contributed to the alleged
violation(s), and any ongoing effects of the alleged harassment or
discrimination.
c. The employee who resigns with unresolved allegations pending is
not eligible for rehire with the University or any campus of the
University, and the records retained by the Title IX Coordinator will
reflect that status.

XV.Appeals
A. Submitting a Request for Appeal
1. Any party may file a request for appeal (“Request for Appeal”), but it must
be submitted in writing to the Title IX Coordinator within 5 days of the
delivery of the Notice of Outcome.
2. A single Appeal Chair will be designated by the Title IX Coordinator to
review the appeal. No Appeal Chair will have been involved in the process
previously, including any dismissal appeal that may have been heard
earlier in the process.
3. The Request for Appeal will be forwarded to the Appeal Chair for
consideration to determine if the request meets the grounds for appeal (a
Review for Standing).
4. This review is not a review of the merits of the appeal, but solely a
determination as to whether the request meets the grounds and is timely
filed.
B. Grounds for Appeal
1. Appeals are limited to the following grounds:
a. Procedural irregularity that affected the outcome of the matter;
b. New evidence that was not reasonably available at the time the
determination regarding responsibility or dismissal was made, that
could affect the outcome of the matter; and
c. The Title IX Coordinator, Investigator(s), or Decision-maker(s) had
a conflict of interest or bias for or against Complainants or
Respondents generally or the specific Complainant or Respondent
that affected the outcome.
2. If any of the grounds in the Request for Appeal do not meet the grounds
in this Policy, that request will be denied by the Appeal Chair and the
parties and their Advisors will be notified in writing of the denial and the
rationale.
3. If any of the grounds in the Request for Appeal meet the grounds in this
Policy, then the Appeal Chair will notify the other party(ies) and their
Advisors, the Title IX Coordinator, and, when appropriate, the Investigators
and/or the original Decision-maker(s).
4. The other party(ies) and their Advisors, the Title IX Coordinator, and, when
appropriate, the Investigators and/or the original Decision-maker(s) will be
mailed, emailed, and/or provided a hard copy of the request with the
approved grounds and then be given 5 business days to submit a response
to the portion of the appeal that was approved and involves them. All
responses will be forwarded by the Chair to all parties for review and
comment.
5. The non-appealing party (if any) may also choose to raise a new ground for
appeal at this time. If so, that will be reviewed for standing by the Appeal
Chair and either denied or approved. If approved, it will be forwarded to

the party who initially requested an appeal, the Investigator(s) and/or
original Decision-maker(s), as necessary, who will submit their responses
in 5 business days, which will be circulated for review and comment by all
parties.
6. Neither party may submit any new requests for appeal after this time
period. The Appeal Chair will collect any additional information needed
and all documentation regarding the approved grounds and the
subsequent responses and the Chair will render a decision in no more than
5 business days, barring exigent circumstances. All decisions apply the
preponderance of the evidence standard.
7. A Notice of Appeal Outcome will be sent to all parties simultaneously
including the decision on each approved ground and rationale for each
decision. The Notice of Appeal Outcome will specify the finding on each
ground for appeal, any specific instructions for remand or reconsideration,
any sanctions that may result which the University is permitted to share
according to state or federal law, and the rationale supporting the
essential findings to the extent the University is permitted to share under
state or federal law.
8. Notification will be made in writing and may be delivered by email to the
parties’ University-issued email or otherwise approved account. Once
emailed notice will be presumptively delivered.
C. Sanctions Status During the Appeal
1. Any sanctions imposed as a result of the hearing are stayed during the
appeal process. Supportive measures may be reinstated, subject to the
same supportive measure procedures above.
2. If any of the sanctions are to be implemented immediately post-hearing,
then emergency removal procedures (detailed above) for a hearing on the
justification for doing so must be permitted within 48 hours of
implementation.
3. The University may still place holds on official transcripts, diplomas,
graduations, and course registration pending the outcome of an appeal
when the original sanctions included separation.
D. Appeal Considerations
1. Decisions on appeal are to be deferential to the original decision, making
changes to the finding only when there is clear error and to the
sanction(s)/responsive action(s) only if there is a compelling justification
to do so.
2. Appeals are not intended to provide for a full re-hearing (de novo) of the
allegation(s). In most cases, appeals are confined to a review of the written
documentation or record of the original hearing and pertinent
documentation regarding the specific grounds for appeal.

3. An appeal is not an opportunity for Appeal Chair to substitute their
judgment for that of the original Decision-maker(s) merely because they
disagree with the finding and/or sanction(s).
4. The Appeal Chair may consult with the Title IX Coordinator on questions of
procedure or rationale, for clarification, if needed. Documentation of all
such consultation will be maintained.
5. Appeals granted based on new evidence should normally be remanded to
the original Investigator(s) and/or Decision-maker(s) for reconsideration.
Other appeals may be remanded at the discretion of the Title IX
Coordinator or, in limited circumstances, decided on appeal.
6. Once an appeal is decided, the outcome is final: further appeals are not
permitted, even if a decision or sanction is changed on remand (except in
the case of a new hearing). When appeals result in no change to the finding
or sanction, that decision is final. When an appeal results in a new finding
or sanction, that finding or sanction can be appealed one final time on the
grounds listed above and in accordance with these procedures.
7. In rare cases where a procedural or substantive error cannot be cured by
the original Decision-maker(s) (as in cases of bias), the appeal may order a
new hearing with a new Decision-maker(s).
8. The results of a remand to a Decision-maker(s) cannot be appealed. The
results of a new hearing can be appealed, once, on any of the three
available appeal grounds.
9. In cases in which the appeal results in reinstatement to the University or
resumption of privileges, all reasonable attempts will be made to restore
the Respondent to their prior status, recognizing that some opportunities
lost may be irreparable in the short term.

XVI.Long-Term Remedies And Actions
A. Following the conclusion of the resolution process, and in addition to any
sanctions implemented, the Title IX Coordinator may implement long-term
remedies or actions with respect to the parties and/or the campus community to
stop the harassment, discrimination, and/or retaliation; remedy its effects; and
prevent its reoccurrence.
B. These remedies/actions may include, but are not limited to:
1. Referral to counseling and health services
2. Referral to the Employee Assistance Program (EAP)
3. Education to the community
4. Permanent alteration of housing assignments
5. Permanent alteration of work arrangements for employees
6. Provision of campus safety escorts
7. Climate surveys

8. Policy modification
9. Provision of transportation accommodations
10. Implementation of long-term contact limitations between the parties
11. Implementation of adjustments to academic deadlines, course schedules,
etc.
C. At the discretion of the Title IX Coordinator, long-term remedies may also be
provided to the Complainant even if no policy violation is found.
D. When no policy violation is found, the Title IX Coordinator will address any
remedial requirements owed by the University to the Respondent.

XVII.Failure to Complete Sanctions / Comply With Interim and Long-Term
Remedies/Responsive Actions
A. All Respondents are expected to comply with conduct sanctions, responsive
actions, and corrective actions within the timeframe specified by the Title IX
Coordinator.
B. Failure to abide by the sanction(s)/action(s) imposed by the date specified,
whether by refusal, neglect, or any other reason, may result in additional
sanction(s)/responsive/corrective action(s), including suspension, expulsion,
and/or termination from the University and may be noted on a student’s official
transcript.
C. A suspension will only be lifted when compliance is achieved to the satisfaction of
the Title IX Coordinator

XVIII.Recordkeeping
All records of all allegations, investigations, resolutions, and hearings will be kept
indefinitely, or as required by state or federal law or institutional policy, by the Title IX
Coordinator in the Title IX case database.

XIX.Education And Awareness
A. Numerous University offices deliver harm-reduction and educational
programming to promote the awareness of sexual assault, dating violence,
domestic violence, and stalking. Primary prevention and awareness programs are
offered to all new employees. Prevention training is offered to identify risky or
unacceptable conduct before it occurs. This training promotes positive behaviors
that foster healthy, mutually respectful relationships; encourages safe bystander
intervention; seeks to change behavior and social norms in healthy and safe
directions. Awareness programs include community-wide or audience-specific
programing which describes initiatives and strategies to prevent sexual assault,
dating violence, domestic violence, stalking, and promote safety, and reduce
perpetration of sexual misconduct.

B. WSU Policy and Procedures Manual Section 3.33/Eschewing Campus/Workplace
Violence and Section 8.18/Eschewing Campus/Workplace Violence describe
annual training offered to all University community members, including
identifying and diffusing potentially violent or threatening situations. Additionally,
the University acts in partnership with the Wichita Area Sexual Assault Center
(WASAC) and YWCA Women’s Crisis Center to provide Sexual misconduct and
relationship violence educational materials, services and programming to the
campus community. A comprehensive list of contact information for on- and offcampus assistance and support resources for Complainants and Respondents can
be found at https://www.wichita.edu/services/police/Intimate_Violence.php
C. Crime Prevention Programs
The University Police Department offers crime prevention programs, including
sexual misconduct prevention programs. Additional information and resource
referrals concerning personal safety and crime prevention information, including
alcohol and drug abuse, sexual harassment, sexual assault, dating violence,
domestic violence, and stalking and other safety information is available
at https://www.wichita.edu/services/police/.
D. Safe and Positive Options for Bystander Intervention
Recognizing when an incident of sexual harassment, sexual assault, dating
violence, domestic violence or stalking is occurring or is likely to occur, serves as
an initial intervention. If you make the decision to intervene, do so safely –
violence does not stop violence. If you cannot stop the act with your words, call
law enforcement. Do not be afraid to ask other people for help with intervention.
Mandatory employees should participate in training to learn safe and positive
options for bystander intervention. Bystander Intervention Training is offered to
students and student organizations to educate them on safe and positive options
for bystander intervention.

XX.Disabilities Accommodation In The Resolution Process
The University is committed to providing reasonable accommodations and support to
qualified students, employees, or others with disabilities to ensure equal access to the
resolution process at the University. Anyone needing such accommodations or support
should contact the Director of Disability Services, who will review the request and, in
consultation with the person requesting the accommodation, and the, Title IX
Coordinator, determine which accommodations are appropriate and necessary for full
participation in the process.

XXI.Policy Revisions
A. These policies and procedures will be reviewed and updated annually by the Title
IX Coordinator. The University reserves the right to make changes to this
document as necessary and once those changes are posted online, they are in
effect.
B. The Title IX Coordinator may make minor modifications to these procedures that
do not materially jeopardize the fairness owed to any party, such as to
accommodate summer schedules.
C. The Title IX Coordinator may also vary procedures materially with notice (on the
University website, with the appropriate effective date identified) upon
determining that changes to law or regulation require policy or procedural
alterations not reflected in this policy and procedure.
D. Procedures in effect at the time of the resolution will apply to resolution of
incidents, regardless of when the incident occurred.
E. Policy in effect at the time of the offense will apply even if the policy is changed
subsequently but prior to resolution, unless the parties consent to be bound by
the current policy.
F. If government regulations change in a way that impacts this document, this
document will be construed to comply with the most recent government
regulations.
G. This document does not create legally enforceable protections beyond the
protection of the background state and federal laws which frame such policies and
codes, generally.
H. This policy and procedure is effective as of August 14, 2020.

APPENDIX A: Statement Of Rights Of The Parties
1. The right to an equitable investigation and resolution of all credible allegations of
prohibited harassment or discrimination made in good faith to University officials.
2. The right to timely written notice of all alleged violations, including the identity of
the parties involved (if known), the precise misconduct being alleged, the date and
location of the alleged misconduct (if known), the implicated policies and
procedures, and possible sanctions.
3. The right to timely written notice of any material adjustments to the allegations
(e.g., additional incidents or allegations, additional Complainants,
unsubstantiated allegations) and any attendant adjustments needed to clarify
potentially implicated policy violations.
4. The right to be informed in advance of any public release of information regarding
the allegation(s) or underlying incident(s), whenever possible.
5. The right not to have any personally identifiable information released to the public
without consent provided, except to the extent permitted by law.
6. The right to be treated with respect by University officials.

7. The right to have University policies and procedures followed without material
deviation.
8. The right not to be pressured to mediate or otherwise informally resolve any
reported misconduct involving violence, including sexual violence.
9. The right not to be discouraged by University officials from reporting sexual
misconduct or discrimination to both on-campus and off-campus authorities.
10. The right to be informed by University officials of options to notify proper law
enforcement authorities, including on-campus and local police, and the option(s)
to be assisted by University authorities in notifying such authorities, if the party
so chooses. This also includes the right not to be pressured to report, as well.
11. The right to have allegations of violations of this Policy responded to promptly and
with sensitivity by University law enforcement and/or other University officials.
12. The right to be informed of available interim actions and supportive measures,
such as counseling; advocacy; health care; legal, student financial aid, visa, and
immigration assistance; or other services, both on campus and in the community.
13. The right to a University implemented no- contact order, or no trespass order
against a non-affiliated third party when a person has engaged in or threatens to
engage in stalking, threatening, harassing, or other improper conduct that
presents a danger to the welfare of the party or others.
14. The right to be informed of available assistance in changing academic, living,
and/or working situations after an alleged incident of discrimination, harassment,
and/or retaliation, if such changes are reasonably available. No formal report, or
investigation, either campus or criminal, needs to occur before this option is
available. Such actions may include, but are not limited to:
a. Relocating an on-campus student’s housing to a different on-campus
location
b. Assistance from University staff in completing the relocation
c. Changing an employee’s work environment (e.g., reporting structure,
office/workspace relocation)
d. Transportation accommodations
e. Visa/immigration assistance
f. Arranging to dissolve a housing contract and a pro-rated refund
g. Exam, paper, and/or assignment rescheduling or adjustment
h. Receiving an incomplete in, or a withdrawal from, a class (may be
retroactive)
i. Transferring class sections
j. Temporary withdrawal/leave of absence (may be retroactive)
k. Campus safety escorts
l. Alternative course completion options.
15. The right to have the University maintain such actions for as long as necessary and
for supportive measures to remain private, provided privacy does not impair the
University’s ability to provide the supportive measures.

16. The right to receive sufficiently advanced, written notice of any meeting or
interview involving the other party, when possible.
17. The right to ask the Investigator(s) and Decision-maker(s) to identify and question
relevant witnesses, including expert witnesses.
18. The right to provide the Investigator (s)/Decision-maker(s) with a list of questions
that, if deemed relevant by the Investigator (s)/Chair, may be asked of any party
or witness.
19. The right not to have irrelevant prior sexual history or character admitted as
evidence.
20. The right to know the relevant and directly related evidence obtained and to
respond to that evidence.
21. The right to a fair opportunity to provide the Investigator (s) with their account of
the alleged misconduct and have that account be on the record.
22. The right to receive a copy of the investigation report, including all factual, policy,
and/or credibility analyses performed, and all relevant and directly related
evidence available and used to produce the investigation report, subject to the
privacy limitations imposed by state and federal law, prior to the hearing, and the
right to have at least ten (10) business days to review the report prior to the
hearing.
23. The right to respond to the investigation report, including comments providing
any additional relevant evidence after the opportunity to review the investigation
report, and to have that response on the record.
24. The right to be informed of the names of all witnesses whose information will be
used to make a finding, in advance of that finding, when relevant.
25. The right to regular updates on the status of the investigation and/or resolution.
26. The right to have reports of alleged Policy violations addressed by Investigators,
Title IX Coordinators, and Decision-maker(s) who have received at least 8 hours of
relevant annual training.
27. The right to a Hearing Panel that is not single-sex in its composition, if a panel is
used.
28. The right to preservation of privacy, to the extent possible and permitted by law.
29. The right to meetings, interviews, and/or hearings that are closed to the public.
30. The right to petition that any University representative in the process be recused
on the basis of disqualifying bias and/or conflict of interest.
31. The right to have an Advisor of their choice to accompany and assist the party in
all meetings and/or interviews associated with the resolution process.
32. The right to the use of the appropriate standard of evidence, preponderance of
the evidence to make a finding after an objective evaluation of all relevant
evidence.
33. The right to be present, including presence via remote technology, during all
testimony given and evidence presented during any formal grievance hearing.

34. The right to have an impact statement considered by the Decision-maker(s)
following a determination of responsibility for any allegation, but prior to
sanctioning.
35. The right to be promptly informed in a written Notice of Outcome letter of the
finding(s) and sanction(s) of the resolution process and a detailed rationale
therefor (including an explanation of how credibility was assessed), delivered
simultaneously (without undue delay) to the parties.
36. The right to be informed in writing of when a decision by the University is
considered final and any changes to the sanction(s) that occur before the decision
is finalized.
37. The right to be informed of the opportunity to appeal the finding(s) and
sanction(s) of the resolution process, and the procedures for doing so in
accordance with the standards for appeal established by the University.
38. The right to a fundamentally fair resolution as defined in these procedures.

APPENDIX B: VIOLENCE RISK ASSESSMENT (VRA)
1. Threat assessment is the process of assessing the actionability of violence by an individual
against another person or group following the issuance of a direct or conditional threat.
A Violence Risk Assessment (VRA) is a broader term used to assess any potential violence
or danger, regardless of the presence of a vague, conditional, or direct threat.
2. The implementation of VRAs require specific training and are typically conducted by
psychologists, clinical counselors, social workers, case managers, law enforcement
officers, student conduct officers, and/or other Behavioral Intervention Team (BIT)
(sometimes also known as CARE teams) members.
3. A VRA occurs in collaboration with the BIT, CARE, and or threat assessment team and
must be understood as an on-going process, rather than a singular evaluation or meeting.
A VRA is not an evaluation for an involuntary behavioral health hospitalization, nor is it a
psychological or mental health assessment.
4. A VRA assesses the risk of actionable violence, often with a focus on targeted/predatory
escalations, and is supported by research from the fields of law enforcement, criminology,
human resources, and psychology.
5. When conducting a VRA, the assessor(s) use an evidence-based process consisting of:
a. an appraisal of risk factors that escalate the potential for violence;
b. a determination of stabilizing influences that reduce the risk of violence;
c. a contextual analysis of violence risk by considering environmental
circumstances, hopelessness, and suicidality; catalyst events; nature and
actionability of threat; fixation and focus on target; grievance collection; and
action and time imperative for violence; and
d. the application of intervention and management approaches to reduce the risk
of violence.
6. To assess an individual’s level of violence risk, the Title IX Coordinator will initiate the
violence risk assessment process through the CARE team. The CARE team leader will

assign a trained individual(s) to perform the assessment, according to the specific nature
of the Title IX case.
7. The assessor will follow the process for conducting a violence risk assessment routinely
used by the university Care Team, and will rely on a consistent, research-based, reliable
system that allows the for the operationalization of the risk levels.
8. Some examples of formalized approaches to the VRA process include: The NaBITA Risk
Rubric,[12] The Structured Interview for Violence Risk Assessment (SIVRA-35),[13] The
Extremist Risk Intervention Scale (ERIS),[14] Looking Glass,[15] Workplace Assessment of
Violence Risk (WAVR-21),[16] Historical Clinical Risk Management (HCR-20),[17] and
MOSAIC.[18]
9. The VRA is conducted independently from the Title IX process, free from outcome
pressure, but is informed by it. The individual(s) conducting the assessment will be trained
to mitigate any bias and provide the analysis and findings in a fair and equitable manner.
10. The Care Team conducts a VRA process and makes a recommendation to the Title IX
Coordinator as to whether the VRA indicates there is a substantial, compelling, and/or
immediate risk to health and/or safety of an individual or the community.

Footnotes













[1]

This Policy language is published with permission, through a limited license provided
by ATIXA for institutional use only.
[2] Throughout this Policy, Title IX Coordinator also means Title IX Coordinator or designee.
[3] 20 U.S.C. § 1092(f)(6)(A)(v).
[4] “The Clery Act defines sexual assault as an offense classified as a forcible or nonforcible
sex offense under the Uniform Crime Reporting System of the Federal Bureau of
Investigation. The FBI UCR consists of two crime reporting systems: The Summary
Reporting System (SRS) and the National Incident-Based Reporting System (NIBRS). The
definitions for sexual assault defined in this Policy (including rape, fondling, incest, and
statutory rape) align with and encompass all behaviors that may constitute sexual assault
under either the SRS or NIBRS.”
[5] Violence Against Women Act, 34 U.S.C. 12291(a)(10) (2013).
[6] Id. at 12291(a)(8).
[7] at 12291 (a)(30).
[8] VAWA is the Violence Against Women Act, enacted in 1994 codified in part at 42 U.S.C.
sections 13701 through 14040.
[9] For purposes of this policy, “Title IX Coordinator” always means “Title IX Coordinator
or designee.”
[10] This does not preclude the University from having all members of the Pool submit an
application and/or interview/selection process.
[11] The final investigation report may be shared using electronic means that preclude
downloading, forwarding, or otherwise sharing.









[12]

www.nabita.org/tools
www.nabita.org/resources/assessment-tools/sivra-35/
[14] www.nabita.org/resources/assessment-tools/eris/
[15] www.nabita.org/looking-glass
[16] www.wavr21.com
[17] hcr-20.com
[18] www.mosaicmethod.com
[13]

3.09 / English Language Proficiency
Effective: July 01, 1997 I Revised: November 02, 2016

I.Purpose
In an effort to assure that English Language Proficiency would not become an impediment
to education, the Kansas Board of Regents (KBOR) has adopted policies affecting all
applicants of whom teaching would be required. KBOR policy defines "faculty" and
"teaching" in the following: "Faculty shall include all full-time or part-time personnel
having classroom or laboratory instructional responsibilities and/or direct tutorial or
advisement contact, other than for courses or sessions conducted primarily in a foreign
language." Kansas Board of Regents Policy Manual, Chapter II, Section C, Item 2 (b) (iii)
Wichita State University has adopted the following policies and procedures to comply
with Regents requirements in this regard.

II.Policy
A. Faculty/Unclassified Professionals
All candidates for a position with instructional duties that fit the preceding
definition must have their spoken English assessed prior to employment through
interviews with an Assessment Committee. Only a candidate who is part of a
formal exchange agreement may be exempted from this requirement. Any
exception must be approved by the Provost.
The Assessment Committee (which may be the Search Committee) will be
appointed by the department chair or director and will be composed of at least
three members: two faculty members and one student. The Assessment
Committee will judge the candidate's spoken English by means of an oral interview
to be conducted face-to-face or by mediated means and will sign and submit the
required form.
Prospective faculty found to be potentially deficient in speaking ability shall be
required to achieve a minimum score of 23 on the Speaking section of the Test of
English as a Foreign Language internet Based Test (TOEFL iBT) or a minimum score
of 50 on the Speaking Proficiency English Assessment Kit (SPEAK). The SPEAK is
administered by the Intensive English Language Center while the TOEFL can be
taken at any ETS-authorized testing center. A candidate is required to submit a

TOEFL/SPEAK score consistent with Kansas Board of Regents requirements to be
eligible for an appointment without spoken English remediation conditions.
A report detailing the process for interviewing prospective faculty, including the
composition of the Assessment Committee and scores from the TOEFL or SPEAK
for each new hire will be submitted to KBOR every year.
B. Graduate Assistants with Teaching Responsibilities
All prospective graduate teaching assistants shall have their English competency
assessed prior to being considered for any employment having classroom or
laboratory instructional responsibility and/or direct tutorial responsibilities. The
following shall be used to implement this policy:
1. All prospective graduate teaching assistants must be interviewed by and
have their competency in spoken English assessed by no fewer than three
University personnel, one of whom shall be a student. An oral interview
shall be conducted either face-to-face or by mediated means.
2. Any prospective graduate teaching assistant whose first language is not
English shall be required to achieve a minimum score of 23 on the Speaking
section of the TOEFL iBT or a minimum score of 50 on the SPEAK or a
minimum score of 7.0 on the Speaking section of the International English
Language Testing System (IELTS) to be eligible for an appointment without
spoken English language remediation.
3. All prospective graduate teaching assistants who do not meet the above
requirements shall not be assigned teaching responsibilities nor other
tasks requiring direct instructional contact with students.
4. An exception will be made for courses taught in sign language.
5. A report detailing the process for interviewing graduate teaching
assistants, whose first language is not English, including the composition
of the interview team and scores from the TOEFL or SPEAK for each
individual hired will be submitted to KBOR every other year.

3.12 / Security and Confidentiality of Student Records and Files
Effective: February 24, 1998 I Revised: January 21, 2014

I.Purpose
To state University policy relative to University employees and the security and
confidentiality of student records and files.

II.Preamble
The security and confidentiality of University records should be a matter of concern to all
WSU employees. Many employees (including student employees) are placed in a unique
position of trust and obligation with reference to having access to student records and
files and the security and confidentiality of said records and files pursuant to the Family
Educational Rights and Privacy Act of 1974 (FERPA). The purpose of this policy statement
is to clarify employees' responsibilities in fulfilling that obligation. Since conduct, either
on or off the job, could affect or threaten the security and confidentiality of student
records and files, each employee with access to student records and files is expected to
adhere to the following policy statement.

III.Policy
A. Security and confidentiality of student records and files and control of access to
the Wichita State University Student Information System shall be the
responsibility of the Provost or designee.
B. Employees are expected to maintain a clear understanding of the type of
information which can be released without the student's consent, as defined by
the Office of the Registrar on its homepage (go to Office of the Registrar and then
click the Notification of FERPA Rights link. The Office of the Registrar provides an
online FERPA tutorial for employees.1 All employees are expected to be
knowledgeable of FERPA as evidenced by successful completion of the online
tutorial. New employees are required to complete the tutorial within 30 days of
beginning employment.
C. No employee may make unauthorized use of any student information in files
maintained, stored, processed or accessed by any University office.
D. Employees may not seek personal benefit or allow others to benefit personally by
knowledge of any student record which has come to them by virtue of their work
assignment.
E. Employees may not exhibit or divulge the contents of any record or report to any
person except in the conduct of their work assignment and in accordance with
office guidelines and University policies and procedures.

F. No employee may knowingly include or cause to be included in any student record
a false, inaccurate or misleading entry. No employee may knowingly alter or
expunge from any student record, or cause to be altered or expunged, a true and
proper entry.
G. No student record, or copy thereof, may be removed from the office where it is
maintained, except in the performance of an employee's official duties.
H. No employee is to aid, abet or act with another to violate any part of this policy.
I. Any knowledge of a violation of this policy by any individual must immediately be
reported to that person's supervisor.
J. Violation of the requirements of this policy may lead to reprimand, suspension or
dismissal from the job, or other penalties consistent with general personnel
policies. Violation by employees can lead to action under the applicable University
policies or State of Kansas statutes pertaining to theft, alteration of records, or
other applicable section.
After logging into myWSU and going to the Faculty/Staff tab, “FERPA Online Training”
can be found in the Employee Required Training channel on the lower left column.
1

IV.Implementation
The policy statement will be included in the WSU Policies and Procedures Manual.
Additionally, all employees with access to student records and files shall be provided with
a copy of this policy.
(See also Parental Notification at Section 8.19 of this manual.)

3.15 / Internal Dispute Resolution Process
Effective: February 23, 2018

I.Purpose
Situations may occur where an employee believes that the fair and consistent application
of a Wichita State University (“University) policy affecting the employee has not been
followed. In most cases, the University expects that the employee will be able to
satisfactorily address such concerns within the work area through an informal process. If
the situation cannot be resolved through an informal process, the University wishes to
provide employees an alternative internal process. All decisions made regarding the
Internal Dispute Resolution Process should be unbiased, non-retaliatory, and nondiscriminatory.

II.Policy
The University provides a formal process to address employment situations that arise
which are not able to be resolved in the course of routine communication. Employees are
encouraged to attempt resolution of work-related concerns directly with Leadership prior
to use of the formal Internal Dispute Resolution Process. The processes for incidents
involving sexual misconduct, sexual harassment, relationship violence, stalking, and/or
discrimination are addressed in separate University policies. The Internal Dispute
Resolution Process is not to be used to prevent, limit or delay appropriate corrective
action and is not available to employees who have separated employment.

III.Definitions


Dispute
A claim that the University has applied a policy or process to an employee unfairly
or inconsistently. Examples of situations excluded from this process are
complaints concerning wages, performance evaluations, and separations of
employment.



Dispute Resolution Request
A timely and written formal document filed by an employee to request to resolve
a dispute.



Leadership
For purposes of this policy, Leadership includes individuals at the University who
have employees reporting to them, or Department Chairs/Directors.



Senior Leadership
For purposes of this policy, Senior Leadership includes individuals at the University
who have employees reporting to them, are in a position at the
Director/Department Chair level or above who are not in the chain of command
of the employee initiating the Dispute Resolution, and are involved in the Internal
Dispute Resolution Process.

IV.Procedures
The University's Internal Dispute Resolution Process consists of two steps, 1) Review and
2) Appeal. Time limits in the process must be followed to ensure enough time is provided
to review information and respond to the Dispute Resolution Request in a timely manner.
The process is structured to minimize any potential bias. It will result in participation of
individuals who may be in a different chain of command than the employee. It will also
result in participation by Human Resources (HR) or Equal Opportunity (EO), dependent
upon the situation.

A.

Step I: Review
1. The employee notifies HR of the Dispute and requests to utilize the Internal
Dispute Resolution Process. HR discusses the request with the employee.
HR determines if the situation meets the criteria of a Dispute, or advises
the employee of an alternative course of action, such as informal conflict
resolution.
2. If it is determined that the Internal Dispute Resolution Process will be
utilized, the employee completes an Internal Dispute Resolution Request
Form (“Form”) and submits it to HR. The Form must be dated and filed
within ten (10) University business days from the latest documented
attempt at resolution, not to exceed twenty (20) University business days
from the date of the original event leading up to the Dispute Resolution
Request.
3. Upon receipt of the Form, HR or EO will inform Leadership of the Dispute
Resolution Request.
4. Senior Leadership will review the submitted documentation, and may
schedule a meeting with the employee.
5. Senior Leadership will provide a decision via written response to the
employee, HR or EO, and Leadership, not to exceed twenty (20) University
calendar days of the date of the Dispute Resolution Request.

B.

Step II: Appeal
1. If the employee is unsatisfied with the response from Step I: Review, the
employee can proceed to Step II: Appeal, by submitting an Internal Dispute
Resolution Request Form to HR or EO as the President's designee,
whichever was not involved in Step I, above. The Form must be filed within
ten (10) University business days from the date of the decision from Step
I: Review.
2. HR or EO will review the submitted documentation, and may schedule a
meeting with the employee.
3. HR or EO will provide a decision via written response to the employee,
Senior Leadership, and Leadership, not to exceed twenty (20) University
business days of the date of the Dispute Resolution Request in Step II:
Appeal.
4. The decision of HR or EO shall be final and is not subject to further
administrative review by any officer or committee of the university or by
the Board of Regents.

3.16 / Nepotism
Effective: July 01, 1997 I Revised: May 07, 2019

I.Purpose
Nepotism, for purposes of this policy, is the practice among those with power or influence
of favoring relatives or friends in employment decisions. This policy is intended to provide
clear direction to address situations in which Employees at Wichita State University
(“University”) are involved in a Familial or Consensual Relationship where a conflict of
interest and/or a power differential between Employees or between an Employee and a
Student exists.

II.Policy
The ability, or perception of the ability, to make objective decisions may be compromised
if there is a Familial or Consensual Relationship between two Employees or between an
Employee and a Student who have a Reporting Relationship. The University is committed
to protecting the integrity of the work and academic environment through appropriate
disclosure, and if necessary, management of workplace relationships.

III.Definitions
A. Consensual Relationship: A voluntary and mutually understood consensual
romantic and/or sexual relationship between individuals.
B. Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. This includes temporary and parttime Employees.
C. Familial Relationship: A family member or a member of such person’s household
including domestic partner, spouse, parent, grandparent, children, grandchildren,
brother, sister, aunt, uncle, niece, nephew; related by blood, marriage or
adoption. The term “domestic partner” as used here, means a person with whom
another person maintains a household and an intimate relationship, other than a
person to whom such person is legally married.
D. Leadership: Leadership includes individuals at the University who have Employees
reporting to them, or Department Chairs/Directors.
E. Power Differential: A situation that exists when individuals possess different
degrees of power or influence due to their professional or student standing.
F. Reporting Relationship: A relationship, direct or indirect, in which one Employee
reports to, has influence or decision-making authority over, or has the perception
of influence or decision-making authority over, another Employee and/or Student.

This relationship may include, but is not limited to, influence or decision-making
authority (perceived or otherwise) of salary decisions, performance management,
employment, evaluating, grading or otherwise assessing the other participant’s
academic or employment performance.
G. Student: Any individual who has been notified of admission to the University; is
enrolled in, auditing, or participating in any University course or program; is
assigned a space in a University owned or managed housing facility; or has a
continuing relationship with the University. This includes, but is not limited to,
Orientation, Intensive English, National Student Exchange, and Study Abroad.

IV.Procedure
A. An Employee may not have a Reporting Relationship with another Employee with
whom they have, or have had in the past, a Familial or Consensual Relationship
and provide evaluation(s) or make workforce decisions such as appointment,
retention, promotion, corrective action, tenure or salary. An Employee shall not
participate in any group or body, which is considering any such decision.
B. An Employee shall not participate in or influence (directly or in any group or body):
academic evaluations, admission, or corrective action/discipline for an Employee
or Student with whom they currently have or have had in the past a Familial or
Consensual Relationship.
C. In situations where a conflict of interest and/or a Power Differential between
Employees or between Employee and Student may exist, the Employee(s) must
disclose the relationship to their Leadership and initiate arrangements to resolve
the situation, if necessary.
D. If it is determined that a conflict of interest and/or a Power Differential exists
within the Reporting Relationship between Employees or an Employee and a
Student the relationship shall be disclosed in writing by the Employee(s) to their
respective Leadership within ten (10) days. Efforts are made immediately to
resolve the conflict.
E. An Employee may be hired without regard to Familial or Consensual Relationship
so long as processes are conducted and decisions are made in compliance with
applicable policies and procedures. No Employee shall advocate or cause the
employment, appointment, promotion, transfer, or advancements to any office or
position of the state, with a person who they share a Familial or Consensual
Relationship.

V.Responsibilities
A. Leadership
1. Be knowledgeable of and to implement the policy and procedures.
2. Be aware of the potential risk of entering into a Familial or Consensual
Relationship with an Employee or Student whom the Employee directs or
controls the work.
3. Disclose situations that impact, or potentially impact, a Familial, Reporting,
or Consensual Relationship in a timely manner with Leadership.

4. Respond to concerns of policy violation and ensure a resolution is
implemented timely.
5. Provide direction and assistance to Employees to comply with policy.
6. Discuss concerns with Employees in an effort to resolve issues.
B. Employee
1. Adhere to University policies and procedures.
2. Be aware that entering into a Familial, Reporting, or Consensual
Relationship with an Employee who may direct or control their work
creates the potential risk to both Employees or Employee and Student.
3. Disclose situations that impact, or potentially impact, a Reporting
Relationship in a timely manner with Leadership.
4. Seek direction and assistance from Leadership to comply with policy.
5. Discuss concerns with Leadership in an effort to resolve issues.

3.17 / Political Activity
Effective: July 01, 1997 I Revised: June 05, 2017

I.Policy
The Kansas Board of Regents has adopted the following policy regarding the political
activity of personnel at the state universities.
Faculty, administrators and other unclassified personnel, including university support
staff, may accept any public or political party appointed or elected position that does not
create any conflict of interest with, and does not require substantial time away from,
assigned duties or in other respects infringe upon those duties.
The filing of a declaration of intent to become a candidate shall not affect the status or
appointment of an unclassified employee, including university support staff. However,
the employee shall continue to properly and fully perform all of his or her assigned duties
or take appropriate leave if available. Should the employee, while he or she is a candidate
for office and not on approved leave, fail to perform all of his or her assigned duties, such
employee shall be subject to appropriate disciplinary action.
Leave without salary or other benefits shall be granted to those elected or appointed to
public office requiring full time or lengthy sustained periods away from assigned duties,
such as Congress, the State Legislature, and state and county offices or appointments to
office falling within this category. For persons elected or appointed to Congress or the
State Legislature, this provision shall be effective from the date such person takes the
Oath of Office or the first day of the Legislative session and continuing until the
adjournment of Congress or to a date no sooner than the last adjournment in April or sine
die adjournment, whichever occurs first, of each regular and special session of the State
Legislature; as to other state and county offices requiring full time or lengthy sustained
periods away from assigned duties, this provision shall be effective, during the entire time
a person serves as such officer. Leave without salary or other benefits shall not be
required for any person serving in the State Legislature or for service on any committee
during a period when the Legislature is not in regular or special session, provided that
such person shall decline to accept all legislative compensation for such service, but such
person shall be entitled to mileage and other expense allowances as provided by statute
and paid by the Legislature. This shall also apply to any person serving in a public or
political party appointed or elected position that does not require full-time or lengthy
service. K.S.A. 2011 Supp. 74-4925 (5) provides that any member of the Kansas
Legislature who is on leave of absence for the Board of Regents or an educational
institution under its management may elect to remain eligible for participation in the
Board of Regents' retirement plan while on such leave.

In the interest of the fullest participation in public affairs, personnel are free to express
opinions speaking or writing as an individual in their personal capacity and not as a
representative of the institution in signed advertisements, pamphlets and related
material in support of or opposition to parties and causes. There shall be the
commensurate responsibility of making plain that each person so doing is acting for
himself and not on behalf of an institution supported by tax funds drawn from citizens of
varying political and economic views. This responsibility includes avoiding the use of
University letterhead and stationery and other official University designations. Employees
testifying before the Kansas Legislature in their official capacity with Wichita State
University shall notify the Office of Government Relations prior to such testimony.
(See also Political Activities and Campus Facilities at Section 11.22 of this manual.)

3.19 / Prohibition of Retaliation
Effective: February 12, 2004 I Revised: May 21, 2018

I.Purpose
The purpose of this policy is to articulate that the University prohibits retaliatory conduct
toward any individual or group participating in a complaint investigation or who has
otherwise exercised their rights and privileges against perceived discrimination.
Retaliatory actions against any individual involved in reporting or the investigation of a
complaint will not be tolerated.

II.Policy
A. It is the policy of Wichita State University to prohibit discrimination in its
employment practices, educational programs or activities on the basis of age (40
or over), ancestry, color, disability, gender, gender expression, gender identity,
genetic information, marital status, national origin, political affiliation, pregnancy,
race, religion, sex, sexual orientation, or status as a veteran.
B. To achieve and maintain a welcoming and discrimination-free environment, it is
necessary and appropriate that students, employees and visitors be encouraged
to make complaints about perceived discriminatory behaviors known to
University officials.
C. For purposes of this policy, retaliation shall be defined as an adverse action or
threat of an adverse action taken against a Complainant, Respondent, or any
individual or group of individuals involved in the complaint, investigation, and/or
resolution of an allegation of discrimination of any kind, including incidents of
sexual misconduct, relationship violence or stalking. This shall also include any
individual who attempts to intervene or prevent prohibited behavior. Retaliation
can be committed by an individual or group of individuals, not just a Complainant
or Respondent. Retaliation can take many forms including non-verbal behaviors,
threats, intimidation, harassment, violence, adverse actions with respect to
academic activities, work assignments, salary, vacation and other terms of
employment including termination of employment.
D. Any University student, employee, visitor or group that engages in retaliatory
conduct against a University student, employee or visitor who has filed a
complaint alleging discrimination, participated in an investigation or otherwise
exercised their rights and privileges against perceived discrimination will be
subject to disciplinary actions pursuant to established University policy up to and
including termination of employment or student status.
E. This prohibition against retaliatory conduct applies regardless of the merits of the
initial complaint.

F. Any individual who becomes aware of conduct that he/she believes may
constitute retaliatory action must promptly notify the Institutional Equity and
Compliance Director or designee. Failure to report is a violation of this policy. The
obligation to report exists regardless of whether the individual is directly involved
in the conduct and regardless of whether the conduct involves students,
employees or visitors.

III.Contact information
Institutional Equity and Compliance Director
Human Resources Center
(316) 978-3186
oiec@wichita.edu

3.20 / Recruitment, Hiring and Onboarding
Effective: July 01, 2004 I Revised: February 23, 2021

I.Initiating Authority
A. Human Resources is the initiating authority for this policy.

II.Purpose
A. This policy provides an overview of the hiring process for Hiring Officials of Wichita
State University (University) to attract, select, and onboard qualified Candidates.

III.Policy
A. Talent acquisition, including recruitment, hiring, and onboarding of Employees at
the University, is guided by a commitment to diversity, equal opportunity,
affirmative action, and compliance with all related federal, state, and local laws
and regulations. Recruitment and selection activities are based on position
requirements concerning education, training, experience, knowledge, skills and
abilities and meeting applicable eligibility requirements.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:
A. Applicant
A job seeker who submits an application via 1) the Applicant Tracking System for
Benefit Eligible Positions or 2) an approved department method for Non-Benefit
Eligible Positions.
B. Applicant Tracking System (ATS)
A software application that enables the electronic processing of recruitment,
hiring, and onboarding activity.
C. Benefit Eligible Positions
Those positions that are held by Employees who are eligible to receive University
benefits.

D. Candidate
An Applicant who meets the minimum qualifications of the position applied for,
and is being considered by the Hiring Official.
E. Employee
An individual who provides services to the University on a regular basis in
exchange for compensation and receives a W-2 for such services. This includes
temporary and part-time Employees, but does not include student employment.
F. External Posting
A position posted on the external University website that is open to Employees
and external Candidates.
G. Hiring Official
The Employee with the authority to make a hiring decision.
H. Internal Candidate
An Employee who applies for another position within the University.
I. Internal Posting
A position posted on the internal University website and open only to Employees.
J. Non-Benefit Eligible Positions
Those positions that are held by Employees and are not eligible for benefits, such
as Lecturer and Temp Employees.

V.Administrative Procedure
A. Postings:
1. Benefit Eligible Positions must be posted and accept applications
electronically using the ATS.
2. External Postings are advertised on the University jobs page and are open
to collect applications, for a minimum of five (5) calendar days. Nonteaching positions are posted to a Veteran employment solution and to
the Kansas State Workforce job board. Additional advertising may be
utilized and paid for by the hiring department.

3. Internal Postings are advertised on the internal University jobs page for a
minimum of five (5) calendar days.
B. Accommodations:
At the request of a Candidate, accommodations may be provided during the
recruitment, hiring, and/or onboarding process.
C. Advertisement:
All advertisements of postings must be in compliance with Policy 3.02 / Notice of
Nondiscrimination.
D. Application:
All application materials are considered confidential. The search committee,
Hiring Official, and others involved in the screening and interview process are
expected to maintain the confidentiality of Applicant and/or Candidate
information.
E. Screening:
Applicants are screened prior to interviews, based on the requirements of the
position description to ensure they meet the minimum qualifications established
for the position. This includes, but is not limited to, required education,
experience, knowledge, skills, and abilities.
F. Affirmative Action/Veteran's Preference:
The University is committed to provide equal employment opportunity and
advancement for all qualified persons, and to prohibit discrimination in
employment on the basis of age (40 years or older), ancestry, color, disability,
ethnicity, gender, gender expression, gender identity, genetic information, marital
status, national origin, political affiliation, pregnancy, race, religion, sex, sexual
orientation or status as a veteran. The University takes affirmative action to
provide employment opportunities to members of minority groups, women,
individuals with disabilities, and veterans (see Policy 3.01/Affirmative Action
Plan). With the commitment to provide Veterans employment opportunities at
the University, Applicants who qualify for Veterans Preference are awarded
veteran's preference consistent with Policy 3.46/Veterans Preference in the
Application Process.

G. Interviews:
The search committee or Hiring Official conducts interviews with qualified
Candidates and uses consistent practices, criteria, and questions to determine the
selection of the final Candidate(s), related to the position description and the job
responsibilities. Any methods, other than interview questions, that are used to
assess skills and/or behaviors must be reviewed by Human Resources (HR) in
advance to ensure validity and compliance. Examples include, but are not limited
to, assessments of behavioral or aptitude skills (i.e. proficiency in typing, Excel, or
Word).
H. References:
The search committee or Hiring Official completes personal and employmentrelated reference checks before an offer is extended to a selected Candidate. A
standard Reference Check Form is available from HR for this process. For Internal
Candidates, the Hiring Official may contact the Employee's current leader.
I. Offers:
When the Hiring Official or search committee makes the final selection of the
Candidate to hire, a verbal contingent offer is made. The offer is contingent upon
criteria such as, but not limited to, reference checks, a pre-employment
background check, pre-employment drug screen, verification of credentials, and
verification of eligibility to work in the United States. A written offer may also be
provided to the Candidate.
J. Background Checks:
Pre-employment background checks are administered in accordance with the
Kansas Board of Regents (KBOR) and University policies and state and federal law.
All background checks shall be conducted consistent with Policy 3.31/Background
Checks for Employment.
K. Pre-employment Drug Screen:
Drug screens may be administered to a Candidate consistent with Policy 3.23 /
Commercial Driver's License - Drug and Alcohol Testing upon a conditional offer
of employment. Candidates may also be subject to drug screens as required by
federal law or for designated safety-sensitive positions (including state law
enforcement officers who are authorized to carry firearms). Failure to participate
in the required drug screening test, or a confirmed positive result based upon a
test sample obtained from the Candidate, voids the conditional offer of
employment and disqualifies the selected Candidate from designated safety-

sensitive positions for a period of one year from the disqualification. HR
coordinates scheduling with the designated testing site. The State of Kansas
Alcohol and Controlled Substance Testing Program notifies HR of the testing
results.
L. Disposition of Candidates/Record Keeping:
Search chairs or Hiring Officials are required to keep notes and paper documents
used during the interview process for the retention period stated in WSU's Record
Retention Schedule and policies. The search committee or Hiring Official is
responsible for providing justification for the decision made for each Candidate
who meets minimum qualifications.
M. Rehires:
A former Employee may not be considered for rehire if the former Employee is
determined to be ineligible for rehire. HR validates a Candidate's rehire eligibility
prior to Candidate interviews.
N. Transfers:
Search chairs or Hiring Officials are encouraged to obtain references from the
current leader of an internal Candidate. In addition, internal Candidates are
strongly encouraged to notify their current leader at or before the time of the
offer. Transfers should be in accordance with Policy 3.61 / Workforce Transitions.
O. Onboarding:
1. New hires are provided electronic new hire paperwork upon acceptance
of a contingent offer of employment, which must be completed prior to
the start date. Documentation that establishes eligibility to work in the
United States must be presented no later than the third day of
employment. Individuals who hold citizenship in countries other than the
United States are subject to special conditions related to employment.
2. The recruitment, hiring, and onboarding processes must be completed
prior to an Employee performing any work for the University. BenefitEligible Employees attend New Employee Orientation (NEO), typically on
the first day of work.
3. The hiring department is encouraged to provide department orientation,
review the position description, review performance expectations, and
establish goals and objectives for the performance management process.
4. Hiring Officials who are considering sponsoring a Candidate who is a
foreign national for employment at the University must first reach out to
the Office of International Education. Sponsorships may require prior
budget approval according to departmental policies and procedures.

P. Employment of Minors:
Individuals must be at least 18 years of age to work in Benefit Eligible Positions. It
may be appropriate to hire individuals who are under 18 years of age (minors) in
Non-Benefit Eligible Positions, except such minors must be at least 14 years of age.
The University may, in its sole discretion, prohibit minors from working in certain
positions, in certain departments or labs, or at certain locations that are deemed
to present a risk of harm or danger to the life, health, safety, morale or welfare of
the minor or any other individual. This may include, without limitation, positions
requiring operation of heavy machinery, patient contact or care, or food handling.

VI.Applicable Laws and Additional Resources
A.
B.
C.
D.
E.
F.
G.
H.

Policy 3.01 Affirmative Action Plan
Policy 3.02 / Notice of Nondiscrimination
Policy 3.31 / Background Checks for Employment
Policy 3.46 / Veterans Preference
Policy 3.51 / Pre-Employment Drug Screening
Policy 3.61 / Workforce Transitions
K.S.A. 75-4362, K.A.R. 1-2-20, K.A.R. 1-6-33, K.A.R. 1-9-25, and K.A.R. 1-9-26
KBOR Policy II.C.2.b.iv. Criminal Background Checks

3.21 / Emergency Hires
Effective: December 03, 2004 I Revised: January 14, 2013

I.Purpose
The purpose of this statement is to set forth University policy to describe and define when
an emergency hire may be justified or appropriate.

II.Preamble
It is recognized that there may be limited emergency circumstances where a University
position may be temporarily filled without a search. This policy statement is intended to
define and describe those limited circumstances.

III.Policy
In limited emergency circumstances where illness, death, an unexpected retirement or
resignation, a change in enrollment or a change in departmental responsibility or
direction creates a need for an immediate replacement or an additional employee, a
faculty or an unclassified professional position may be temporarily filled without a search.
Budget officers should submit a justification to their budget review officer and
appropriate vice president explaining the need for an emergency hire. If the proposed
emergency hire is authorized by the budget review officer and appropriate vice president,
the proposal should then be submitted to the Director of Equal Opportunity for review.
After review by the Director of Equal Opportunity, the vice president may finalize the
emergency hire. The Director of Human Resources and the Director of Equal Opportunity
should receive notification of the hire. Any position filled by an emergency hire shall be a
contingent, temporary or executive appointment. A search process must be initiated
within twelve months unless otherwise authorized by the President or the President's
designee.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Director of Equal Opportunity shall have primary responsibility for publication,
dissemination and implementation of this University policy.

3.22 / Employment Oath
Effective: January 01, 2005

I.Purpose
The purpose of this statement is to reenact University policy with regard to the
employment oath previously located in Section 4.02.

II.Preamble
Section 4.02 of the WSU Policies and Procedures Manual dealing with "Term of
Appointment" previously included language regarding the employment oath required of
all state employees by Kansas law. In revising Section 4.02 (effective December 3, 2004),
it was determined that there should be a separate and distinct policy statement regarding
the employment oath set forth in Chapter 3 relating to general employment policies.

III.Policy
Kansas law requires that all state employees sign the following employment oath:
I do solemnly swear (or affirm) that I will support the Constitution of the United
States and the Constitution of the State of Kansas, and faithfully discharge the
duties of my office or employment. So help me God.
(The final sentence may be deleted.)
The oath is included in papers that must be signed at the time of employment. It must be
on file before any checks in payment of salary or wages may be issued by the state
treasurer.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Office of Human Resources shall have primary responsibility for publication,
dissemination and implementation of this University policy.

3.23 / Commercial Driver's License - Drug and Alcohol Testing
Effective: July 01, 1997 I Revised: July 10, 2006

I.Policy
A commercial driver position means any position which is subject to the State of Kansas
Alcohol and Controlled Substance Testing Program for Commercial Drivers established
under the Federal Omnibus Transportation Employees Testing Act of 1991. Commercial
driver positions require a commercial driver's license (CDL) to operate a commercial
motor vehicle with a gross vehicle weight of over 26,000 lbs. or designed to carry more
than 16 passengers, including the driver. Position descriptions for commercial driver
positions must include a task statement describing commercial driver duties.
A drug and alcohol testing program for commercial drivers is designed to aid in the
prevention of accidents and injuries resulting from the use of alcohol or controlled
substances by commercial drivers. This program is in accordance with the Omnibus
Transportation Employees Testing Act of 1991 and the State of Kansas Alcohol and
Controlled Substance Testing Program for Commercial Drivers. This program is
administered by the Office of Human Resources (OHR) and includes all positions requiring
a CDL. The testing program includes pre-employment testing, pre-duty testing, random
testing, reasonable suspicion testing, return-to-duty testing, follow-up testing and postaccident testing. All employees in a designated CDL position and all supervisors of these
positions are required to attend training regarding the program from OHR.

3.24 / Use of Temporary Employment Agencies
Effective: November 01, 2006

I.Purpose
The purpose of this statement is to set forth University policy with regard to usage of
temporary employment agencies by the University.

II.Preamble
It is recognized and acknowledged that the use of temporary employment agencies may
be the best and most cost-efficient means of addressing temporary human resource
needs of the University. It is also recognized that the establishment and publication of
appropriate parameters for such usage is in the University's best interest.

III.Policy
A. Any usage of individuals from a temporary employment agency must be approved,
in advance, by the Office of Human Resources.
B. All requests for use of a temporary employment agency shall be submitted in
writing and shall provide explanation and justification why a temporary
employment agency shall be used.
C. The services of an individual sent by a temporary employment agency shall be
utilized for no longer than one year without the specific authorization and
approval of the appropriate Vice President or the President of the University.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Vice President for Finance and Administration shall have primary responsibility for
publication, dissemination and implementation of this University policy.

3.25 / Additional Compensation
Effective: May 15, 2007 I Revised: January 12, 2021

I.Initiating Authority
Human Resources

II.Purpose
The purpose of this policy is to establish provisions for the payment of Additional
Compensation to University Employees for additional responsibilities or services
performed outside of the scope of the position held by the Employee.

III.Policy
Compensation paid to University Employees in addition to the base salary or pay rate
requires approval from the appropriate Dean, Vice President or Director. It is the
expectation that the base salary or pay rate will be the only compensation paid to an
Employee and that Additional Compensation is an exception and only to be paid in limited
circumstances.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:
A. Additional Compensation: Temporary compensation paid to an Employee in
addition to the base salary or pay rate for additional activities performed outside
of the scope of the position held by the Employee.
B. Employee: An individual who provides services to the University on a regular basis
in exchange for compensation and receives a W-2 for such services. This includes
temporary and part-time Employees.
C. Leader: A Department Chair, Department, Center or Institute Director, or an
individual at the University who havs one or more Employees reporting to them.
D. Research Release Time: Time when an Employee is not expected to perform some
portion of their typical teaching (or academic) responsibilities in order to perform
other research responsibilities.
E. University: Wichita State University and its controlled affiliate organizations.

V.Administrative Procedure
A. Any request for consideration of the payment of Additional Compensation should
be agreed to by the Employee’s immediate Leader and the college, school,
department or division requesting payment for Additional Compensation.
Requests submitted under this policy must be submitted well in advance of the
time for performing the additional services. The following provisions apply to the
payment of Additional Compensation:
1. The College, school, department or division requests Additional
Compensation for the services performed. The additional responsibilities
or services provided shall be fully and accurately described, setting forth
the specific start and end dates for any additional responsibilities or
services to be performed by the Employee.
a. The Additional Compensation should be paid over the time period
in which the additional responsibilities are being performed.
b. A one-time payment may be appropriate in circumstances where
additional responsibilities performed are not considered earned
until the additional responsibilities have been completed.
c. The Additional Compensation request must include the
appropriate earnings category.
2. Additional Compensation may be paid to an Employee who is temporarily
assigned responsibilities due to staff vacancies, and:
a. The vacant position duties require a higher-level responsibility and
compensation than the Employee’s primary job responsibility.
b. Requests submitted under this policy section should be submitted
well in advance of the time for performing the additional
responsibilities or services.
c. The additional responsibilities are in addition to all or part of the
Employee’s primary job responsibilities.
3. The University may pay Additional Compensation from externally funded
contracts and awards as allowed.
a. Any proposed payment from Federal or State awards must be
reviewed and approved by the Office of Research, Post Award team
for compliance, prior to the Additional Compensation approval.
The Office of Research-Post Award Team must review and approve
requests for payment from Federal or State awards, and prior to
the Additional Compensation approval.
B. Additional Compensation will not be paid when:
1. The additional responsibilities for an exempt Employee are performed as
part of the scope of their current job do not require a substantial increase
in workload, and/or are not in addition to the job duties already assigned
to the Employee.
2. The Employee is classified as non-exempt.

3. The additional assignments/responsibilities are accomplished during the
course of the typical workday and/or workload, including teaching and
course/program development, and University committee responsibilities.
4. An employee is receiving Research Release Time from teaching/academic
responsibilities.
5. An Employee is performing responsibilities which are ongoing and would
typically be performed by the position which is held by the Employee
should be included in the Employee’s base salary or pay rate with funding
coded appropriately, not paid as Additional Compensation.

VI.Applicable Laws And Additional Resources
A. Fair Labor Standards Act (FLSA) and interpreting regulations and guidance.

3.27 / Emeritus Status
Effective: January 01, 2005 I Revised: June 04, 2019

I.Purpose
The purpose of this policy is to set forth Wichita State University (“University”) guidelines
with regards to awarding emeritus status.

II.Policy
Emeritus status is an honorary designation conferred upon retirees in recognition of their
contributions and accomplishments over their years of service to the University. To be
eligible for emeritus status, the employee must be at least 55 years of age and have a
minimum of ten (10) continuous years of distinguished service.

III.Definitions




Reporting Relationship: A relationship, direct or indirect, in which one Employee
reports to, has influence or decision-making authority over, or has the perception
of influence or decision-making authority over, another Employee. This
relationship may include, but is not limited to, influence or decision-making
authority (perceived or otherwise) of salary decisions, performance management,
employment, evaluating, or otherwise assessing employment performance.
Senior Leader: For purposes of this policy, Senior Leader includes individuals at
the University who have Employees reporting to them, are in a position at the
Director/Department Chair level and above, and are in the chain of command of
the Employee.

IV.Procedure
A. Emeritus status recognizes meritorious service to the University by a retiring
faculty member and other administrators. Factors to be considered in the
evaluation and determination of meritorious service are contributions in the areas
of teaching, scholarly activity, service or leadership. Exceptions to these criteria
may be authorized and approved by the President.
B. Written recommendations for the designation of emeritus status can be initiated
by the employee’s department or a Senior Leader and provided to the respective
employee’s Vice President. Upon review from the Senior Leader(s) within the
employee’s Reporting Relationship and concurrence by the appropriate Vice
President, recommendations are forwarded to the President for final review and
determination.

C. There is no salary or emolument associated with the designation of emeritus
status.

3.29 / Search Waivers
Effective: February 01, 2008 I Revised: March 25, 2016

I.Purpose
The purpose of this statement is to set forth University policy on how a hiring decision
can appropriately be made without having a search process.

II.Preamble
The primary focus and purpose of a search process is to employ persons whose
qualifications enhance the University's commitment to academic excellence, while
providing equal opportunity and taking affirmative steps toward employing a workforce
which is representative of the available labor supply. While recognizing that an open and
competitive search process is the preferred methodology to recruit faculty and staff, it is
recognized that there are situations where a hiring decision can be appropriately made
without a formal search process when the candidate meets the minimum requirements
established for the position.

III.Policy
A. An individual may be hired without a formal search process if the individual, or the
position the individual is to assume, was provided for and/or referenced in a grant
application or contract proposal that has been approved and funded.
B. An individual may be hired without a formal search process if the position is
funded by a grant or contract and the employment relationship is anticipated to
be no longer than eighteen (18) months in duration.
C. An individual may be hired without a formal search process if the individual has
been previously employed by the University as a student employee or a research
assistant for a minimum of eighteen (18) months prior to the proposed hire.
D. An individual may be hired without a formal search process if the position is a
Visiting Professor or Visiting Scholar position anticipated to be no longer than
three (3) years in duration.
E. An individual may be hired without a formal search process if the individual has
previously been employed in private business or industry or in a governmental
position, and possesses unique qualifications, experiences, talents and skills that
would benefit current or prospective University students.
F. An individual may be hired without a formal search process if the individual meets
the minimum requirements for the position and helps the University meet its goal
of a diverse workforce. This applies to those who fall within job groups with goals
targeted by the Affirmative Action Plan including individuals with disabilities,

veterans, minorities and females. Job groups not targeted by the Affirmative
Action Plan will be considered under appropriate circumstances. An interview
process is necessary to ensure the candidate meets the job qualifications and is
committed to WSU’s goals.
G. Any request for a search waiver must be submitted to the Institutional Equity and
Compliance Director or designee and the Director of Human Resources for review
and comment prior to a final decision being made by the responsible vice
president or the President of the University.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.

3.30 / Exempt and Non-Exempt Employees
Effective: July 14, 2008 I Revised: February 09, 2020

I.Purpose
The purpose of this statement is to set forth University policy with regard to
determinations made regarding University compliance with the Fair Labor Standards Act.

II.Preamble
The Fair Labor Standards Act was enacted by Congress in 1938. It requires that certain
types of employees [those who are non-exempt from application of the law] be paid a
minimum wage and an overtime wage of one and one-half times the employee's regular
rate for all hours worked in excess of forty in any workweek. The Fair Labor Standards Act
exempts certain classifications of employees [those who are exempt from application of
the law] from its minimum wage and overtime provisions and these employees generally
work whatever hours each week are required to perform their duties and responsibilities
without consideration for overtime pay or time off.

III.Policy
A. The determination of what positions are exempt and non-exempt from
application of the Fair Labor Standards Act (FLSA) is to be made by the University's
Office of Human Resources.
B. Positions will be reviewed annually by the Director of Human Resources, or the
Director's designee, to assure compliance with FLSA guidelines. The Director or
designee will also request selected positions for review, and after consultation
with the appropriate Vice President, update or revise the FLSA status as required.
C. Advance review by the Office of Human Resources to determine FLSA status is
required with regard to the creation and/or establishment of any new position at
the University.
D. The Office of Human Resources shall also review any proposed changes made to
the duties and responsibilities of a previously existing position to determine the
FLSA status of the revised position.
E. Before a vacant position can be advertised, the hiring department must provide
an updated position description to the Office of Human Resources for an FLSA
review and determination.
F. Any questions or concerns about the determinations made by the Office of Human
Resources regarding the FLSA status of a position shall be reviewed with the
University's Vice President for Finance and Administration.

G. Unless overtime pay is approved, in advance, by their Budget Officer, employees
who are not exempt from the FLSA shall receive compensatory time off at the rate
of one-and-one-half hours for each hour worked over 40 hours in any workweek.
For the purpose of this act, the University's workweek begins at 12:01 a.m. Sunday
and ends at midnight the following Saturday. Compensatory time off shall not
exceed a total of 60 hours at any point in time and should be used in a reasonable
period of time, generally within a twelve-month period from when accrued. Any
accrued compensatory time shall be paid to the employee upon termination of
employment. Use of compensatory time should be scheduled with the unit's
budget officer. Hours worked in excess of eight hours in one day may be used at
straight time within the same regularly scheduled forty-hour workweek. For
example, within the same workweek an employee works eight hours for three
days, ten hours one day and six hours the last day. No compensatory time credit
is established in this example because the hours total 40 hours for that workweek.
Non-exempt employees must complete biweekly an "Exception Reporting" form
which is to be approved by the immediate supervisor then forwarded to the unit's
payroll representative for entry onto the University's timekeeping system on a
biweekly basis.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Vice President for Finance and Administration shall have responsibility for
publication, dissemination and implementation of this University policy.

3.31 / Background Checks for Employment
Effective: August 31, 2008 I Revised: September 19, 2008

I.Purpose
The purpose of this statement is to set forth University policy responsive to Board of
Regents policy (adopted May of 2008) requiring employee background checks on new
hires.

II.Preamble
Regents policy requires that each state university require a criminal background check on
each person hired for a state university position, other than temporary or limited term
employees employed for six months or less or student hourly employees. This statement
is intended as the University's plan for implementing Regents policy.

III.Policy
A. For purposes of this policy, a criminal background check shall include:
1. Criminal history record searches for felony and misdemeanor convictions
at the county and federal levels in every jurisdiction where the candidate
currently resides or has resided. Such searches should cover a minimum of
the last seven years.
2. Sex offender registry searches at the county and federal levels in every
jurisdiction where the candidate currently resides or has resided.
3. Other verifications as required by law for specified positions.
B. As of and after September 1, 2008, a criminal background check must be
conducted prior to the extension of an offer for employment, or as part of an offer
of employment that is made contingent upon a successful criminal background
check, on each person hired for a faculty position, an unclassified professional
position, a university support staff position or a graduate assistantship at Wichita
State University that will continue for a term longer than six months. Criminal
background checks will not be required for positions to be filled by a vendor or
contractor; interns; and unpaid volunteers.
C. All job advertisements from Wichita State University shall refer to the Board of
Regents requirements regarding criminal background checks and advise job
applicants of the necessity of providing a release for the University to perform the
required criminal background check. No criminal background check shall be
performed without prior authorization and a release from the job applicant.
D. A criminal record1 will not automatically disqualify a candidate from employment
with the University. University personnel will review the nature and relevance of
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the candidate's criminal record in relationship to the position offered, as well as
review subsequent employment and conduct to seek to determine if that criminal
history reasonably bears upon the candidate's trustworthiness, or the safety or
well-being of the University's faculty, staff, students, visitors and guests.
Any applicant who is not extended an offer of employment and/or whose
contingent offer of employment is withdrawn as a consequence of the results of
a criminal background check shall be so advised and informed of the determined
relevance of the information received from the criminal background check. The
applicant will be allowed to provide responsive information regarding their
criminal history record, including evidence of rehabilitation, educational
achievements, and the length of time since the last criminal conviction and other
extenuating circumstances or factors of mitigation.
Records gathered as part of a criminal background check shall be maintained in a
secure, confidential location. Information regarding the review will be shared only
with those responsible for or reasonably involved with the hiring decision.
Wichita State University reserves the right to require a criminal background check
that is more extensive than that set forth in paragraph 1 above and/or to require
a criminal background check for positions other than those set forth in paragraph
2 above. In addition, Wichita State University shall implement any additional
requirements imposed by law or contract with regard to certain positions.
Wichita State University shall comply with applicable provisions and requirements
of the Fair Credit Reporting Act and K.S.A. 22-4710, as amended.

A criminal history record does not include an individual's arrest record or any conviction
records that have been sealed by court order.
1

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The General Counsel shall have primary responsibility for publication, dissemination and
implementation of this University policy.

3.32 / Employment of Foreign Nationals
Effective: November 10, 2008 I Revised: May 01, 2012

I.Purpose
This policy is to provide for uniformity in regard to University assistance with applications
for temporary employment status and/or with applications for lawful permanent
residency within the United States.

II.Preamble
The University can be a resource for full-time faculty and administrative staff in acquiring
or, in some instances, maintaining lawful presence in the United States and eligibility to
be employed with Wichita State University. Foreign nationals may lawfully enter the
United States pursuant to a nonimmigrant or immigrant visa issued at a U.S. Consulate or
documentation issued by the U.S. Citizenship and Immigration Services. It is important
that the University have policies in place to seek compliance with all federal immigration
and employment requirements.
This policy is intended to set forth the University's position on assisting employees with
immigration matters and expenses. It is not a complete outline of the immigration process
or the responsibilities of all the various offices of the University during that process. If this
policy is ever in conflict with existing federal immigration law, federal law prevails.
Departments that anticipate foreign national applicants for job openings should consult
with the Office of International Education or the Office of Academic Affairs as soon as
possible. Questions of a legal nature should be referred to the General Counsel's Office.
Early involvement with these offices will ensure that University policies are adhered to,
federal law is complied with, and that timing and other hiring issues are resolved prior to
the start of the individual's employment.

III.Definitions
A. Foreign National
Any person residing in the United States who is not a U.S. citizen, or a permanent
resident or "immigrant" as defined herein.
B. Department of Homeland Security (DHS)

Oversees all functions of the U.S. Citizenship and Immigration Services (USCIS) and
other governmental agencies assigned to administering and protecting U.S.
borders.
C. U.S. Citizenship and Immigration Services (USCIS): Is responsible for the
administration of immigration and naturalization adjudication functions and
establishing immigration policies and priorities.
D. U.S. Department of Labor (DOL)
Provides, through its Office of Foreign Labor Certification, national leadership and
policy guidance to carry out the responsibilities of the Secretary of Labor under
the Immigration and Nationality Act, as amended, concerning foreign nationals
seeking admission to the United States for employment.
E. Immigrant
A foreign national in the United States for an indefinite period as a U.S. lawful
permanent resident, with Lawful Permanent Residency (LPR) status, i.e., “green
card” holder. An immigrant can remain in the United States indefinitely and work
without restriction for any U.S. employer.
F. Nonimmigrant
A foreign national in the United States for a finite period on temporary legal status.
A nonimmigrant can work only for a petitioning employer for the period of time
granted by DHS.
G. Nonimmigrant classifications (as relevant to this policy)
1. F-1: Status accorded to foreign national students admitted to the United
States to study in an approved program.
2. J-1: Status accorded to foreign national exchange visitors including
students, faculty, researchers and scholars eligible to conduct duties as
delineated by their status and program sponsor.
3. H-1B: Status accorded to foreign national specialty occupation
professionals who have been petitioned by an employer for a position that
requires a bachelor degree or its equivalent as a minimum for entry into
that position.
4. TN: Status accorded to a Mexican or Canadian foreign national who has
been petitioned by an employer for a position listed in the North American
Free Trade Agreement.
5. O-1: Status accorded to foreign nationals who have reached the very top
of their field of endeavor and are considered one of the top experts in their
field.
H. PERM Labor Certification application

An application filed with the DOL for labor certification to proceed with application
to USCIS for LPR status on behalf of non-teaching faculty and staff which involves
a process called “Program Electronic Review Management" (PERM) Labor
Certification. Under this method of obtaining a labor certification, the employer
must advertise the employee's position to determine if there are available U.S.
workers who meet the minimum requirements for the position.
I. Optional Special Recruitment
A labor certification application with the DOL filed on behalf of college and
university teaching faculty which has a beneficial standard of evaluation compared
to the regular "Program Electronic Review Management" (PERM) Labor
Certification applications defined herein. Under the Optional Special Recruitment
process, if the foreign national who is a candidate for a teaching position is
the best qualified candidate, the employer can proceed with the Labor
Certification application even if other minimally qualified U.S. workers apply.
J. Visa
Stamp placed in the foreign national's passport that enables the foreign national
to apply for entry into the United States in the status listed on the visa.

IV.Policy
A. The University will not knowingly employ, or continue in employment, individuals
who do not meet the requirements of federal laws pertaining to immigration and
naturalization. Further, all faculty and staff of the University must complete a
Form I-9, Employment Eligibility Verification, in the presence of a designated
representative of the University within three (3) days of commencing employment
pursuant to the Immigration Reform and Control Act of 1986. See Section 3.20 of
the WSU Policies and Procedures Manual.
B. Federal law strictly regulates the employment of foreign nationals in the United
States. The Provost is the designated signatory for applications and petitions to be
filed on behalf of the University with USCIS, DOL, or other immigration-related
government agencies, which are related to the employment of foreign national
faculty, staff, and/or students. These applications or petitions include, but are not
limited to, the following:
1. ETA 9035, Labor Condition Application, submitted to the DOL to support
an H-1B petition;
2. ETA 9089, Labor Certification Application, submitted to the DOL to initiate
the "green card" process on behalf of an employee of the University; and
3. Form I-129, Petition for a Nonimmigrant Worker, submitted to the USCIS.
C. All employment-based applications and petitions relating to requests for LPR
status must be reviewed by the General Counsel's Office before these documents

are submitted to the appropriate government agency. Nonimmigrant applications
and petitions prepared by outside legal counsel when the University is sponsoring
a student, faculty or staff for nonimmigrant status must be reviewed by the Office
of International Education before these documents are submitted to the
appropriate government agency.
D. Services rendered to, and on behalf of, foreign national employees under any
aspect of this policy are at the discretion of the University. No right or entitlement
accrues to any employee by virtue of this policy, or by virtue of having received
any services under this policy.
E. This policy does not relieve the H-1B employee with a temporary nonimmigrant
status of their responsibilities in maintaining their immigration status, or the
status of their dependents, nor does it limit the employee's right to be
represented by legal counsel.
F. Nonimmigrant status for temporary work authorization
Most appointments of foreign national faculty or staff will first require the services
of the Office of International Education. The determination of a prevailing wage
for a position is an initial and integral step in the recruitment process. The hiring
department should contact the Office of International Education for more
information about a prevailing wage determination. Petitions for nonimmigrant
(temporary) employment (H-1B, TN, O-1, J-1) are generally not referred to outside
counsel and will be prepared by the Office of International Education.
G. Immigration petitions for Permanent Residency (Green Card) Status
Foreign nationals appointed to faculty or staff positions, who are without LPR
status, must work with their hiring departments, the Office of Academic Affairs,
and the General Counsel's Office if they wish to pursue permanent residency.
Employment-based petitions for permanent residency status are time-consuming
and complex. Employment-based applications for DOL certification will generally
be referred to outside counsel who have been approved by the General Counsel's
Office.
H. Self-petitioned immigration applications for permanent residency status
The University cannot advise on immigration applications when an employee selfpetitions for LPR status (i.e., National Interest Waivers and Alien of Extraordinary
Ability petitions). The University will not contract with outside counsel to provide
such services for its employees.

V.Procedures
A. General
1. When interviewing candidates for employment, the hiring department
may obtain information concerning immigration status only when first
raised by the applicant, or with narrowly tailored questions. For example,
the interviewer should never specifically request a potential employee's
employment eligibility documents before making an offer of employment
but may make an offer of employment contingent upon work eligibility. It
is generally permissible to ask applicants two questions: “Are you
authorized to work in the U.S. full-time for all employers?” and “Will you
require assistance from the University to obtain legal authorization to
work?”
2. During the course of the hiring process, a foreign national may require
sponsorship to work for the University. If the applicant asks for
sponsorship for an application for permanent residence or temporary
work authorization, he/she has opened the door for a discussion of his/her
status. All job offers shall be made subject to the prospective employee's
authorization to work in the United States.
3. The hiring unit cannot and must not promise LPR status to a foreign
national as the process is complex, lengthy and inherently uncertain.
B. Temporary Work Authorization
1. The Office of International Education will coordinate and handle the
processing of H-1B and/or other temporary employment-related statuses
for foreign nationals seeking permission to work in the United States at the
University. The Office of International Education will initiate the petition
process for H1-B status, upon receiving a request for preparing an H1-B
form authorized by the appropriate dean or department chair, or in the
case of research positions under the Office of Research and Technology
Transfer, the Vice President for Research and Technology Transfer. The
Office of International Education will provide a checklist of items that need
to be compiled and provided by the relevant dean or department head of
the hiring department, or his or her designee. Such items include a data
form which needs to be completed regarding the foreign national and a
copy of the signed offer letter, specifying the terms and conditions of
employment before an application for H1-B or other temporary status may
be submitted.
2. The University is responsible for the Form I-129 filing fee and Fraud
Detection fee associated with the filing of an application for H-1B status or
other temporary employment-related status. The Office of International
Education is responsible for contacting the Office of Academic Affairs to
request checks for payment of such fees. In the case of fees not normally
associated with the particular process, i.e., request for expedited
processing by the USCIS or filing fees for dependent applications, the hiring

department must submit, in writing, to the Office of Academic Affairs a
request for approval, demonstrating the specific business-related
necessity for the request. Documentation approving or denying the
request will be retained in the same manner and for the same duration as
other similar budget requests. Any fees paid by the University under this
section will be paid by the department or employing unit of the University
where the foreign national will be employed.
3. The Office of International Education will prepare temporary work
authorization petitions on behalf of the University, in consultation with the
hiring department. However, if the hire of outside legal counsel is
necessary to prepare the labor condition application and petition for H-1B
status, such hire must be authorized by the Office of Academic Affairs. The
General Counsel's Office must approve any fee agreement between the
University and outside legal counsel.
4. In cases where the foreign national has enlisted his or her own counsel for
assistance in petitioning for any temporary status, the University will not
pay any legal fees or expenses associated with such filing.
C. U.S. Lawful Permanent Residency
1. A "Request for Assistance with Employment-based Petitions for U.S. Lawful
Permanent Residence" form must be completed and submitted by a
department or hiring unit to the Office of Academic Affairs for approval. If
approved, the General Counsel's Office will serve as a liaison with outside
legal counsel during the LPR process.
2. To receive University sponsorship for an employment-based petition for
permanent residency, the foreign national employee must meet the
eligibility requirements of this policy in either Section IV.C.7 or IV.C.8.
3. The Office of Academic Affairs must authorize the hiring of outside legal
counsel for assistance in employment-related immigration petitions where
the University is sponsoring the application or when financial support is
provided by the University prior to the retention of such counsel. The
General Counsel's Office must review and approve any fee agreement
between the University and outside legal counsel, and should be consulted
if legal questions arise during the process. The University is legally
responsible for the payment of legal fees and expenses relating to the ETA
9089, Labor Certification process with the DOL, but is not responsible for
other legal fees or expenses, such as the filing fees in connection with the
I-140 or I-485 petitions with the USCIS. The University is not responsible
for legal fees when the employee elects to retain separate counsel.
a. If a department voluntarily chooses to pay the legal fees, expenses
or filing fees associated with the I-140 or I-485 petitions, such
payment must be recommended by the relevant dean or
department head and approved by the Office of Academic Affairs.
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b. In the case of fees not normally associated with the particular
process i.e., request for expedited processing by the USCIS or filing
fees for dependent applications, the particular department must
submit a written request for approval demonstrating the specific
business-related necessity for the request to the Office of
Academic Affairs. Documentation approving or denying the
request will be retained in the same manner and for the same
duration as other similar budget requests.
c. Any immigration-related expenses paid by the University must be
approved by the department head and the Office of Academic
Affairs prior to the expense being incurred. Approval of expenses
after-the-fact will be reviewed only in rare circumstances and
approved on a case-by-case basis.
d. Any fees paid by the University under this section will be paid by
the department or employing unit of the University where the
foreign national employee will be employed.
The Provost is the designated University signatory for all outside attorney
representations, i.e., G-28 which enables designated legal counsel to
represent the University in support of an institutional immigration
petition.
The General Counsel's Office must review and the Provost must sign DOL
applications for certification and the immigration petition(s) before such
petitions or applications are submitted to federal authorities.
Self-petitions that do not require University signature (i.e., National
Interest Waiver and Alien of Extraordinary Ability petitions) may be
pursued with privately retained counsel, but the University is not
responsible for any fees or expenses associated with such petitions.
Teaching Faculty
a. Upon request by a foreign national employee, the relevant dean
must approve employment-based permanent residency requests
by submitting the “Request for Assistance with Employment-based
Petitions for U.S. Lawful Permanent Residence” (form provided by
the Office of Academic Affairs) to the Office of Academic Affairs for
approval. If sponsorship is approved, the Office of Academic Affairs
will provide a copy of the form to the Office of International
Education and to the General Counsel's Office. Once approved by
the Office of Academic Affairs, the employee may be referred to an
outside attorney approved by the General Counsel for assistance
with initiating the process for obtaining permanent residency on
behalf of the foreign national employee.
b. If the foreign national faculty member is not tenured, the hiring
department must be able to confirm that the faculty is on tenuretrack or the employment is for an “indefinite duration” as defined

by DHS (see subsection (c)(iii) below). The Office of Academic
Affairs will review these requests on a case-by-case basis and will
return the form as approved or not approved to the relevant dean
and, if approved, a copy to the Office of International Education.
The foreign national faculty member's ability to apply for
permanent residency is not an indication or determination of the
faculty member's eligibility or qualification for tenure at the
University. See Section 4.10 of this manual.
c. The following are minimum requirements for consideration of
University sponsorship for LPR status:
i.The position must be full-time.
ii.The position must meet the DHS's definition of permanent. A
permanent position is one that is tenured, tenure-track or does not
have a definite termination point defined either by date or
completion of a project or assignment, is not seasonal or
intermittent, and is not presently intended or contemplated by the
employer to have some specified end date in the future.
iii.To qualify for Optional Special Recruitment or “special handling” as
a teaching position, the position must include classroom teaching
which includes a registered course number at the University and
the employee must be listed as the instructor of record.
(A) Optional Special Recruitment is the preferred method for
obtaining permanent residency for teaching faculty. Optional
special recruitment requires that the position be advertised in a
national print journal or publication. The U.S. Department of Labor
also accepts electronic or web-based national professional journal
advertisements, which must be posted for at least 30 calendar days
on the journal's website. Documentation of the placement of an
advertisement in an electronic or web-based national professional
journal must include evidence of the start and end dates of the ad
placement
and
the
text
of
the
advertisement.
(B) To apply under the Optional Special Recruitment rules, the date
of the original offer letter from the Office of Academic Affairs
should be within the previous 15 months to complete the required
verification process in time to meet federal requirements. The
application with the DOL must be filed within 18 months of the
decision to hire the individual in order to qualify for special
handling.

d. Departments are strongly encouraged to set up a preliminary
informational meeting with the General Counsel's Office to discuss
this policy, review the basic requirements for permanent residency,
and assess the employee's eligibility for institutional support. The
timing guideline immediately above for teaching positions must be
followed.
e. The General Counsel's Office will be the liaison between the hiring
department and outside counsel for all labor certifications for
teaching positions that meet the DOL's criteria for special handling.
To meet the criteria for special handling, the employee's formal job
responsibilities must include serving as the instructor of record and
the teaching of an official university course or courses. Other
academic appointee positions must follow the guidelines for nonteaching positions, set forth in Subsection IV.C.8 below.
f. Applications for faculty and researchers who meet the criteria for
“Outstanding Researcher or Professor” as defined by the DHS will
be reviewed by the General Counsel's Office. Faculty or staff
seeking to apply for permanent residency under this category will
need to obtain outside legal counsel. To qualify, scholars must
document that they are recognized internationally as outstanding
in a specific academic area and have at least three years of
experience in teaching or a permanent research position.
g. The hiring department will be responsible for all fees required to
be paid by the employer under federal law and regulations,
including legal fees for an outside legal counsel who is retained to
represent the University as the employer and the beneficiary jointly
through the DOL PERM process, where applicable. The hiring
department may pay the costs and expenses associated with the
filing of the Form I-140 and the Form I-485 upon approval of the
Office of Academic Affairs pursuant to Section IV.C.3.a.
8. Staff And Non-Teaching Faculty
a. Upon request by a foreign national employee, the relevant dean or
department head must approve University sponsorship of
employment-based permanent residency by submitting the form
“Request for Assistance with Employment-based Petitions for U.S.
Lawful Permanent Residence” (form provided by the Office of
Academic Affairs) to the Office of Academic Affairs for approval. If
sponsorship is approved, the Office of Academic Affairs will provide
a copy of the form to the Office of International Education and to
the General Counsel's Office. Once approved by the Office of
Academic Affairs, the employee may be referred to an outside
attorney approved by the General Counsel's Office for assistance
with initiating the process for obtaining LPR status.

b. The following are minimum requirements for consideration of
University sponsorship for permanent residency:
i.Generally, staff or non-teaching faculty members must be
employed for at least two years before the University will consider
a request for initiating the process to obtain permanent residency.
ii.The position must be full-time.
iii.The position must meet the DHS's definition of permanent. A
permanent position is defined as one that does not have a definite
termination point defined either by date or the completion of a
project or assignment, is not seasonal or intermittent, and is not
presently intended or contemplated by the employer to have a
specified end date in the future.
iv.The foreign national must have been working at the University in a
professional position in the sponsoring unit for a minimum of 12
consecutive months prior to the time of submitting the "Request
for Assistance with Employment-based Petitions for U.S. Lawful
Permanent Residence" to the Office of Academic Affairs.
v.The University must have at least 36 months of expected future
funding for the position held by the employee, as verified by the
relevant department head. Grant-funded positions in which a
three-year funding projection is not possible can still move forward
if the department provides a statement of intent to fund the
foreign national employee from grant funds, projected grant funds,
or other funds available to the department.
vi.In some cases, foreign national employees may, because of timing
or other immigration-related issues, require a determination
before the required period of employment in subsection 8(b)(i) has
ended. If the department approves a request for permanent
residency sponsorship before the required employment period has
ended, the department head must recommend to the Office of
Academic Affairs that such sponsorship should be initiated on
behalf of the foreign national employee and provide a definitive
statement as to why the normal procedures cannot be followed in
this instance. The Office of Academic Affairs will review requests
on a case-by-case basis.
c. Departments are strongly encouraged to set up a preliminary
informational meeting with the General Counsel's Office to discuss
this policy, review the basic requirements for permanent residency
eligibility, and assess the employee's eligibility for institutional
support. The timing guidelines immediately above for staff and
non-teaching positions must be followed.

d. After preliminary review of eligibility for institutional support, all
non-teaching academic and professional staff requests may be
referred to legal counsel who have been approved by the General
Counsel's Office.
e. Employer-related portions of the permanent residency process
include Form ETA 9089, Application for Alien Employment
Certification (where appropriate), and Form I-140, Immigrant
Petition for Alien Worker. Employer-related portions do
not include Form I-485, Application to Adjust Status, or Form DS230, Application for Immigrant Visa. Upon approval of Form I-140
by the USCIS, the foreign national employee is responsible for filing
Form I-485 or Form DS-230 with the appropriate government
agency and within the appropriate time frame.
f. In the event that the University enlists counsel to handle and/or
assist with the filing of Form ETA 9089 and/or I-140, the University
will be responsible for the attorney's legal fees and expenses
associated with the preparation and filing of the foreign national
employee's application only with regard to the Form ETA 9089. The
University will not pay any expenses or fees associated with the
preparation and filing of Form I-140 and “green card” application
through Form I-485 or Form DS-230 on behalf of a foreign national
employee and/or the foreign national employee's family members
unless approved in accordance with Section IV.C.3.a above.
g. The General Counsel's Office will not provide legal advice to the
foreign national. The University will not advise the foreign national
regarding the completion of Form I-485 or Form DS-230 or their
submission to the appropriate office. The University will not advise
the foreign national with regard to immigration issues concerning
family members of the applicant and/or employee.

VI.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Provost shall have primary responsibility for publication, dissemination and
implementation of this University policy.

3.33 / Eschewing Campus/Workplace Violence
Effective: February 13, 2009 I Revised: January 18, 2011

I.Purpose
The purpose of this statement is to set forth University policy with regard to the
prevention, deterrence and response to workplace and campus violence.

II.Preamble
It is recognized that it is important that the University have a comprehensive policy
statement, in supplementation of the State of Kansas Workplace Violence Policy that is
consistent with best practices in campus violence prevention.

III.Policy
A. Wichita State University emphatically supports a violence-free workplace and
campus.
B. The University is committed to taking all reasonable steps necessary to seek to
avoid and prevent acts of violence and deter acts of violence on campus, and to
be prepared to respond to acts of violence that may occur on campus, in spite of
all such efforts.
C. Immediate threats or situations of immediate concern should always be directed
to the University Police Department or local, state or federal law enforcement
authorities.
D. Faculty and staff who want to report concerns about their personal safety, the
personal safety of a co-worker or any concern about a possible act of violence on
campus should notify their supervisor, the Dean of their College, the Office of
Human Resources, the Office of Academic Affairs, the University Behavior
Intervention Team, the University's General Counsel, the University Police
Department or local, state or federal law enforcement authorities.
E. Students who want to report concerns about their personal safety, the personal
safety of a fellow student or any concern about a possible act of violence on
campus should notify a faculty member, the Chair of their Department, the Dean
of their College, a member of the Residence Life Staff, the Director of Student
Conduct and Community Standards, the University Behavior Intervention Team,
the International Students Office, the Office of Student Engagement, the Office of
Academic Affairs, the University's General Counsel, the University Police
Department or local, state or federal law enforcement authorities.

F. The University is committed to identify, investigate, assess, manage and attempt
to resolve identified concerns and/or to prevent and avoid any workplace and
campus violence, to the extent reasonably and practicably possible.
G. Individuals are encouraged to report any concerns about violence or the
possibility of violence on campus and no retaliatory actions shall be taken against
those who report a concern in good faith and/or who cooperate with an
investigation about any such report.
H. All reports and any follow-up investigations deemed necessary and appropriate
will be confidential to the extent permitted by applicable state and federal laws
and to the extent consistent with a fair, comprehensive and thorough
investigation and follow-up.
I. The filing of false reports or information is prohibited and any person who
knowingly or carelessly submits a false report will be subject to discipline, up to
and including suspension or expulsion from the University and/or termination of
employment, subject to all applicable University policies.
J. The University will, as appropriate, consider declaration of a crisis situation,
thereby activating all crisis response mechanisms provided for by University policy
and the University's Emergency Operations Plan until such time as an end of the
crisis is formally declared and announced. As a part of the crisis response, the
University will identify resources and services that are available to help recover
from crisis situations.
K. The University will provide and make available annual training to students, faculty
and staff on procedures for identifying, reporting and addressing concerns of
violence, said training to address and cover the following topics:
1. Applicable University policies
2. Identifying potentially violent or threatening situations
3. Defusing volatile or threatening situations
4. Reporting emergent concerns
5. Where and how to report developing concerns
6. Responsibility for cooperating with investigations
7. Processes used to investigate and address concerns
8. Support services to assist with recovery from a crisis involving violence
(Note: Because this policy applies directly to students and employees at Wichita State
University, Eschewing Campus/Workplace Violence has also been included in Chapter 8,
Student Policies and Procedures, at Section 8.18.)

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.

The General Counsel and the Vice President for Finance and Administration shall share
responsibility for publication, dissemination and implementation of this University policy.

3.34 / Family and Medical Leave Act
Effective: August 01, 2009 I Revised: November 04, 2010

I.Purpose
The purpose of this policy is to provide guidance and assistance regarding implementation
of the Family and Medical Leave Act of 1993 (FMLA), as amended.

II.Preamble
The FMLA provides eligible employees with job-protected leave for certain qualifying
events or circumstances. Those events or circumstances may involve the employee's own
health event or circumstance, or may involve the health needs of the employee's family
member. Additionally, the FMLA may provide eligible employees with job-protected leave
for certain exigencies related to military service or the health needs of a covered member
of the Armed Forces.

III.Definitions
A. Child
Biological, adopted, foster, or stepchild or legal ward, or child of a person standing
"in loco parentis" by providing day-to-day care and financial support, where the
child is under age 18, or age 18 or older and incapable of self care because of a
mental or physical disability.
B. Continuing Treatment by a Health Care Provider
Continuing Treatment by a Health Care Provider means any one of the following:
1. A period of incapacity of more than three consecutive full calendar days,
and any subsequent treatment or period of incapacity relating to the same
condition that also involves either treatment two or more times within 30
days, or treatment by a health care provider on at least one occasion,
which results in a regimen of continuing treatment under the supervision
of the health care provider.
2. Any period of incapacity due to pregnancy or prenatal care.
3. Any period of incapacity or treatment for such incapacity due to a chronic
serious health condition. A chronic serious health condition is one which
requires periodic visits (i.e., at least twice per year) for treatment by a

health care provider, which continues over an extended period of time,
and may cause episodic rather than a continuing period of incapacity.
4. Permanent or long-term conditions.
5. Conditions requiring multiple treatments.
C. Covered Active Duty
Means duty of a Covered Service Member during deployment to a foreign country.
This term, as applied to members of the reserve component of the Armed
Services, shall mean covered active duty as defined by federal law.
D. Covered Service Member
Means a member of the Armed Forces, including a member of the National Guard
or Reserves, who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status, or is otherwise on the temporary disability retired
list, for a serious injury or illness, or a veteran who is undergoing medical
treatment, recuperation, or therapy for a serious injury or illness and who was a
member of the Armed Forces (including a member of the National Guard or
Reserves) at any time during the period of 5 years preceding the date on which
the veteran undergoes that medical treatment, recuperation, or therapy.
E. Incapacity
Inability to work, attend school, or perform other regular daily activities due to
the serious health condition, treatment for such condition, or recovery from such
condition.
F. Inpatient Care
An overnight stay in a hospital, hospice, or residential medical care or any
subsequent treatment in connection with the inpatient care.
G. Next of Kin
The nearest blood relative other than the Covered Service Member's spouse,
parent, son or daughter, in the following order of priority: blood relatives who
have been granted legal custody of the Service Member by court decree or
statutory provisions, brothers and sisters, grandparents, aunts and uncles, and
first cousins, unless the covered Service Member has specifically designated in
writing another blood relative as his or her nearest blood relative for purposes of
military caregiver leave under the FMLA.

H. Parent
A biological, adoptive, step or foster parent, or other person who stood "in loco
parentis" to a child by providing day-to-day care and financial support. In-laws are
not covered by this policy.
I. Qualifying Exigencies
Relate to the active or impending duty of Covered Service Member, including
attending certain military events, arranging or providing for alternative child care
or school, addressing certain financial and legal arrangements, addressing issues
arising from short-term deployment, attending certain counseling sessions, and
attending post-deployment reintegration briefings.
J. Spouse
A legal spouse or a common law spouse.
K. Serious Health Condition
An illness, injury, impairment, or physical or mental condition that involves
Inpatient Care (definition E above) or Continuing Treatment by a Health Care
Provider (definition B above).
L. Treatment
Includes (but is not limited to) examinations to determine if a serious health
condition exists and evaluations of the condition. Treatment does not include
routine physical examinations, eye examinations, dental examinations, over-thecounter drugs, or bed rest.
M. Service Member
For purposes of this policy, a Service Member is a Covered Service Member as
defined above.

IV.Policy
The FMLA requires employers to provide 12 weeks of unpaid leave to eligible employees
for qualifying family and medical reasons, i.e., birth or adoption of a child or relating to a
serious health condition, or for certain exigencies for Covered Service Members, or up to
26 weeks to care for a covered current Service Member who has a serious injury or illness
incurred in the line of duty.

Leave taken pursuant to the FMLA may be taken in continuous full-time periods or may
include a reduced or intermittent schedule when medically necessary, or for a qualifying
exigency due to a call to active duty. When intermittent or reduced schedule leave is
needed to care for an immediate family member or for the employee's own illness and is
for planned medical treatment, the employee must consult with the employee's
supervisor and make a reasonable effort to schedule treatment so as not to unduly disrupt
the business of the employee's department or unit.
A. Employee Eligibility
An employee is eligible for FMLA leave if he or she has:
1. Been employed by the University or the State of Kansas for 12 months, and
2. Worked at least 1,250 hours during the 12 months prior to the start of
FMLA leave.
For purposes of this policy, full-time employment is considered to be 2,080 hours
per year. An employee returning from fulfilling his or her National Guard or
Reserve military obligation will be credited with the hours of work that would have
been performed during the period of military service.
B. Reasons for Leave
The FMLA allows eligible employees to take leave for the following qualifying
events or circumstances:
1. Family Leave
An employee may take family leave for the following events or
circumstances:
a. Birth and care of a child during the first year.
b. Adoption or foster placement of a child and care during first year.
c. Care for an employee's spouse, child, or parent with a diagnosed
serious health condition.
Amount of Leave: Employees taking family leave may take up to twelve
(12) weeks of family leave during a 12-month period.
Leave for birth, adoption of a child, or placement of a foster child must be
taken in one single period and must be taken within one year of the birth
or placement of the child. If both parents work for WSU and request leave
for birth or placement of a child, care of that child in the first year, or care
for a parent with a serious health condition, the 12-week leave period for

both employees is combined. Parents do not each have 12 weeks of FMLA
available for those situations.
2. Medical Leave
An employee may take leave for his or her own diagnosed Serious Health
Condition.
Amount of Leave: Employees taking medical leave for their own Serious
Health Condition may take up to twelve (12) weeks of medical leave during
a 12-month period.
3. Service Member Leave
a. Exigency - Employees with a spouse, son, daughter, or parent who
is on Covered Active Duty, or who has been notified of an
impending call or order to Covered Active Duty, may use leave to
address certain Qualifying Exigencies relating to such covered
active duty.
An employee whose family member is on active duty or called to active
duty as a member of the Regular Armed Forces is not eligible to take
leave because of Qualifying Exigencies.
Amount of Leave: An employee may take up to twelve (12) weeks of
medical leave during a 12-month period.
b. Injury or Illness - Employees may also take leave to care for a
Covered Service Member who has a serious injury or illness
incurred in the line of duty that may render the Service Member
medically unfit to perform his or her own duties and for which the
Service Member is undergoing medical treatment, recuperation, or
therapy; or is an outpatient status; or is on the temporary disability
retired list.
In order to care for the Covered Service Member the employee must
be the spouse, son, daughter, parent or Next of Kin of the Service
Member.
Amount of Leave: An employee may take up to twenty-six (26) weeks
of leave per Service Member or per injury/illness during a 12-month
period, beginning on the first day of leave.

V.Procedures
A. Notice and Documentation
1. Notice - When the need for leave is foreseeable, the employee must notify
the Office of Human Resources (OHR) within 30 days of the anticipated
date of leave. When the need for leave is not foreseeable, the employee
must notify OHR as soon as practicable. An employee requesting leave
must provide enough information for the requested leave so as to allow
the University to determine whether the leave qualifies under FMLA.
2. Information to be provided - The employee must provide to OHR complete
and sufficient medical or military documentation in support of a request
for FMLA leave. Failure to provide such documentation may result in the
denial or delay of FMLA. The University may seek a second or third opinion
of medical documentation, and may also request reasonable updates of
supporting documentation. The employee may also be required to provide
documentation of the familial relationship to support Service Member
leave.
3. Notification of eligibility - The University will notify the employee in writing
if the employee is eligible for FMLA and, if so, whether the requested leave
will be counted as FMLA leave, or if it is determined that the leave is not
FMLA-protected. In certain circumstances the University may designate an
absence as FMLA even if the employee did not request FMLA. The
University may not retroactively designate an absence as FMLA unless the
reasons for the absence were not known to the University at the time leave
began.
4. An employee taking FMLA leave must comply with their department's
established call-in procedures appropriate for the situation. When calling
in, employees must also inform their department if the requested leave or
absence is for a reason for which FMLA was previously taken or certified.
5. An employee on leave for his or her own medical condition must present
a medical release to return to work, including medical certification that the
employee is able to perform the essential functions of the position. Failure
to submit a sufficient and complete release may delay the employee's
return to work.
6. Employees are encouraged to review their rights and responsibilities
under the FMLA
at http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf
B. Paid versus Unpaid Leave
1. FMLA does not provide for paid leave. However, employees may be paid
during a FMLA covered absence(s) in accordance with applicable
University policy and memorandums of understanding.
2. Employees eligible for FMLA will be required to use accumulated leave
concurrently with FMLA. Leave benefits may be sick leave (and/or shared
leave) and/or vacation leave. Sick leave (including that acquired under the

shared leave policy), compensatory leave and vacation leave must all be
exhausted before the employee will be placed on unpaid leave (leave
without pay).
C. Continuation of Insurance Benefits During Unpaid Leave
1. During approved leave, paid or unpaid, the University will continue to pay
the employer's share of the employee's medical and dental insurance
plan(s). If the employee is responsible for a share of the premium(s)
through payroll deduction, the employee must continue to pay his or her
share during any unpaid leave.
2. Life insurance, long-term disability and waiver of annuity contribution
benefit may be continued at employee expense under the leave without
pay rules. If leave is due to an employee's illness, life insurance, long-term
disability and waiver of annuity contribution benefit coverage may be
continued through the policy provisions. Contributions to KPERS and the
Board of Regents Mandatory Retirement Plan cannot continue during a
period of unpaid FMLA or other form of unpaid leave.
D. Return to Employment After FMLA Leave
1. At the end of FMLA leave, an employee must be restored to the job he or
she left or one with equivalent benefits, pay and "other terms and
conditions of employment."
2. The FMLA contemplates that there may be situations when an employee
cannot return to employment during or after leave. Termination of
employment may occur, for example, while an employee is on leave if
there is a layoff or reduction in force, or cause that would otherwise
support dismissal, if the employee's job would have been lost if he or she
was actively working. Similarly, termination of employment may occur if
the employee is unable to perform one or more of the essential functions
of the position, with or without reasonable accommodation, after the
leave is over.

VI.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Vice President for Finance and Administration shall have primary responsibility for
publication, dissemination and implementation of this University policy.

3.35 / Independent Contractor
Effective: July 01, 1997 I Revised: November 26, 2019

I.Initiating Authority
Human Resources

II.Purpose
The purpose of this policy is to provide guidance for who qualifies as an independent
contractor and a procedure for contracting with them at Wichita State University
(University).

III.Policy Statement
This policy applies to anyone intending to contract for supplemental services to be paid
for by the University regardless of the source of funds. Any department or unit of the
University intending to engage a service provider as an independent contractor must
follow University approval and contracting procedures as set forth in this policy prior to
the start of any work or performance of services.
Individuals currently employed by the University or any other State of Kansas agency may
not provide services to the University as an independent contractor without prior
approval, in accordance with this policy.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:






Contracts Department – Departments who are responsible for the management
of contracts, vendors, and partners of the University. This includes the Office of
Research and Technology Transfer (ORTT), National Institute of Aviation Research
(NIAR) Contracts, and the Office of the General Counsel.
Employee – An individual who provides services to the University on a regular
basis in exchange for compensation and receives a W-2 for such services. This
includes temporary and part-time Employees.
Leadership – University Department Chairs, Directors, Deans or any other
individual designated by the University with authority to purchase third party
services.

V.Administrative Procedure
A. Leadership identifies potential need to contract for third party services, regardless
of the monetary level.
B. Leadership communicates the potential need for services by a third party to the
appropriate Contracts Department as set forth below:
1. For contracts that will be funded from any funds managed by ORTT,
contact: Office of Research and Technology Transfer (ORTT) Pre-Award
Contracts Department proposals@wichita.edu
2. For contracts that will be funded from funds designated as a NIAR fund,
contact: NIAR Contracts Department, contracts@niar.wichita.edu
3. For all other contracts, contact the Office of the General
Counsel, gc.contracts@wichita.edu
C. The appropriate Contracts Department works with the requesting department or
unit to ensure the proper approvals have been obtained and to finalize the
appropriate contract for services.
D. If, at any time during this process the Leadership or the Contracts Department
determines the services being provided do not qualify for independent contractor
and should be fulfilled by an existing or future Employee, the Leadership shall then
partner with Human Resources to open an Employee position or otherwise assign
the services to an existing Employee.
E. University guidance regarding classifying an individual as an Employee or an
independent contractor can be found on the webpage of Human Resources.

VI.Applicable Laws And Additional Resources
0. US Department of Labor: Wage and Hour Division: Fact Sheet 13
1. 20-P-015 Implementation of Daily Process to Identify SMART AP Vouchers for
Current Employees

3.36 / Copyright
Effective: July 01, 1997 I Revised: July 17, 2019

IV.Purpose
To state University policy relative to the use of copyrighted materials by faculty and staff
of the University.

V.Preamble
The federal copyright law (Title 17, United States Code, Section 101, et seq.) protects
creative works. It is appropriate, and required, that all members of the Wichita State
University community, including faculty, staff, students and volunteers respect the
proprietary rights of owners of copyrights and refrain from actions that constitute an
infringement of copyright or other proprietary rights.

VI.Policy
A. All faculty and staff are expected to comply with the federal copyright law and
obtain permission for use unless the use can fairly and reasonably be interpreted
as "fair use." Faculty, staff and employees are expected to review this policy and
request further information and resources as needed that may be utilized for
purposes of determining compliance with the federal copyright law.
B. Copyright Guidelines have been prepared by the General Counsel's Office to assist
members of the WSU community in complying with federal copyright law and to
enable individuals to distinguish between permitted and prohibited uses of
copyrighted materials. Members of the WSU community are expected to
familiarize themselves with these guidelines and to fully comply with their
requirements.
C. Faculty members and staff who willfully disregard this Copyright Policy place
themselves individually at risk of legal action. In such cases, the University may
refuse to defend the employee named in any litigation and personal liability may
be incurred by the employee.
D. The University copy center located in Shocker Printing is available for copying
services. All material to be copied by Shocker Printing must be reviewed by the
faculty or staff member requesting copy services for copyright implications and
the faculty or staff member must sign the Customer Statement of the Duplication
of Copyrighted Written Works which is provided here and in the Shocker Printing
office. Material may be presented for copying only where copying of the material
can fairly and reasonably be considered fair use or where there is a University
license to copy the material or where there is permission to copy, which shall be
clearly set forth on the material to be copied.

E. The General Counsel's Office is available for further guidance on specific questions
regarding the application of the federal copyright law to specific factual scenarios.
F. Possible Penalties for Violating WSU Copyright Policies or Copyright Law
Wichita State University prohibits the unauthorized distribution of copyrighted
materials, including the use of peer-to-peer (P2P) networks. Members of the
University community who use these networks to share copyrighted media files
are subject to appropriate disciplinary action or sanction ranging from loss of
access to the relevant University services or property (including computing
privileges) to dismissal or removal from the University as determined by applicable
employment or student disciplinary policies. In addition, unauthorized
distribution of copyrighted material, including peer-to-peer file sharing, may
subject a student or employee to serious civil and criminal liabilities (e.g., 17 U.S.C.
504, et seq.). Some of these liabilities include, but are not limited to the following:
1. Civil penalties of actual damages suffered by the copyright owner from the
infringement; or
2. Civil penalties of statutory damages of up to $30,000.
3. Civil penalties for willful infringement of up to $150,000, and
4. Criminal penalties for willful criminal infringement from 1 to 5 years of
imprisonment and fines of up to $250,000 per offense”

VII.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The General Counsel and the Vice President for Finance and Administration shall share
responsibility for publication, dissemination and implementation of this University policy.

Effective Date
January 1, 2010

3.37 / Employment Files
Effective: February 14, 2010 I Revised: June 04, 2019

I.Purpose
The purpose of this policy is to provide guidelines for storage, accessibility, and
maintenance of personnel files for Employees of Wichita State University (University).

II.Policy
Employment files for Employees are stored and maintained in a secure manner in Human
Resources (HR).

III.Definitions
A. Employee – An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. For purposes of this policy, only
active Employees – those who are currently employed at the University – are
included.
B. Leadership – Individuals at the University who have Employees reporting to them,
or are Department Chairs/Directors.
C. Reporting Relationship — A relationship, direct or indirect, in which one
Employee reports to, has influence or decision-making authority over, or has the
perception of influence or decision-making authority over, another Employee.
This relationship may include, but is not limited to, influence or decision-making
authority (perceived or otherwise) of salary decisions, performance management,
employment, evaluating, or otherwise assessing employment performance.

IV.Procedure
A. Documentation related to the employment relationship between the University
and the Employee is maintained in the Employment file. This includes, but is not
limited to, documents related to benefits, compensation, formal coaching and
corrective action, and position changes. The respective department provides
documentation related to the employment relationship to HR to be maintained in
the Employment file.
B. The Employment file that is maintained in HR, is considered the official
employment record, and is kept confidential.
C. Employees should have knowledge of all documentation in their Employment file.
1. Employees may review their Employment file during normal work hours in
the presence of an HR representative.
2. The HR representative may make copies of the information in the
Employment file at the Employee’s request.

D.
E.

F.

G.
H.

3. Information may not be removed from the Employment file.
Leadership may review information contained in the Employment file of an
Employee who reports to them.
Department files may be maintained in a secure manner in the office of the
Employee’s Leader.
1. The department file may include job performance notes, position
descriptions, performance evaluations, and professional development of
the Employee.
2. Upon separation of an Employee, the department file is sent to HR to be
combined with the Employment file.
Faculty academic records are maintained in a secure manner in Academic Affairs.
1. The faculty academic record may include, but is not limited to, academic
transcripts, curriculum vitas, annual performance evaluation forms,
research works and grant submissions, and tenure/promotion activity.
2. Upon separation of an Employee, HR related material in the faculty
academic record is copied and sent to be combined with the Employment
file located in HR.
Access to Employment files by an external party may be provided in response to a
valid legal, public records, or law enforcement request.
Employees should discuss concern with information or documentation in their
Employment file with their respective Leadership and/or HR business partner.
After discussion with Leadership and/or HR business partner, the Employee may
be provided the opportunity to add documentation to the Employment file
explaining the concern. Such requests will be reviewed on a case-by-case basis
and decisions will be based on the particular facts and circumstances that exist.

VIII.Responsibilities
A. Leadership
1. Be knowledgeable of University policies and procedures.
2. Communicate with Employee regarding information added to the
Employment file.
3. Send department and/or academic files to HR upon Employee separation.
B. Employee
1. Adhere to University policies and procedures.
2. Communicate concerns regarding the Employment file to Leadership.
RELATED: 4.14 / Faculty Academic Records

3.38 / Lactation Support for Nursing Mothers
Effective: March 07, 2011 I Revised: August 08, 2019

I.Purpose
The purpose of this policy is to provide guidance and procedures in creating a supportive
environment for Employees who are nursing mothers.

II.Policy
Wichita State University (University) strives to create a workplace that is both productive
and supportive of the needs of nursing mothers.

III.Definitions
(for the purposes of this policy)





Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. This includes temporary and parttime Employees. For purposes of this policy, the Employee meets these criteria,
and is a mother who is nursing a child for up to three (3) years after the birth of a
child.
Lactation Room: A private space, other than a bathroom, that is shielded from
view and free from intrusion from coworkers and the public.
Leadership: Leadership includes individuals at the University who have Employees
reporting to them, or are Department Chairs/Directors.

IV.Administrative Procedure
A.

Departments make reasonable efforts to meet lactation needs of Employees.
1. Access to a Lactation Room. Ideal locations are clean, maintain an
appropriate temperature and ventilation, and are located near the work
station with a comfortable chair, table or flat surface to hold a breast
pump, locks for privacy, and includes at least one electrical outlet. Allowing
access to a refrigerator, where available, is helpful. Departments may not
designate a restroom (bathroom) as a Lactation Room.
2. If a department is not able to provide an Employee with access to a
Lactation Room, then the following is allowed:
a. Reasonable time to travel to another building where a Lactation
Room is located. Employees are not penalized for extra travel time
needed to access the Lactation Room.

b. Employees who work in multiple locations should make individual
arrangements with those locations to access a Lactation Room or
other room.
B.
Employees are allowed adequate use of break time, leave time, meal time, and/or
a flexible schedule to utilize a Lactation Room for such needs as expressing milk, cleaning
equipment, storing milk and other related activities. If extended or additional time is
needed, the Employee must contact Leadership and may be required to use vacation or
compensatory time, or unpaid leave if no paid leave time is available.
C.
Employees should contact Leadership to request work schedule variations in
advance.
D.
Decisions about meeting Employee needs for lactation will be made on a case-bycase basis and such factors as the Employee’s work area, schedule and available
alternative scheduling shall be considered in conjunction with University business needs.

V.Related




Department of Labor: Nursing Mothers
K.S.A 65-1,248
Fact Sheet #73: Break Time for Nursing Mothers under FLSA

3.41 / Separation of Employment
Effective: February 23, 2018 I Revised: April 30, 2019

I.Purpose
The purpose of this policy is to provide structure, consistency, and accountability for
voluntary and involuntary separations of employment.

II.Policy
Employment with Wichita State University (University) is on an “At-Will” basis. This means
that either the Employee or the University may end the employment relationship at any
time for any lawful reason, with or without notice or cause, subject to applicable
University policies or agreements.

III.Definitions


At-Will Employment
An employment relationship that allows either party (Employee or the University)
to end employment, with or without cause or notice, at any time for any lawful
reason, subject to applicable University policies or agreements.



Employee
An individual who, when hired, provides services on a regular basis in exchange
for compensation, receives a W-2, and who does not provide these services as a
part of an independent business.



Administrative Leave
A leave that temporarily removes an Employee from the University when deemed
to be in the best interest of the University. Examples include, but are not limited
to, when an Employee is involved, as a complainant, as a respondent, other
interested person, during an internal review or investigation of alleged behavior
and/or action that may violate University policy, procedures, applicable laws
and/or employment expectations. Typically, Administrative Leave will be paid
with benefits, however, there may be situations on a case-by-case basis when the
leave is unpaid. In those situations, the Employee will be informed of the reason
for the determination and provided the opportunity to be heard prior to
implementation.



Involuntary Separation
Separation initiated by Leadership to end the employment relationship with an
Employee.



Leadership
Includes individuals at the University who have Employees reporting to them or
are Department Chairs/Directors.



Senior Leadership
Includes individuals at the University who have Employees reporting to them, are
in a position at the Director/Department Chair level and above, and are in the
chain of command of the Employee separating from the University.



Separation date
Last day worked or in pay status.



Voluntary Separation
Separation initiated by the Employee to end the employment relationship with
the University, or when an Employee is absent from work for three (3) consecutive
workdays and fails to properly notify Leadership.

IV.Procedures
A.

Voluntary Separation Procedures
1. Employees, not serving in a Leadership role, should provide a two (2) week
written notice of resignation to the Employee's Leadership. Employees,
serving in a Leadership role, may be required to provide a four (4) week
written notice of resignation to the Employee's direct Leadership. Those
not providing the required written notice are considered a Voluntary
Separation – Quit Without Notice.
2. The written notice should include the specific reason for separation and
the last available day to work.
3. Leadership accepts the notice, ensures the Employee understands
employment expectations during the notice period, provides eligibility of
rehire status, and processes the Employee separation.
4. In situations in which the Employee is absent three (3) consecutive
workdays without properly notifying Leadership, a voluntary separation
notice is mailed certified mail to the Employee following the third day.

B.

C.

Personal belongings will be retained for thirty (30) days, then inventoried
and sent to the Employee address on file.
5. The notice period is expected to be a working notice. Failure to work the
entire notice period, without Leadership approval, is considered Voluntary
Separation – Quit Without Notice.
6. Employees may use accrued leave during the notice period with
Leadership approval.
7. The Separation Date may not be extended without Leadership approval.
8. Leadership sends the original written notice of resignation to Human
Resources which is retained in the employment file.
Involuntary Separation Procedures
1. Involuntary Separation may occur at any time and may result from a firsttime action or violation, or as a result of ongoing coaching or corrective
action.
2. If the situation warrants review or investigation, the Employee may be
placed on Administrative Leave.
3. Leadership makes the determination to end the employment relationship
in consultation with Human Resources and other parties as needed.
Human Resources reviews all documentation and records pertaining to the
situation.
4. All Involuntary Separations are reviewed and approved by respective
Senior Leadership.
5. Leadership is responsible for preparing and/or reviewing Involuntary
Separation Form with Human Resources prior to meeting with the
Employee.
6. Leadership schedules time to meet with the Employee to present and
review the Involuntary Separation Form.
7. Leadership makes arrangements with the Employee to retrieve any
personal property at a time that is least disruptive to the department.
Responsibilities
1. Leadership
a. Is knowledgeable of the policy and procedures.
b. Complete and discuss appropriate documentation with the
Employee.
c. Contact the respective HR Business Partner to discuss rehire
eligibility.
d. Collect the Employee's University property appropriately. This
includes, but is not limited to, the Employee's University ID, keys,
and technology.
e. Communicate with the separating Employee access to University
email is disabled after their last day worked.
f. Communicate with Employee that mail received at the University
for the Employee will be forwarded to the Employee’s address on

file for up to 30 days after separation. After that time, any mail
received for the Employee at the University is returned to sender.
g. Ensure timekeeping rules are applied accurately.
h. Complete the appropriate paperwork and process for Separation
of Employment and submit to Human Resources.
i. Send department employee file and original Separation documents
to Human Resources within five (5) University business days.
j. Maintain confidentiality regarding separation.
k. Participates in the unemployment claim process.
2. Employee
a. Is knowledgeable of the policy and procedures.
b. Complete and discuss appropriate documentation with Leadership.
c. Coordinate with Leadership to collect personal property and return
University property.
d. Within 30 days of separation, update sender of new personal
mailing address for any mail that the Employee wishes to continue
to receive.
e. Report time worked accurately using the University timekeeping
system.

3.42 / Tuition Assistance Program for Employee
Effective: May 10, 2001 I Revised: December 01, 2018

I.Purpose
The purpose of this policy is to implement State law regarding the payment of tuition and
other education expenses of eligible Wichita State University employees.

II.Policy Statement
The University may pay, from available appropriations, the actual cost of tuition and
required fees in order to provide education or training for Eligible Employees, when such
Enrollment is determined to be of value to the University.

III.Definitions




Eligible Employee - University non-teaching employees who hold at least a halftime (0.5 FTE) benefits-eligible position. Assistance is not payable to employees
on unpaid leave. Employees must have a current performance evaluation of
“satisfactory”, “meets expectations” or an equivalent rating, or be pursuing
training or education directly related to a specific performance deficiency.
Enrollment - Enrollment in for-credit courses at Wichita State University.

IV.Procedures
A.
Employees must satisfactorily pass all courses with a “C” or better while receiving
assistance for undergraduate coursework, or a “B” or better for graduate courses. Failure
to meet this requirement will make the Employee ineligible for tuition assistance until the
Employee has satisfactorily passed another qualified course of the same number of hours
at the Employee's expense.
B.
A University course be considered to be of value to the State and the University
and thus eligible for tuition assistance if it is determined that the course can be credited
towards a degree, will provide professional growth or development for the Employee, or
is job-related training.
C.
Subject to availability of funds, assistance is limited to the cost of resident tuition
up to a maximum of seven (7) credit hours per semester for undergraduate programs or
certificates, six (6) credit hours for graduate programs or certificates, or two (2) badge
courses per semester. Assistance is limited to tuition cost only and does not include
books, student fees or housing.
D.
Tuition assistance is based on the hours of enrollment on the last day for 100%
tuition refund each semester. If courses are added after the last day of the 100% refund
period, no additional funds will be disbursed. If a course(s) is withdrawn, it must be done

before the last day of the 100% refund period for tuition assistance funds to be applied
appropriately.
E.
Human Resources, in collaboration with Financial Aid, will determine eligibility for
applicants of the tuition assistance program.
F.
Employees must submit a completed application form to Human Resources by the
specified deadline for each semester. Late applications will be denied and there will be
no exceptions.
G.
In the event insufficient funds are available to fund all tuition assistance requests,
the decision of which applications will be approved will be determined by Human
Resources.
H.
Release of an Employee to attend University classes or seminars during regular
work hours is subject to the requirements and discretion of the Employee's supervisor
and budget officer. Release time may be granted to Employees to take one course or
seminar per semester. Makeup time is not required for academic classes or seminars
related to the Employee's job or performance, as determined by the Employee's
supervisor and budget officer. Release time for classes, which are not directly related to
the Employee's job or performance, must be unpaid, made up, or charged to vacation
leave with the supervisor's approval. There is no appeal for release time beyond the
decision of the Employee's budget officer.

3.43 / Tuition Assistance Program for Spouses and Dependent
Children
Effective: December 01, 2011 I Revised: December 01, 2018

I.Purpose
The purpose of this statement is to set forth Wichita State University policy with regard
to the provision of tuition assistance to Spouses and Dependent Children of University
employees.

II.Policy Statement
The Spouse and Dependent Children of a Benefit-Eligible Employee of the University may
be eligible for tuition assistance in accordance with the parameters of this policy. All
enrollment defined in this policy must be at Wichita State University.

III.Definitions





Benefit-Eligible Employee - An employee holding a 0.5 FTE or greater position at
the University as a faculty member, an unclassified professional employee or a
university support staff. Employees of affiliated corporations or related
corporations are not eligible for this benefit.
Dependent Children - Natural, step, or adopted children of a University BenefitEligible Employee, under the age of 26, and who are unmarried.
Spouse - A husband or wife as recognized under Kansas state law for purposes of
marriage, including common law, or a domestic partner of a University BenefitEligible Employee.

IV.Procedures
A. Spouses and Dependent Children must be admitted to a degree-seeking
undergraduate academic program at the University to be eligible for tuition
assistance. They may be part-time students. Only first undergraduate bachelor's
degrees are eligible for tuition assistance. All Spouses and Dependent Children
must be admitted into such programs in the semester for which they are applying
for tuition assistance.
B. To maintain eligibility for continuing tuition assistance, Spouses and Dependent
Children must be in good academic standing and not on academic probation.
C. If both Spouses are employees of the University, neither Spouse is eligible to
receive tuition assistance from this program.

D. The tuition assistance from this program is limited to the cost of undergraduate
level resident courses.
E. Tuition assistance is available for classes taken during the fall, spring, or summer
semesters.
F. The amount of tuition assistance provided for undergraduate courses will be
limited to 50% of the cost of resident tuition up to a maximum of fifteen (15) credit
hours of courses per semester.
G. If both parents of a Dependent Child are Benefit Eligible Employees of the
University, the Dependent Child will only be eligible for the maximum assistance
as described above in paragraph 6.
H. Tuition assistance will be limited to a maximum of sixty (60) credit hours in the
Spouse or Dependent Child's academic career.
I. Tuition assistance is based on the hours of enrollment on the last day for 100%
tuition refund each semester. If courses are added after the last day of the 100%
refund period, no additional funds will be disbursed. If a course(s) is withdrawn, it
must be done before the last day of the 100% refund period for tuition assistance
funds to be applied appropriately. If a course(s) is withdrawn after the refund
period, the funds disbursed will be applied to the credit hour maximum even
though the course(s) have not been completed.
J. Tuition assistance for each semester may be applied in addition to any financial
aid received by the Spouse or Dependent Child, up to the cost of attendance at
the University, which includes tuition, fees, room and board, books and supplies.
K. Funds will be awarded on a first-come, first-served basis until budgeted resources
are exhausted.
L. Human Resources, in collaboration with Financial Aid, will determine eligibility for
applicants of the tuition assistance program.
M. Eligible Employees must submit a completed application form for a Spouse and
each Dependent Child who seeks tuition assistance to Human Resources by the
specified deadline for each semester. Late applications will be automatically
denied and there will be no exceptions.

3.44 / Mandatory Reporting of Sexual Abuse of Minors
Effective: January 09, 2012 I Revised: March 25, 2016

I.Purpose
The purpose of this policy is to require University employees to report any child sexual
abuse witnessed by said employees on University property or in connection with a
University event or activity. This policy also requires University employees to report any
child sexual abuse if witnessed by another and reported to a WSU employee.
1

II.Preamble
The Kansas Board of Regents adopted a requirement that each "... University shall
specifically address and adopt procedures for the mandatory reporting, to appropriate
law enforcement agencies, of any child sexual abuse witnessed by staff or faculty. For
purposes of this provision, child sexual abuse means those crimes defined in K.S.A. 215501 et seq. that relate to minors as victims." This policy statement has been promulgated
in response to this Board of Regents requirement.

III.Policy
A. The reporting obligations of those University employees who are currently
required by state law or federal law, by virtue of their professional or employment
responsibilities, to report situations where they suspect that a child has been
harmed as a result of physical, mental or emotional abuse or neglect or sexual
abuse remain unchanged and are not impacted by this policy statement.
B. All University employees are required to report any incident of child sexual abuse
which they witness or is reported to them by another who witnessed such an
incident occurring on University property or in connection with a University event
or activity. Reports should be made as soon as possible to an appropriate law
enforcement agency, including the Wichita State University Police Department or
a local law enforcement agency or both.
C. For purposes of this policy, "sexual abuse" should generally be considered as any
contact or interaction with a child in which the child is being used for sexual
stimulation of the perpetrator, the child or another person. Sexual abuse shall
include, but not be limited to, those crimes defined in K.S.A. 21-5501 et seq. that
relate to minors as victims; acts done or submitted to with the intent to arouse or
satisfy the sexual desires of either the child or the perpetrator, or both; or
allowing, permitting or encouraging a child to engage in prostitution or to be
photographed, filmed or depicted in pornographic material.
D. For purposes of this policy, a child is anyone under the age of eighteen.

E. For additional information related to sexual misconduct and campus violence, also
see Section 3.06, Section 3.33, and Section 8.18.
This policy shall apply to camps and sports clinics hosted or sponsored by coaches of
intercollegiate sports at Wichita State University and all events or activities sponsored or
hosted by Wichita State University regardless of location.
1

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.

3.45 / Salary Spread
Effective: May 10, 2013

I.Purpose
The purpose of this statement is to set forth University policy with regard to providing
certain University employees with the option of spreading their nine or ten-month
salaries over 12 months.

II.Preamble
In 2008, the University rescinded its policy on "check spread" due to changes in federal
law regarding deferred compensation and the taxation thereof. Subsequent revisions in
federal law and continuing employee interest have led to the reinstatement of the salary
spread option under certain specified conditions.

Policy
A. Certain employees on nine or ten-month appointments have the option to have
their salary (as stated on their current notice of appointment) paid in 26 biweekly
installments; provided, however, this option is not available to any employee
whose appointment is 100% grant-funded.
B. The salary spread option must be specifically authorized by the employee, be in
accord with currently applicable tax requirements, and once the authorization is
made, it is irrevocable for the academic year.
C. Employees electing to spread their salary should consult with their tax advisor[s]
about potential tax implications of choosing the salary spread option.

III.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.
The Vice President for Finance and Administration shall have primary responsibility for
publication, dissemination and implementation of this University policy.

3.46 / Veterans Preference in the Application Process
Effective: September 08, 2014 I Revised: March 25, 2016

I.Purpose
The purpose of this statement is to set forth University policy with regard to affording
veterans preference to qualified veterans in the job application process.

II.Preamble
Wichita State University fully recognizes and honors the Uniformed Services Employment
and Reemployment Rights Act (USERRA). We value the leadership and unique skills
Veterans bring to the workforce. We are committed to providing Veterans employment
opportunities throughout our organization. This policy supports that commitment.
Furthermore, as a contractor required to develop a written Affirmative Action Program
(AAP), this policy supports our organization's compliance with Vietnam Era Veterans
Readjustment Assistance Act (VEVRAA) in achieving our hiring benchmark goal
established for veteran employment.

III.Policy
A. Wichita State University is committed to being a veteran friendly workplace.
B. To be considered for veteran's preference an applicant must submit a complete
and legible member copy 4 of their DD214 to the University Office of Human
Resources (OHR) for verification. Uploading the DD214 to an application does not
meet this requirement; it must be sent to and verified by OHR. DD214's can be
submitted by fax to 316-978-3201 or by email at employment@wichita.edu. After
submitting your DD214 to OHR it is not necessary to submit it with each
application.
C. For purposes of this policy, to be awarded veterans preference for job
consideration at WSU one must have both:
1. Received an honorable discharge
2. Received any one of the following qualifications:
a. Have served on active duty for a minimum of three years in either
the regular service or the National Guard or Reserves (as annotated
on the DD214)
b. Have a service connected medical discharge with a minimum
disability of 10% (as annotated on the DD214 or official Veterans
Administration documentation)
c. Have received a campaign medal (as annotated on the DD214)

d. Have received a general discharge and be willing to provide an
explanation of circumstances pertaining to general discharge.
D. Veterans with preference are not guaranteed jobs, but are guaranteed first level
interviews if they meet all the minimum job requirements for the position applied.
It is the University's intent to include in the interview process as many as possible
who have served our country. As such the above is the minimum expectation.
E. Applicants meeting criteria to be considered for veteran's preference will show an
applicant status of "Veteran's Preference" in the People Admin applicant tracking
system. This information will be seen by the appropriate search chair or search
committee for consideration in the application process according to paragraph D.

IV.Implementation
This policy shall be included in the WSU Policies and Procedures Manual and shared with
appropriate constituencies of the University.

3.47 / Discrimination Review Procedures for Students,
Employees and Visitors
Effective: April 09, 2015 I Revised: November 26, 2019

I.Purpose
To establish review procedures to be followed when a complaint is made by a student,
employee, or visitor that alleges either (1) discrimination on the basis of a protected
characteristic (excluding discrimination based on sex) (defined herein as “Protected
Characteristic”, (2) harassment based on a Protected Characteristic or (3) retaliation, if
the discrimination, harassment, or retaliation is experienced in the University's
employment practices, educational programs, or activities.

II.Policy
A. Wichita State University expressly prohibits and will not tolerate Discrimination,
Harassment, or Retaliation (defined herein as “Prohibited Activity”). See Section
3.19, Prohibition of Retaliation.
B. Discrimination based on sex including, sexual misconduct, sexual harassment,
relationship violence, and stalking is also addressed in Section 3.06, Sexual
Harassment, Discrimination and Retaliation for Employees, Students and Visitors.
C. The University will respond to complaints of alleged Prohibited Activity by
completing a review of the complaint as set forth herein. Appropriate corrective
action will be taken to prevent recurrence of any alleged Prohibited Activity, and
to remedy the effects of same.
D. Students alleging discrimination based on disability may choose to utilize the
procedures outlined in University policy Section 8.10, Students With Disabilities.
E. All individuals participating in a discrimination review process may request
reasonable accommodations for a disability through the Office of Disability
Services or Human Resources.
F. Jurisdiction
1. Application
This policy shall apply to Prohibited Activity that is committed by:
a. A University student, student group, student organization, or
participant in a University program;
b. An applicant that becomes a University student, or alleged
violation(s) committed as part of the application process;

c. An individual who has transferred, graduated, been academically
disqualified, or expelled from the University, for alleged violations
committed prior to separation from the University;
d. An individual who is a University employee at the time of the
alleged violation(s);
e. A visitor to the University at the time of the alleged violation(s).
2. Location and Manner
Actions or behaviors subject to review under this policy include those
which occur:
a. On University property;
b. Off campus, if:
i. In connection with a University or University-recognized
program or activity;
ii. In connection with any academic assignment, internship,
co-op, practicum, field experience or trip, clinical
experience, student teaching, research, applied learning,
experiential learning, or other academic activity;
iii. In connection with any activity sponsored, conducted,
authorized by, or affiliated with, any student group or
organization;
iv. Involving a crime of violence or felony;
v. In a manner that may pose an obvious and serious threat of
harm to, or that may have the effect of creating a hostile
living, learning, or working environment for students,
employees and visitors.
3. This policy may also be applied to behavior conducted on-line, via e-mail,
or through other electronic mediums. Wichita State University does not
regularly search for this information but may take action if such
information is brought to the attention of University officials.

III.Definitions
For the purpose of this policy only, the following definitions shall apply:
A. Advisor – An individual selected by a Complainant or Respondent to assist the
Complainant or Respondent throughout the complaint process including, but not
limited to, a parent, friend, faculty, member, advocate, or legal counsel. An
advisor may advise and assist the Complainant or Respondent in preparation for
any meetings, interviews, or hearings that may occur; accompany the
Complainant or Respondent through all meetings, interviews, or hearings; or
assist the Complainant or Respondent in preparing an appeal.

B. Complainant – Individual or group claiming alleged discrimination as described in
any University policy. There may be more than one complainant for an incident.
C. Discrimination – Bias, unjust, or prejudicial treatment that limits an individual's or
group’s ability to participate in or benefits from the University's educational
programs, activities or employment based on a Protected Characteristic.
D. Employee - An individual who provides services to the University on a regular basis
in exchange for compensation and receives a W-2 for such services. This includes
temporary and part-time Employees.
E. Harassment – Unwelcome verbal or physical conduct that rises to the level of
Hostile Environment toward an individual or group based on a Protected
Characteristic or because of opposition to discrimination or participation in a
discrimination complaint process. It shall be deemed harassment if the conduct
creates a hostile learning, living, or working environment.
F. Hostile Environment – Unwelcome conduct that is based on race, color, religion,
sex (including pregnancy), national origin, age (40 or older), disability, or genetic
information. Harassment becomes unlawful where 1) enduring the offensive
conduct becomes a condition of continued employment, or 2) the conduct is
severe or pervasive enough to create a work environment that a reasonable
person would consider intimidating, hostile, or abusive.
G. Protected Characteristic - Age (40 or over), ancestry, color, disability, gender,
gender expression, gender identity, genetic information, marital status, national
origin, political affiliation, pregnancy, race, religion, sex, sexual orientation, or
status as a veteran.
H. Prohibited Activity – Discrimination, Harassment, or Retaliation, as defined
herein.
I. Reporter – Individual or group who reports the alleged discrimination who is not
otherwise defined as a Complainant, Witness, or Respondent.
J. Respondent – Individual or group that has allegedly engaged in discrimination.
There may be more than one respondent for an incident. In incidents involving
groups or organizations, the president, director, team captain or other member of
leadership will participate in the investigation on behalf of the group or
organization. Student groups and organizations may not be represented by nonstudents, alumni, or inactive members in a complaint process; however, such
individuals may be selected by a student group or organization to serve in the role
of advisor in the complaint process.
K. Retaliation – An adverse action or threat of an adverse action taken against any
individual or group, or organizations involved in the complaint, investigation,
and/or resolution of an allegation of discrimination including any individual who
attempts to intervene or prevent behavior prohibited by this policy. Refer to WSU
Policy 3.19 for more information regarding retaliation.
L. Student - Any individual who has been notified of admission to the University; is
enrolled in, auditing, or participating in any University course or program; is

assigned a space in University housing facilities; or has a continuing relationship
with the University.
M. University Business Day – Shall be defined as any weekday (Monday- Friday) that
the University is open.
N. Witness – Individual who is requested to participate in an investigation or a
hearing because that individual may have information about the alleged
misconduct. Witness names may be provided by the Complainant, Respondent,
Reporter, or others with knowledge of the matter.

IV.Administrative Procedures
A. Reporting Prohibited Activity
Students, employees or visitors who believe that they have been subjected to
Prohibited Activity are encouraged to report such conduct immediately. For
complaints of sex-based discrimination contact:
Sara Zafar, J.D., Title IX Coordinator
(316) 978-5177
OIEC@wichita.edu or sara.zafar@wichita.edu
B. For all other complaints of discrimination contact:
Michael Irvin, J.D., MPA, Equal Opportunity Coordinator
(316) 978-3186
OIEC@wichita.edu or michael.irvin@wichita.edu
Christine Taylor, J.D., L.L.M., Director of Institutional Equity and Compliance
(316) 978-3205
christine.taylor@wichita.edu
C. Employees may also file complaints of discrimination with:
EEOC Field OfficeGateway Tower
400 State Avenue, Suite 905
Kansas City, Kansas 66101
Phone: 1-800-669-4000TTY: 1-800-669-6820
Fax: 913-551-6957
Kansas Human Rights Commission (KHRC)
900 SW Jackson Street
Suite 568-S
Topeka, KS 66612-1258
Phone: 785-296-3206
Fax: 785-296-0589

D. A written complaint is not required to report discrimination.
E. Any University employee that receives a complaint or report of conduct that
alleges Prohibited Activity must promptly notify the Office of Institutional Equity
and Compliance (OIEC) of the complaint or information received. Failure to report
is violation of this policy. Licensed health care professionals in the Counseling and
Prevention Center, Student Health Services, Employee Assistance Program, and
athletic trainers are confidential reporters and are not subject to this requirement.
F. Upon receipt of a complaint of Prohibited Activity, the OIEC shall conduct an initial
evaluation of the merits of the complaint, review the context of the allegations in
relation to the University's jurisdiction, and determine the appropriate
investigatory action required. If a determination is made that the complaint does
not fall within the University's jurisdiction or that the complaint does not allege
Prohibited Activity and further investigation is not required, the OIEC will advise
the Complainant of its finding and, if available, other procedures and/or
processes. OIEC may proceed with other appropriate actions or
recommendations, if warranted.
G. If the allegation is determined to be credible, the University will complete a
thorough, and impartial investigation. An investigation can proceed with or
without a written complaint.
H. The University will receive complaints up to 365 days from the date of the most
recent incident of alleged Prohibited Activity. Exceptions to this time frame will be
considered on a case-by-case basis. A decision will be made on existing facts to
determine if an investigation is warranted for compliance with legal requirements
and University policy.
I. Expectations of the Complainant and Respondent
1. All Complainants and Respondents shall be entitled to have the same
expectations for equal participation and access to information and
resources in all investigations and resolution processes.
2. Complainants and Respondents will be advised of expectations, in writing,
during their first meeting with the OIEC.
3. Complainants and Respondents may:
a. Be notified of the alleged violations of University policy;
b. Be provided advanced notice of all meetings in which they are
requested or entitled to participate and notified of the purpose of
those meetings;
c. Be accompanied by an Advisor of their choice throughout the
investigation and resolution process;
d. Request reasonable accommodations from the Office of Disability
Services (for students) or Human Resources (for employees) in
order to ensure full and equitable participation in the investigation
and resolution process;
e. Be informed of the available resolution options;

f. Be informed of campus and community resources available for
support and assistance;
g. Submit information, including the names of witnesses, for
consideration in the investigation;
h. Choose not to provide a statement or respond to questions during
the investigation and resolution process;
i. Submit a written impact statement to be considered before a
decision on consequences (if applicable) is rendered;
j. Be informed of all parties contacted to participate in the
investigation and their relation to the allegations;
k. Request that an individual responsible for investigating or resolving
an alleged violation be removed from the case on the basis of
actual bias; making a request does not ensure removal. The OIEC
Director will review requests for the removal of the investigator
and make a determination. If the request is to remove the OIEC
Director, the request will be reviewed, and the outcome
determined by the Executive Director of Human Resources; and
l. Request one appeal within the University's process.
J. University Expectations of the Complainant, Respondent, and Witnesses
All Complainants, Respondents, and Witnesses who are members of the
University community shall be subject to the following expectations relating to
investigating and resolving alleged Prohibited Activity:
1. Participant Conduct – All participants are expected to be honest and
forthright in all communication relating to the investigation and resolution
of alleged Prohibited Activity. Intentionally providing false or misleading
information is prohibited.
2. Means of Communication – The University uses official University email
addresses (@wichita.edu or @shockers.wichita.edu) as its formal means
of communication with students and employees unless the individual's
@wichita.edu email address is unavailable or inaccessible, in which case
alternative means of communication will be utilized including certified
mail via the U. S. Postal Service or other expedient methods.
3. Disruption of Process – Individuals are to refrain from disrupting the
orderly process of the investigation and resolution process for alleged
violations of University policy. No individual involved in the process other
than the investigator or appeal officer may audio or video record any
investigation or resolution meetings or other portions of the process
without prior authorization from the OIEC. Any individual deemed to be
disruptive may be removed from a meeting and/or charged with violating
University policy.

4. Unsubstantiated Complaints – The University encourages all individuals
who have experienced or witnessed behavior that they believe violates
University policy to report the matter so that it may be addressed by the
University. The University presumes that reports of alleged discrimination
are made in good faith. An outcome finding that the reported behavior
does not constitute a violation of University policy, or that there is
insufficient information to conclude that the incident(s) occurred as
reported, does not mean that the report was made in bad faith.
5. Services and Support – Upon receipt of notice of alleged Prohibited
Activity, the OIEC will attempt to contact the Complainant to arrange a
meeting to discuss available resources and resolution processes. After
meeting with the Complainant, if the OIEC determines that an
investigation will commence, the Respondent will be informed. If an
investigation will not be commenced, the OIEC will contact the Respondent
as deemed necessary.
K. Interim Measures
Interim measures may be put in place or modified at any point after a report is
received and can be implemented even if a formal investigation is not able to
proceed. When the actions of a person present an ongoing threat to the health,
safety, or well-being of others; disrupt the University community; or endanger
University, public, or private property; the Office of Institutional Equity and
Compliance Director, or designee, may implement interim measures that restrict
access for the Respondent pending the outcome of an investigation and resolution
process.
Interim measures may be implemented at any time, even if originally considered
but not implemented, and any measures put into effect will remain in place until
the institution determines that they are no longer necessary.
L. Informal Resolution
It may be appropriate to resolve the issues through an informal means in some
instances. This may include educational conversations, facilitated dialogue
between the parties, mediation or a written agreement or other resolution
methods. The determination for utilization of informal resolution measures will
be based on the nature of the allegations, request by the Complainant, and
willingness of the parties to participate.

M. Decision to Investigate and Requests for Confidentiality and/or No Formal
Action.
If the Complainant is willing to participate in the investigation or the Respondent
is a University employee, the University will proceed as follows:
1. A Complainant may request that the University maintain confidentiality
and/or take no formal action regarding a report of alleged Prohibited
Activity; however, such a request may greatly impact the institution's
ability to investigate the allegation. Additionally, some interim measures,
such as an administrative directive for no contact, cannot be implemented
if the Complainant's identity cannot be known.
2. Requests for confidentiality and/or no formal action will be referred to the
OIEC for review. The University will make every effort to honor
confidentiality and/or no formal action requests; however, there are
instances when such a request will not be able to be granted.
Circumstances in which a confidentiality and/or no formal action request
may be denied include, but are not limited to:
a. The alleged Prohibited Activity was committed by a University
employee;
b. Existence of past or concurrent complaints against the Respondent;
c. The institution is aware of past arrests or disciplinary action
involving the Respondent;
d. Significant physical injury resulting from alleged Prohibited Activity;
e. The reported use of a weapon during the commission of alleged
Prohibited Activity; or
f. The reported use of force during the commission of alleged
Prohibited Activity.
3. In all cases, the decision on whether, how, and to what extent the
University will conduct an investigation, and where other measures will be
taken in connection with any allegation of Prohibited Activity rests with
the OIEC Director.
N. Investigation
When a decision to investigate has been made, the OIEC will conduct a thorough,
reliable, prompt, fair and impartial investigation of the alleged Prohibited Activity.
1. In instances where a conflict of interest or actual bias on the part of the
OIEC is alleged, the notification should be made to the Executive Director
of Human Resources who will determine whether there is a conflict of
interest or actual bias and, if so, will review the decision to investigate the
allegation.

2. Additionally, the OIEC may determine through other means that it is
necessary to speak with another individual and seek out that person
independently. The OIEC may need to conduct multiple interviews in order
to follow up or clarify information provided by others.
3. The University will inform the Complainant and the Respondent at regular
intervals of the status of the investigation. Either the Complainant or
Respondent may elect to end an informal resolution process to pursue an
alternate process at any time during the resolution of the complaint.
O. Standard of Proof
The OIEC will make a finding using the preponderance of the evidence standard.
This standard requires that the information supporting a finding of responsibility
be more convincing than the information in opposition to it. Under this standard,
individuals are presumed not to have violated University policy unless a
preponderance of the evidence supports a finding that a violation occurred.
P. Time Frames. The University seeks to resolve all reports within sixty (60) days of
the initial report. Extenuating circumstances may arise that require the extension
of time frames, including extension beyond 60 days. If the investigation and
resolution exceed this time frame the University will notify all parties of the
reason(s) for the delay and the expected adjustment in time frames in writing.
Either party may inquire about the status of the investigation at any point in the
process.
Q. Investigation Finding and Outcome Notification.
After being interviewed by the OIEC, the Complainant and Respondent will be
given the opportunity to review a summary of their statements and provide any
comments or clarifications. Once all evidence is collected, the Complainant and
Respondent will be given the opportunity to review a summary of all relevant
information that will be used in the determination of responsibility. The
Complainant and Respondent may submit questions to the OIEC that they would
like asked of any other witness and/or an impact statement to be considered when
determining interventions and/or consequences (if applicable) within five (5)
University business days after the summary was provided for review. This deadline
may be extended at the discretion of the OIEC under exceptional circumstances.
A deadline extension request must be submitted in writing and before the
expiration of the five (5) day comment period.
1. Following the receipt of any comments or statements submitted, or after
the five (5) University day comment period has lapsed without any
submissions, the OIEC will address any identified factual inaccuracies or
misunderstandings and ask submitted questions that are germane to the
investigation.

2. The investigator will submit the final investigative report to the OIEC
Director or designee. The OIEC Director, in consultation with the
investigator, will determine the appropriate interventions and/or
consequences (if applicable). Once a final investigative report and decision
letter is issued under this Policy, the same will be provided in person
and/or emailed to the parties’ university-issued email account. Once the
investigative report and decision letter is provided in person and/and/or
sent via email, it will be deemed presumptively delivered. All sanctions
become effective upon the written notification of the decision. If a
Complainant has chosen not to participate in the University's review of the
reported behavior but desires to be notified of the outcome, the University
will notify the Complainant.
R. Process Outcomes & Consequences
Individuals who are found to have violated University policy will receive
disciplinary consequences appropriate to the current violation(s), their
relationship to the University, and in consideration of any prior disciplinary,
performance and/or behavioral issues while employed at the University.
Consequences may be combined. For a list of consequences see Appendix I. If no
Policy violation is found, OIEC can refer the matter to Human Resources or the
appropriate University department/division for resolution or follow up.
S. Appeal Process
1. Once the investigative report and decision letter is issued under this Policy,
the Complainant and Respondent have the right to submit an appeal
request to the Executive Director of Human Resources within five (5)
University business days. The five (5) day period begins on the first
University business day following the date on the decision letter. Any party
who files an appeal must do so in writing and submit it to the OIEC Director
or designee, who will determine if the appeal is timely. If the appeal is
timely, the OIEC Director or designee will assign the appeal to the
Executive Director of Human Resources (“Appeal Officer”). A copy of the
appeal will be promptly provided to the non-appealing party.
2. The appeal process is not a hearing or a review of the entire matter; rather,
it is a review of the record and process only. Appeal decisions are to be
deferential to the original investigative findings and determination,
remanding only when there is a clear reason to do so. Further, modification
of the consequence(s) shall only occur if there is a compelling justification
to do so.
3. The Appeal Officer may take one of three possible actions on appeal:
a. Dismiss the appeal as having not merit, upholding the initial
findings and consequence(s); or

b. Remand to the original investigator for further investigation or factfinding; or
c. Modify the outcome and or/consequence(s).
4. The only criteria for an appeal that shall be considered shall include:
a. A procedural or substantive error occurred that significantly
affected the outcome of the case.
b. There is new, relevant information that was not available at the
time of the investigation that, if available, could have significantly
affected the outcome of the case. A summary of this new evidence
and its potential impact must be included. This does not include
statements from a Complainant or Respondent who chose not to
participate in the investigation.
5. The decision issued by the Appeal Officer is considered the final University
decision and will be communicated simultaneously in writing to both the
Complainant and Respondent. The Appeal Officer will strive to review and
respond to the appeal request within ten (10) University business days of
receipt of all documentation.
6. In circumstances in which there is a conflict of interest or actual bias on
behalf of the Appeal Officer, or in cases in which the Executive Director of
Human Resources is otherwise unable to perform the Appeal Officer
duties, appeal decisions will be made by the Associate Vice President of
Student Affairs & Dean of Students.
T. Administrative Closure of a Complaint without Investigation
1. The University may not proceed with a complaint investigation under a
variety of circumstances, including but not limited to:
a. A Complainant, even after contact and follow up by the
investigator, fails to describe in sufficient detail the conduct that is
the basis of the complaint;
b. The conduct alleged in the complaint is not covered by an OIEC
policy;
c. The Complainant is anonymous; or
d. The Complainant refuses to cooperate with the University’s
investigation.
2. If it is determined that the University will not proceed with investigation of
a complaint, the OIEC will notify the Complainant (if not anonymous) in
writing explaining the reasons why the complaint is not being investigated.
U. Records
Investigation records are maintained electronically for a minimum of seven (7)
years from the date that the matter is closed. A record is considered closed when
the following criteria have been met:

1. It is determined that the student, employee, visitor, student group, or
organization was not in violation of a University policy; or
2. The student, employee, visitor, student group, or organization was in
violation of University policy; and
a. All periods of disciplinary action, probation, deferred suspension,
suspension and all associated consequences have been completed;
or
b. The employee has been dismissed from University employment; or
c. The student, student group, or student organization has been
expelled from the University.
3. If a Student remains enrolled after the seven-year retention period has
lapsed, the record will be maintained until the student graduates or is no
longer enrolled at the University. When a student proceeds directly from
one academic program into another academic program (e.g.
undergraduate study to graduate study), the records will be maintained
until the completion of the final academic program. Records of incidents
involving student, student group, or student organization as respondents
culminating in deferred suspension, suspension, or expulsion will be
permanently maintained by the University.
V. Implementation
The OIEC is responsible for informing members of the University community
regarding this policy. This policy and related policies must be communicated to all
new students and employees as an integral part of their orientation experience
and periodically thereafter during employment or matriculation.

V.Related Policies and Laws
A.
B.
C.
D.

Americans With Disabilities Act of 1990, Pub. L. No. 101-336, 104 Stat. 328 (1990)
Civil Rights Act of 1964 § 7, 42 U.S.C. § 2000e et seq (1964)
Wichita State University Policy 3.02 – Notice of Nondiscrimination
Wichita State University Policy 3.19 – Prohibition of Retaliation

VI.Process Outcomes & Consequences
Individuals or groups found to have violated University policy will receive disciplinary
consequences appropriate to the current violation(s) and in consideration of any prior
disciplinary, performance and/or behavioral issues while associated with the University.
Consequences may be issued individually, or a combination of consequences may be
issued. In the case of student groups and organizations, if a consequence issued by a
national or other governing body exceeds that of the University, the University may
concur with that consequence. Consequences may include, but are not limited to, the
actions listed below.

A. Consequences for Individual Students
1. Written Warning
Official notification of unacceptable behavior and violation(s) of University
policy. Any further misconduct may result in more serious disciplinary
consequences.
2. Disciplinary Probation
The student is deemed not in good conduct standing with the University.
The duration of any probationary period will be determined by the
resolution body on a case-by-case basis. Any further violations of
University policy while on probation may result in more serious
consequences being imposed. Some of the restrictions that may be placed
on the student during the probationary period include, but are not limited
to: participation in student activities, representation of the University on
athletic teams or in other leadership positions, eligibility to receive any
University award or honorary recognition, entrance into University
residence halls or other areas of campus, participation in a study abroad
program, or University computer and network usage.
3. Suspension
The student is required to leave the University for a designated time
period. During the suspension period, a student may not attend classes
(either in person or online), or participate in University-related activities,
whether they occur on or off campus. The student may not be present on
University premises unless authorized in writing in advance under
conditions approved by the Director of Student Conduct and Community
Standards. A student may be withdrawn from any classes in which the
student is currently enrolled and will not be eligible for a refund. A
registration and records hold will be placed on the student's account until
the conclusion of the suspension period. If the student is an on-campus
resident, the student's contract with Housing & Residence Life will also be
terminated and the student will be responsible for paying any remaining
fees for the duration of the original contract period. The student must
successfully complete all assigned educational consequences prior to the
conclusion of the suspension period, or the suspension will remain in effect
until they are completed. The student must meet with a member of the
Student Conduct & Community Standards staff during the last month of
the suspension period in order to initiate the removal of the registration
and records hold.

4. Expulsion
The student will be separated from the University without the possibility
of graduation or future enrollment. The student may not be present on
University premises unless authorized in writing in advance under
conditions approved by the Director of Student Conduct and Community
Standards. A student may be withdrawn from any classes in which they are
currently enrolled and will not be eligible for a refund. A permanent
registration hold will be placed on the student's account. If the student is
an on-campus resident, the student's contract with Housing & Residence
Life will also be terminated and the student will be responsible for paying
any remaining fees for the duration of the original contract period.
5. Withholding of Transcripts or Degree
The University may withhold copies of student transcripts or awarding a
degree otherwise earned until the completion of the process set forth
University policy, including the completion of all consequences imposed, if
any.
6. Revocation of Admission and/or Degree
Admission to the University or a degree awarded from the University may
be revoked for fraud, misrepresentation, or other violation of University
policy in obtaining the degree from or gaining admission to the University
or for other serious violations committed by a student prior to graduation.
7. Restitution
The student is required to pay for the loss of, damages to, or injury to
University, personal, public, or private property, provided that such
payment shall be limited to the actual cost of repair or replacement of such
property.
8. Loss of University Privileges
The student is restricted from accessing specific University privileges
including, but not limited to: parking on campus, participation in student
activities, holding a student leadership position, participation in a study
abroad program, and University computer and network access.

9. Residence Hall Transfer or Removal
The student will be placed in another room or residence hall or restricted
from living on campus for a specified or indefinite period of time. If a
student is restricted from living on campus, the student's Housing and
Residence Life contract will be terminated and the student will be
responsible for paying any remaining fees for the duration of the original
contract period.
10. No Contact Order
The student is prohibited from intentional direct or indirect contact with
another person or group or their property via any means, including, but
not limited to: personal contact, electronic communication (e.g. text
messages, social media, etc.), telephone, or through third parties.
11. No Trespass Order
The student is prohibited from being on any campus property and/or
entering specific University facilities.
12. Knowledge Attainment Activities
Activities designed to increase a student's knowledge in areas related to
the violation(s) committed including, but not limited to: attending
workshops, research on a specific topic, interviewing a professional in a
specific field, etc.
13. Restorative Activities
Activities designed to repair harms caused and give back to others or the
larger community including, but not limited to: community restitution
service, letters of apology, educational presentations, etc.
14. Wellness Activities
Activities designed to address student's wellness in areas including social,
emotional, financial, physical, academic, and environmental wellness
including, but not limited to: substance use assessments, counseling
assessments, meeting with an academic advisor, meeting with a Student
Involvement staff member, etc.

15. Reflective Activities
Activities designed to allow the student to reflect on one's own behavior
choices and the impact of those choices on the student and others,
including potential future impacts if the same choices continue.
B. Consequences for Student Groups and Organizations
1. Written Warning
Official notification of unacceptable behavior and violation(s) of University
policy. Any further misconduct may result in more serious disciplinary
consequences.
2. Disciplinary Probation
The student group or organization is deemed not in good conduct standing
with the University. The duration of any probationary period will be
determined by the resolution body on a case-by-case basis. Any further
violations of University policy while on probation may result in more
serious consequences being imposed. Some of the restrictions that may be
placed on the student group or organization during the probationary
period include, but are not limited to: ability to host a party or philanthropy
event, eligibility to receive any University award or honorary recognition,
participate in intramurals, represent the University and any travel in
connection with such representation, participate in recruitment/intake or
receive a new member class, maintain membership or representation of
the organization on the governing council, utilize University
facilities/grounds, participate in competitions, or receive future
institutional funding.
3. Suspension
The student group or organization is no longer recognized by the
University for a designated period of time. During the suspension period,
a student group or organization may not conduct any formal or informal
business, or participate in University-related activities, whether they occur
on or off campus. This includes, but is not limited to: ability to host a party
or philanthropy event, eligibility to receive any University award or
honorary recognition, participate in intramurals, represent the University
and any travel in connection with such representation, participate in
recruitment/intake or receive a new member class, maintain membership
or representation of the organization on the governing council, utilize
University facilities/grounds, participate in competitions, or receive future
institutional funding. Re-recognition is possible but not guaranteed and

will only be considered after the end of the suspension period and based
on meeting all re-recognition criteria and obtaining clearance from the
University. Any evidence that members of a student group or organization
have attempted to sustain an unofficial student group or organization will
result in individual charges and will postpone the group or organizations
ability to be re-recognized or registered in the future. Any further
violations of University policy while on suspension will result in more
serious consequences being imposed.
4. Expulsion
The student group or organization will permanently lose its University
recognition and/or registration and is ineligible to utilize University
resources including facilities and financial support.
5. No Contact Order
The student group or organization is prohibited from intentional direct or
indirect contact with another person or group or their property via any
means, including, but not limited to: personal contact, electronic
communication (e.g. text messages, social media, etc.), telephone, or
through third parties.
6. Recommendation for Charter Revocation
The University will submit an official request to the national or other
governing organization to revoke the charter for a student group or
organization.
7. Restitution
The student group or organization is required to pay for the loss of,
damages to, or injury to University, personal, public, or private property,
provided that such payment shall be limited to the actual cost of repair or
replacement of such property. University funds may not be used to pay
restitution.
8. Loss of University Privileges
The student group or organization is restricted from accessing specific
University privileges including, but not limited to: ability to host a party or
philanthropy event, eligibility to receive any University award or honorary
recognition, participate in intramurals, represent the University and any
travel in connection with such representation, participate in

recruitment/intake or receive a new member class, maintain membership
or representation of the organization on the governing council, utilize
University facilities/grounds, participate in competitions, or receive future
institutional funding.
9. Knowledge Attainment Activities
Activities designed to increase members' knowledge in areas related to the
violation(s) committed including, but not limited to: attending workshops,
researching a specific topic, interviewing a professional in a specific field,
etc.
10. Restorative Activities
Activities designed to repair harms caused and give back to others or the
larger community including, but not limited to: community restitution
service, letters of apology, educational presentations, etc.
11. Wellness Activities
Activities designed to address members' wellness in areas including social,
emotional, financial, physical, academic, and environmental wellness
including, but not limited to: risk management workshops, assessment and
revision of risk management practices, financial management training,
communication or team building workshops, leadership or values
congruence workshops, etc.
12. Reflective Activities
Activities designed to allow the student group or organization to reflect on
its members' behavior choices and the impact of those choices on the
group/organization and others, including potential future impacts if the
same choices continue.
C. Consequences for Employees
1. Corrective Action
Official written notification of unacceptable behavior and violation(s) of
University policy. The written documentation becomes part of the
employee's personnel file.

2. Administrative Leave
An employee may be placed on administrative leave without pay. The
length of administrative leave will be dependent upon the severity of the
violation and will range in length from three (3) to thirty (30) University
business days.
3. Separation
An action ending the employment relationship.
4. Job Reassignment
An employee may be moved temporarily or permanently to a different
position or to a different work location. This position may or may not be
an equivalent level to their current position.
5. Loss of University Privileges
An employee may be restricted from accessing specific University
privileges including, but not limited to: University computer and network
access, sabbatical or eligibility for awards, participation in groups or
associations, and utilization of recreation or fitness facilities.
6. No Contact Order
The employee is prohibited from intentional direct or indirect contact with
another person or group or their property via any means, including, but
not limited to: personal contact, electronic communication (e.g. text
messages, social media, etc.), telephone, or through third parties.
7. No Trespass Order
The employee is prohibited from being on any campus property and/or
entering specific University facilities.
8. Knowledge Attainment Activities
The employee is required to complete activities designed to increase
knowledge in areas related to the violation(s) committed including, but not
limited to: attending workshops, researching a specific topic, writing
reflective papers or other relevant activities.

9. Wellness Activities
The employee is required to complete activities designed to address the
individual's wellness in areas including social, emotional, financial,
physical, academic, and environmental wellness including, but not limited
to: substance use assessments, counseling assessments, and/or a referral
to an employee assistance program.
10. Reflective Activities
activities designed to allow the individual to reflect on one's own behavior
choices and the impact of those choices on the student and others,
including potential future impacts if the same choices continue.
D. Consequences for Visitors
1. Loss of University Privileges
A visitor may be restricted from accessing specific University privileges
including, but not limited to: University computer and network access,
sabbatical or eligibility for awards, participation in groups or associations,
and utilization of recreation or fitness facilities.
2. No Trespass Order
The individual is prohibited from being on any campus property and/or
entering specific University facilities.

3.48 / Coaching and Corrective Action
Effective: February 23, 2018

I.Purpose
The purpose of this policy is to establish a consistent process for incidents of unmet
employment expectations, unacceptable performance, behavior and/or misconduct. The
processes for incidents involving sexual misconduct, sexual harassment, relationship
violence, stalking, and/or discrimination are addressed in separate policies.

II.Policy
The University is committed to providing an environment that encourages and assists
employees in meeting employment expectations. Failure to meet employment
expectations may result in coaching and corrective action. All decisions made regarding
coaching and corrective action should be unbiased, non-retaliatory, and nondiscriminatory.

III.Definitions


Employee Coaching Plan
A documented verbal discussion between Leadership and the Employee to
address minor violations or incidents. The Employee will complete the Employee
Coaching Plan form with Leadership and signifies the Employee's commitment to
resolve the unmet Employment Expectation(s). An Employee Coaching Plan form
is available via the HR Forms Index.



Written Corrective Action
A written document used to address repeated failures of an Employee to meet
Employment Expectation(s), or for an initial violation or incident of a more serious
nature. A Corrective Action Memo form is available via the HR Forms Index.



Final Corrective Action
A written document requiring approval by the appropriate HR professional, used
to address more serious violations or incidents, allowing an Employee a last
opportunity to meet employment expectation(s). Use the same Corrective Action
Memo form available via the HR Forms Index.



Employee
An individual who, when hired, provides services on a regular basis in exchange
for compensation, receives a W-2, and who does not provide these services as a
part of an independent business.



Employee Assistance Program (“EAP”) Leadership Referral
A meeting mandated by Leadership that requires an Employee to meet with an
EAP consultant. The referral is intended for situations in which there is a
reasonable belief that internal or external circumstances are influencing an
Employee's performance that may be corrected through the assistance of
consulting services conducted by an outside party.



Employment Expectations
The competent, satisfactory and acceptable performance of duties and functions
of the job while exhibiting professional behaviors consistent with the University's
policy, procedures, and applicable laws.



Employment at Will
An employment relationship that continues at the discretion of both the
University and the Employee. The University can separate an Employee for any
reason at any time, and likewise, an Employee can voluntarily separate
employment for any reason at any time. Employment at Will does not preclude
compliance with any state or federal law or other University policies.



Administrative Leave
A leave that, temporarily, removes an employee from the University when
deemed to be in the best interest of the University. Examples include, but are not
limited to, when an Employee is involved, as a complainant, as a respondent, other
interested person, during an internal review or investigation of alleged behavior
and/or action that may violate University policy, procedures, applicable laws
and/or employment expectations. Typically, Administrative Leave will be paid
with benefits, however, there may be situations on a case-by-case basis when the
leave is unpaid. In those situations, the Employee will be informed of the reason
for the determination and provided the opportunity to be heard prior to
implementation.



Involuntary Separation
Occurs when Leadership makes a decision to end the employment relationship.
Involuntary Separation requires approval by Human Resources and the
appropriate Leadership. Any Employee, who is charged with and/or convicted of
a felony offense may be immediately separated from University employment at
the discretion of Leadership and Human Resources. An Involuntary Separation of
Employment Notice form is available via the HR Forms Index.



Leadership
For purposes of this policy, Leadership includes individuals at the University who
have Employees reporting to them, or Department Chairs/Directors.

IV.Procedures
When an unmet Employment Expectation(s) is identified, Leadership reviews the
concerns with the Employee in a timely manner, documents the concern, and applies the
appropriate Coaching and Corrective Action. The level of corrective action depends on
the nature and severity of the incident(s), previous performance, and other relevant
factors. Each situation is considered on a case-by-case basis.
A. Leadership engages in a face-to-face conversation with the Employee regarding
any concern of unmet Employee Expectations. If the Employee works virtually, a
phone conversation with the Employee if needed in place of a face-to-face
conversation may take place.
B. Leadership obtains the appropriate level(s) of approval before administering
Coaching and Corrective Action.
C. Leadership completes the Coaching and Corrective Action documentation and
reviews the expectations with the Employee. Leadership seeks commitment for
the specific expectations(s) from the Employee.
D. After reviewing the documentation with the Employee, Leadership provides the
Employee the opportunity to add comments. The Employee must provide
comments within three (3) University business days of receipt of the Coaching and
Corrective Action.
E. The Coaching and Corrective Action document is signed by both the Employee and
Leadership to acknowledge review and receipt of the information.
F. In instances in which the Employee refuses to sign, Leadership documents
“Employee Refused to Sign” on Employee signature line. Signature confirms
receipt of the document. Refusal to sign does not void the corrective action.
G. Leadership sends the original signed document to HR. A copy is maintained by
Leadership and a copy is provided to the Employee.

H. Leadership is encouraged to schedule periodic review sessions with the Employee
to assess progress and assist the Employee with meeting Employment
Expectation(s).
I. Leadership works with EAP, as appropriate, to assist the Employee in resolving
issues and meeting Employment Expectation(s).
J. If Employment Expectation(s) are not met, leadership continues Coaching and
Corrective Action up to, and including, Involuntary Separation.

V.Leadership Responsibilities
A. Leadership will be knowledgeable of the policy and procedures.
B. Assists Employee in meeting Employment Expectation(s) by clearly defining goals
and objectives.
C. Engages in face-to-face conversation with the employee regarding any concern of
unmet Employee Expectations.
D. Obtains the appropriate level(s) of approval before administering Coaching and
Corrective Action.
E. Reviews expectations and Coaching and Corrective Action documentation. Seeks
commitment for the specific expectation(s) of the Coaching and Corrective Action
from the employee.
F. After reviewing the documentation with the Employee, Leadership sends the
original signed document to HR. A copy is maintained by Leadership, and a copy is
provided to the Employee.
G. In instances in which Employee refuses to sign, leadership documents “Employee
Refused to Sign” on employee signature line. Signature confirms receipt of the
document. Refusal to sign does not void the corrective action.

VI.Employee Responsibilities
A. Actively participates in and commits to correcting the unmet Employment
Expectation(s).
B. Seeks direction and assistance from Leadership as necessary to ensure
Employment Expectation(s) are met.
C. Discusses all performance related concerns with Leadership in an effort to resolve
issues, and discusses with leadership in the chain of command if needed. Eligible
Employees may use Section 3.15, Internal Dispute Resolution Process, should the
concern remain unresolved.

3.49 / Employee Training and Professional Development
Effective: November 02, 2016 I Revised: November 26, 2019

I.Initiating Authority
Human Resources

II.Purpose
It is important to provide a continuous learning environment for Employees to maintain
and advance their skills, knowledge, and competencies as well as grow as professionals
and contribute effectively to the Wichita State University's (University) Strategic Plan. All
Employees are encouraged to pursue opportunities for training and professional
development, especially those provided by the University through myTraining system.

III.Policy Statement
A. The University offers a wide variety of training courses and professional
development programs. There is a continuous effort to identify, create, and
provide new opportunities for training and professional development.
B. Employees are encouraged to utilize training and professional development
opportunities to achieve and maintain a high level of performance. Leaders are
encouraged to approve Employee requests to participate in training and
development programs offered by the University whenever possible while
maintaining an effective workplace.
C. The University may require Employees to attend training programs or to complete
online training modules.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:



Employee: An individual who provides services to the University on a regular basis
in exchange for compensation and receives a W-2 for such services.
Leader: Includes individuals at the University who have Employees reporting to
them, or Department Chairs/Directors.

V.Administrative Procedure
A. myTraining is the University's centralized learning management system for
Employee training.
B. Employees register for live training sessions and access/complete online training
modules in myTraining.

C. Employee training transcripts are stored electronically in the myTraining system.

VI.Applicable Laws And Additional Resources
3.42 / Tuition Assistance Program for Employees

3.50 / Performance Evaluation
Effective: November 02, 2016 I Revised: September 10, 2019

I.Purpose
It is the responsibility of Leadership to provide clear behavior and performance
expectations to Employees. The objectives of University performance evaluations are to:
A. Ensure Employees have a clear understanding of the expected behaviors and
performance levels for their position;
B. Facilitate effective communication between Employees and Leaders;
C. Ensure Employees have input into performance planning and evaluation;
D. Ensure Employees receive feedback about their performance;
E. Provide Employees with an understanding of how their individual work
contributes to the University’s strategic plan.

II.Policy Statement
Performance evaluations are completed electronically in the University performance
management system. Human Resources is responsible for the administration of the
performance management system, including notifications and providing completion
status reports to Leaders.

III.Definitions
For the purpose of this policy only, the following definitions shall apply:




Employee – An individual who provides services on a regular basis in exchange for
compensation and receives a W-2 for such services. Employee does not include
temporary Employees, or Employees in a Faculty position who are evaluated using
the Faculty Evaluation Form.
Leader - Individuals at the University who have Employee(s) that are not in a
faculty position reporting to them.

IV.Administrative Procedures
A. Leaders complete each step of the performance evaluation for all eligible
Employee(s) who report to them by the established deadline.
B. The performance evaluation is completed annually.
C. Effective performance management includes regular evaluation and feedback,
developmental opportunities for Employees, recognition of behavior and

D.
E.
F.

G.
H.

performance that exceeds expectations, and support for Employees who need to
improve behavior and/or performance.
Employees are offered training to access and use the performance management
system as a professional development and performance improvement tool.
Evaluations are stored electronically in the performance management system.
Performance evaluations may be considered for situations involving coaching and
corrective action; salary increase; promotion, demotions, or transfers; or
determination of reduction in force.
If an employee will receive “does not meet” or “needs improvement” in one or
more areas, leaders should discuss with their leader and their HR Business Partner.
Information on the current performance evaluation procedures and the
requirements for Leaders and Employees are available via the Human Resources
website.

3.51 / Pre-Employment Drug Screening
Effective: July 01, 1997 I Revised: December 09, 2016

I.Policy
A drug test will be administered to a candidate and the results kept confidential (as
required by K.S.A. 75-4362, K.A.R. 1-2-20, K.A.R. 1-6-33, K.A.R. 1-9-25, and K.A.R. 1-9-26)
upon a conditional offer of employment for designated safety sensitive and commercial
driver positions. Failure to participate in the required drug screening test or a confirmed
positive result based upon a test sample obtained from the candidate will make the
conditional offer of employment null and void. The candidate is disqualified from
designated positions for a period of one year from the effective date of disqualification
action. The Wichita State University Office of Human Resources (OHR) schedules
appointments for testing with the designated testing site. The State of Kansas Office of
Personnel Services Substance Abuse Testing program will notify the WSU Office of Human
Resources of the final results. The candidate's effective date of employment will be
determined after receiving final results.

3.53 / Shared Leave Program for Employees
Effective: October 19, 2018

I.Purpose
The purpose of this policy is to implement Kansas Administrative Regulation (K.A.R. 1-923 Shared Leave) regarding a Shared Leave program to provide continuation of pay for
Benefit-Eligible Employees of Wichita State University (“University”) in instances where
they are experiencing or have a family member who is experiencing a qualified serious,
extreme, or life threatening condition and they have exhausted all Accrued Leave
Benefits.

II.Policy Statement
Benefit-Eligible Employees of the University may be eligible for Shared Leave in
accordance with the provisions of this policy. Shared Leave may be granted to eligible
employees of the University for a limited period of time, not to exceed six (6) months. The
program may apply when all of the following criteria are met:








the employee or a Family Member (as defined below) of the employee is
experiencing a serious, extreme or life-threatening illness, injury, impairment or
physical or mental condition, and
the illness, injury, impairment or condition of the employee or the family member
has caused, or is likely to cause the employee to take leave without pay from work
or prevents regular employment, and
the illness, injury, impairment or condition of the employee or the family member
keeps the employee from performing regular work duties, and
the employee has exhausted all paid Accrued Leave Benefits available for use, and
the employee has at least six continuous months of service.

III.Definitions
A. Accrued Leave Benefits
Any leave benefit accrued by the employee which may include, but is not limited
to, sick leave, vacation leave, compensatory time, and discretionary day.
B. Benefit-Eligible Employee
An employee holding a 0.5 full-time equivalency (FTE) or greater position at the
University as a faculty member, an unclassified professional employee or a

university support staff employee. Employees of affiliated corporations are not
eligible for this benefit.
C. Family Member
Any person related to the employee by blood, marriage or adoption and any minor
residing in the employee's residence as a result of court proceedings pursuant to
the Kansas code for care of children or the Kansas juvenile offenders code [K.A.R.
1-9-5(e)(2)].
D. Serious, Extreme or Life Threatening Medical Condition (Medical Condition)
An illness, injury, impairment or physical or mental condition whereby it is not
medically appropriate to delay treatment, including, for example, overnight
hospital care and its resulting incapacity or subsequent treatment, chronic
conditions requiring medical treatment, or permanent long term conditions
requiring medical treatment.

IV.Procedures
If a Benefit-Eligible Employee meets all of the above referenced eligibility requirements,
they may complete the following procedures to apply for Shared Leave:
A. The employee must first notify their supervisor in writing of their intent to request
leave and apply for Shared Leave.
B. If the employee is eligible for the Family and Medical Leave Act (FMLA), the
employee must have applied for and been approved for FMLA coverage for the
same condition to qualify for Shared Leave. (Refer to University Policy 3.34 /
Family and Medical Leave Act for more information.)
C. The Shared Leave request is submitted to the on-campus Shared Leave Committee
(SLC) appointed by HR for final determination. Each Shared Leave request is
examined individually based on its conformity to program intent and is handled
consistently and equitably.
D. All requests are sent to the SLC without reference to the requesting employee to
ensure an impartial review.
E. Determinations are made by the SLC based on majority member decision.
F. Upon returning to work following a leave related to their own Medical Condition,
a Shared Leave recipient must provide HR with a release from a health care
provider to return to work.
G. Although employees may donate Accrued Leave Benefits to the Shared Leave
program per K.A.R 1-9-23 (Shared Leave), employees eligible to request Shared
Leave shall not be denied the benefit based on the availability of donated hours.

H.

I.

J.

K.

L.

The Shared Leave recipient's department funds the Shared Leave benefit if the
individual is approved.
Shared Leave, in and of itself, does not provide job-protected leave. Shared leave
serves to keep approved employees in paid status during an absence due to a
Serious, Extreme or Life-Threatening Medical Condition. Shared Leave may be
granted on a case by case basis for a maximum of six (6) months per designated
condition.
The Family Medical Leave Act (FMLA) does provide job protected leave to eligible
employees. FMLA can work in conjunction with Shared Leave to provide job
protection during the period of approved paid leave. However, once any job
protection, such as that provided by the FMLA, has been exhausted, HR consults
the appointing department/unit to determine if a request for continuation of
Shared Leave may be accommodated under the Americans with Disabilities Act
(ADA) or if such a request would be considered unreasonable or would cause an
undue burden on the department/unit.
Relationship to Long Term Disability (LTD):
1. While shared Leave is primarily intended as a leave benefit to provide short
term paid leave to eligible employees who are expected to return to work,
in certain circumstances it may serve to "bridge" an eligible employee to
LTD, following 180 days of total continuous leave. Continuous leave of 180
days is one of the requirements to qualify for LTD.
Exclusions and Special Circumstances:
1. Conditions that do not qualify and/or are not likely to qualify for Shared
Leave include, but are not limited to, pregnancy, care for a healthy new
born child, routine surgeries, and non-emergency procedures.
2. It is the requesting employee's responsibility to notify HR any time a
change to their leave is needed (i.e. extension, change to the condition).
Shared Leave may no longer apply if the change(s) means the condition for
which the employee is on leave no longer meets program criteria. Failure
to notify HR of any updates/changes may result in denial of further leave
and repayment of Shared Leave already received.
3. An employee receiving Workers' Compensation and/or LTD is not eligible
for Shared Leave.
Shared Leave Donation
Benefit-Eligible Employees may donate Accrued Leave Benefits following these
guidelines:
1. Donations may not be made to a particular person.
2. An employee who wishes to donate accrued leave must have a vacation
leave balance of at least 80 hours or a sick leave balance of at least 480
hours after the donation is made.

3. The above leave balance requirements are not applicable if the donating
employee is separating employment with the University. Retiring
employees or retirement-eligible employees who qualify for a sick leave
payout may donate hours in excess of their qualifying payout.
4. Per K.A.R. 1-9-5 (Sick Leave), an employee who resigns from state service
who had unused sick leave at the time of separation, and who
subsequently returns to state service in a regular position within one year
shall have the unused sick leave returned to their balance.
a. Reinstatement will not occur for any hours donated to the Shared
Leave program.
b. Reinstatement does not apply to employees who have retired from
state service as they are not eligible for reinstatement of previous
accrued leave not paid out at the time of their retirement.
5. No employee shall be coerced, threatened, intimidated or financially
induced to donate Shared Leave. Any effort to inappropriately induce such
donations should be reported to HR.
M. Shared Leave program procedures are available on the WSU Total Rewards
website.

3.54 / Furlough
Effective: January 29, 2019

I.Purpose
To fulfill its fiscal responsibilities in times of budget restraints or if directed by the State
of Kansas, the University may exercise its authority to implement furloughs or to reduce
employee’s salary or hourly rates of pay.

II.Policy statement
It is the policy of the University to implement a Furlough only after reasonable
alternatives have been exhausted; ensuring maintenance of the University's mission and
the quality of its programs. Furloughs will be implemented in a fair manner that is
sensitive to the mission of the University and the needs of its faculty, staff and students.
A furlough is the placement of an employee in a temporary leave without pay status for
a specified number of hours or days within a specified time frame. A furlough is not a
reduction in workforce and may be used to avoid or delay such action. There are two
types of furloughs.

III.Definition
A. Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business or as an independent
contractor. This includes temporary and part-time Employees.
B. Furlough: The placement of an Employee in a temporary leave without pay status
for a specified number of hours or days within a specified timeframe. A Furlough
is not a layoff or reduction in workforce and may be used to avoid or delay such
action.
1. Administrative Furlough: A planned action by the University that is
designed to address budget reductions necessitated by reasons other than
lapse in appropriations. A Furlough plan shall be required for each
Administrative Furlough. Notice of 30 days will be provided to Employees
prior to implementation of Administrative Furlough.
2. Emergency Furlough: A Furlough that occurs if there is an immediate or
imminent lack of funding to continue University operations or any
emergency that results in an unanticipated interruption of funding to the
University. A Furlough plan shall not be required for an Emergency

Furlough. No notice period is required to Employees prior to
implementation of Emergency Furlough.
C. Leadership: Leadership includes individuals at the University who have Employees
reporting to them, or Department Chairs/Directors.

IV.Procedure
(in accordance with state statute)
A. Employees may not use vacation or sick leave to supplement Furlough.
B. An Employee's social security and retirement contributions will be affected under
a Furlough due to the reduction in pay received, but all other benefits, including
the accrual of vacation and sick leave, shall continue, notwithstanding other
guidance to the contrary.
C. A Furlough will not affect an Employee's continuous service, length of service, or
eligibility for authorized holiday leave or pay.
D. Administrative Furlough Notice
Academic affairs and University administration in collaboration with Leadership
prepare a Furlough plan before the date a Furlough is to be implemented, and will
submit the plan to Human Resources specifying the information below. The
University will make every reasonable effort to provide as much notice as possible,
and in no instance less than 45 calendar days to Human Resources (unless less
time is available when the University is notified by the State of Kansas).
1. Why a furlough is needed.
2. The effective date of the furlough and the projected date on which the
furlough is to end.
3. How the affected employees will be notified.
4. The amount of advance notice that will be given to affected employees will
be no less than 30 calendar days. The University will make every
reasonable effort to provide as much notice as possible.
5. The estimated fiscal impact.
6. Each position classification (PClass), organizational unit or geographical
area to be affected.
7. The criteria used to select each position classification (PClass),
organizational unit or geographical area to be included in the furlough.
8. Any exceptions to the furlough plan based on funding sources.
9. The number of hours by which the workweek will be reduced, including
separate categories detailing the proposed reduction in hours by
standardized increments for exempt and nonexempt employees.

E. Emergency Furlough Notice
For Emergency Furlough the affected Employees shall be notified as soon as it is
feasible to do so.

3.55 / Attendance
Effective: January 29, 2019

I.Purpose
Timely and regular attendance is an expectation of performance for all Wichita State
University (“University”) Employees. Attendance expectations should be based on
business department needs, and established by Leadership. To ensure adequate staffing,
positive Employee morale, and to meet expected productivity standards throughout the
university, Employees will be responsible and held accountable for adhering to their
workplace schedule.

II.Policy statement
Employees are expected to maintain appropriate levels of attendance in order to
complete work in a timely manner. To account for varying attendance expectations based
on an employee’s role, attendance expectations are established and communicated by
department leadership. Employees are responsible for communicating Absences or
Tardies to Leadership in a timely and accurate manner. Time off should be approved prior
to a scheduled shift/day of work whenever possible.

III.Definitions
A. Unapproved Absence: Missed shift/work day without prior approval.
B. Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business or as an independent contractor.
This includes temporary and part-time Employees.
C. Leadership: For purposes of this policy, Leadership includes individuals at the
University who have Employees reporting to them, or Department
Chairs/Directors.
D. No Call/No Show: An Absence that is not reported by an Employee to the
appropriate department designee.
E. Tardy: Arriving at work after the beginning of the shift/work day as defined by the
respective department and/or takes an extended meal or break period without
approval.
F. Unapproved Out Early: Leaving work prior to the end of the shift/work day
without prior Leadership approval. This may be considered an Absence based on
Leadership discretion considering the amount of shift worked and reason for
departure.

IV.Procedure
A. Attendance
1. Attendance is addressed in a 12-month rolling period.
2. In the event of an unscheduled Absence, notification of department Leader
or other authorized individual is made according to department
expectations.
3. For an absence of three (3) days or longer due to illness or sick leave, a
physician release may be required before returning to work.
4. Excessive or Patterned Absenteeism: It is unacceptable to have excessive
or patterned absenteeism. Absenteeism may be considered excessive if it
results in a significant disruption to the work environment. Patterned
absenteeism includes, but is not limited to, repeated absences on a
weekend or overtime day; repeated absences before or after a holiday;
repeated absences at the beginning of the workweek; and/or repeated
absences at the end of the workweek.
B. Tardiness
It is the expectation that Employees will be ready to work at the times required by
their roles and/or the start of their scheduled shift/work day.
C. No Call/No Show
1. When No Call/No Show Absences occur on consecutive shifts/work days,
three (3) consecutive days may be considered voluntary resignation due to
job abandonment.
2. No Call/No Show Absences that occur as separate events (ex. 1st Absence
in March and 2nd Absence in May) are addressed with the following
actions.
a. 1st Absence may result in a written warning.
b. 2nd Absence may result in a final warning.
c. 3rd Absence may result in separation of employment.
D. Timekeeping
Employee is responsible to ensure the information contained in their timesheet is
a complete and accurate record of time worked for the stated period and all hours
worked or leave time taken is represented accurately on their timesheet. If
changes occur that alter their timesheet it is the employee’s responsibility to
submit those to the proper timekeeper as soon as possible and not later than
within ten (10) University days.
Consistent failure to follow proper timekeeping procedure may result in corrective
action up to and including separation of employment.

E. Proper Call-In Procedure
Employees are expected to know and follow proper call-in procedure for the
department, if they will be late for work, or will not be at work, these expectations
and phone numbers are communicated by department Leadership.

V.Responsibilities
A. Leadership
1. Be knowledgeable of University policies and procedures.
2. Communicate attendance expectations with Employee.
3. In order to maintain consistency and employee morale, ensure attendance
expectations are adhered to. Consult Human Resources as needed.
B. Employee
1. Adhere to University policies and procedures.
2. Notify Leadership of the need for Absences and/or Tardies in advance
when possible.

3.56 / Rehire Eligibility
Effective: May 07, 2019

I.Purpose
The purpose of this policy is to establish guidelines for rehire eligibility at Wichita State
University.

II.Policy
Wichita State University (“University”) may consider former Employees for rehire
opportunities under the guidelines outlined in this policy. Any Employee who has worked
for the University should be approved for rehire before an offer of employment is
extended.

III.Definitions
A. Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. This includes temporary and parttime Employees.
B. Leadership: Leadership includes individuals at the University who have Employees
reporting to them, or Department Chairs/Directors.

IV.Procedure
A. Rehire eligibility is determined when an Employee separates employment from
the University, and is considered when an Employee later wants to return to
employment with the University.
B. Leadership is responsible for recommending an Employee’s rehire eligibility upon
separation from the University.
C. Leadership must consult with Human Resources before determining a “Not
Recommended for Rehire” decision.
1. If such decision is made, the Leader shares the decision with the Employee
prior to separation, when possible.
2. The documentation of such decision is added to the Employee’s personnel
file in Human Resources.
3. Employees deemed “Not Recommended for Rehire” will remain in such
status for no less than one (1) year from separation date.
4. After one (1) year, the former Employee may request for a review of their
rehire eligibility status by Human Resources.

5. If a determination is made to change the status to “Recommend for
Rehire”, the documentation is added to the former Employee’s personnel
file and the electronic record is updated.
D. Employees who are determined to be “Recommended for Rehire” are eligible for
consideration for rehire.

V.Responsibilities
A. Leadership
1. Be knowledgeable of the policy and procedures.
2. Communicate recommendation for rehire eligibility with Employees when
they separate employment.
3. Provide necessary documentation to Human Resources regarding
Employee rehire eligibility.
B. Employee
1. Adhere to University policies and procedures.
2. Discuss concerns with Leadership.

3.57 / Paid Parental Leave Program for Employees
Effective: July 01, 2019

I.Purpose
The purpose of this policy is to implement the Kansas Board of Regents (KBOR) Paid
Parental Leave policy at Wichita State University (University) to provide a period of paid
leave to eligible employees following the birth or adoption of a child (Qualifying Event).
This policy shall apply to Qualifying Events that occur on or after July 1, 2019.

II.Policy Statement
Employees designated as a Primary or Secondary Caregiver following a Qualifying Event
may be eligible for Paid Parental Leave at 100% of their base rate of pay in accordance
with the provisions of this policy. Paid Parental Leave may be granted to eligible
employees of the University to be used in the first twelve (12) weeks (Benefit Period)
following a Qualifying Event.
Eligible employees designated as the Primary Caregiver may receive up to six (6) weeks of
Paid Parental Leave during the Benefit Period. Eligible employees designated as the
Secondary Caregiver may receive up to three (3) weeks of Paid Parental Leave during the
Benefit Period.
An eligible employee for Paid Parental Leave may apply when all the following criteria are
met:






The employee must be a Benefits-Eligible Employee, and
The employee has at least twelve (12) months of continuous service with the State
of Kansas, and
The employee is requesting leave to be a Primary or Secondary Caregiver for a
Qualifying Event that occurs on or after the effective date of this policy, and
The employee is in Paid Status at the time of the request for leave, and
The employee follows the outlined procedures for this policy.

If the employee is eligible for the Family and Medical Leave Act (FMLA), the employee
must have applied for and been approved for FMLA coverage for birth or adoption of a
child when requesting Paid Parental Leave. When the employee qualifies for FMLA for
birth or adoption of a child and Paid Parental leave, the two benefits will run concurrently.
(Refer to University Policy 3.34 / Family and Medical Leave Act for more information.)

III.Definitions (for the purposes of this policy)











Benefit Period: The twelve (12)-week period immediately following the Qualifying
Event.
Benefit-Eligible Employee: An employee of the University holding a 0.5 full-time
equivalency (FTE) or greater position at the University as a faculty member, an
unclassified professional employee or a University support staff employee.
Employees of affiliated corporations are not included in this definition except to
the extent they otherwise meet the criteria as a University employee stated in this
paragraph
Leader: Individuals at the University who have Benefit-Eligible Employees
reporting to them or are Department Chairs/Directors.
Paid Status: A period of active appointment. This status does not extend to
periods during which an employee is receiving pay (e.g. salary spread) but not on
active appointment.
Parent: A biological or adoptive mother or father.
Primary Caregiver: An employee who is a parent of a newborn or newly adopted
child with primary child-rearing responsibility.
Qualifying Event: A birth or placement of a child for adoption (up to six (6) years
of age) occurring on or after the effective date of this policy.
Secondary Caregiver: An employee who is a parent of a newborn or newly
adopted child with secondary child-rearing responsibility (i.e. shares caregiving
with the primary caregiver).

IV.Procedures
If an employee meets all the above referenced eligibility requirements, the following
procedures apply for Paid Parental Leave. (Additional information related to Paid Parental
Leave is available on the WSU Human Resources page on Paid Paternal Leave.)
A. The employee must provide at least thirty (30) days advanced written notice to
their Leader of their intent to request leave unless extenuating circumstances
arise.
B. The Paid Parental Leave request is submitted to Human Resources for review and
final determination. Each request for Paid Parental Leave is reviewed to determine
if the request meets program eligibility requirements.
C. Employees granted Paid Parental Leave will continue to accrue sick leave, vacation
leave, and all other regular benefits, in accordance with applicable rules,
regulations, KBOR policies, and statutes.
D. Paid Parental Leave must be taken within the twelve (12)-week Benefit Period
immediately following the date of a Qualifying Event.
E. Taking Leave for a Qualifying Event:
1. Leave must be taken in one (1) continuous block of time within the Benefit
Period unless the employee’s department approves a different schedule
(i.e. reduced/part-time or intermittent leave).

2. Leave will not be granted after the Benefit Period. Any amount of Paid
Parental Leave not utilized by the eligible employee during the Benefit
Period shall be forfeited.
3. Any Paid Parental Leave shall run concurrently with leave permitted under
FMLA, if applicable.
4. Paid Parental Leave only applies during periods when the employee is in
Paid Status. Employees on academic year or less than twelve (12)-month
appointments may not request or receive Paid Parental Leave for periods
when not in Paid Status.
5. Employees may be permitted to take leave of other types (i.e., sick leave
and vacation leave) in addition to the six (6) or three (3) weeks of Paid
Parental Leave, in accordance with other applicable University policies.
F. Leave under this policy is not transferrable and cannot be donated through any
program, including the Shared Leave program.
G. This policy shall not be construed as prohibiting the University from providing
additional leave beyond the amount of time permitted under this policy, to the
extent allowed by applicable rule, regulation, KBOR policy or statute, or from
temporarily reassigning an eligible employee’s duties while the employee is on
Paid Parental Leave.

IV.Exceptions and Special Circumstances
A. If more than one (1) eligible employee is designated as a caregiver for the same
Qualifying Event, one (1) employee must be designated as the Primary Caregiver
and one (1) employee must be designated as the Secondary Caregiver. In such
instances, the two (2) eligible employees may take Paid Parental Leave
concurrently, consecutively, or at different times from one another within the
Benefit Period immediately following the Qualifying Event.
B. For eligible part-time employees, the leave shall be pro-rated based on their parttime appointment for the applicable timeframe.
C. Official and observed holidays do not count against Paid Parental Leave. An
employee utilizing Paid Parental Leave during an occurrence of an official or
observed holiday shall receive holiday pay on the holiday.
D. The occurrence of a birth or adoption of multiple children (i.e., the birth or
adoption of twins) does not increase the length of Paid Parental Leave for that
Qualifying Event.
E. Employees taking leave for reasons not related to birth or adoption of a child (e.g.
care of a child with a serious health condition following birth or adoption) are not
be eligible for Paid Parental Leave.

3.58 / Protection from Retaliation for reporting Wrongful
Conduct
Effective: July 16, 2019

I.Purpose
The purpose of this policy is to protect any Wichita State University (University) Employee
or member of the campus community who makes a Good-Faith Disclosure of suspected
Wrongful Conduct. This policy establishes the appropriate reporting mechanisms used for
notification of known or suspected Wrongful Conduct and protection from Retaliation.

II.Policy
The University is committed to providing an environment of integrity that encourages the
disclosure of Wrongful Conduct to Leadership, while protecting Employees and members
of the campus community from Retaliation.
Federal and state law protect Employees from Retaliation for disclosing information
about a violation of any state or federal law, rule or regulation. The laws also allow
Employees to discuss the operations of the University or other matters of public concern,
including matters related to the public health, safety or welfare with any member of the
legislature or any Auditing Agency.
Employees are to comply with applicable state and federal law, regulations and rules, as
well as University and Kansas Board of Regents (KBOR) policies. Furthermore, an
employee cannot be compelled by Leadership or a University official to participate in
Wrongful Conduct.
Employees who have knowledge of specific acts which they reasonably believe, in good
faith, are evidence of Wrongful Conduct are to report those acts to the appropriate
Leadership.
Employees shall not be Retaliated against for reporting, or causing to be reported,
suspected Wrongful Conduct, or for assisting in an authorized investigation of alleged
Wrongful Conduct.

III.Definitions


Auditing Agency:
 Legislative post auditor
 Any employee of the Legislative Division of Post Audit (LPA)





Any firm performing audit services pursuant to a contract with the
Legislative Post Auditor
 Any state agency or federal agency or authority performing auditing or
other oversight activities under authority of any provision of law
authorizing such activities, or
 The inspector general created under K.S.A. 2007 Supp. 75-7427 and
amendments thereto
Employee
An individual who, when hired, provides services on a regular basis in exchange
for compensation, receives a W-2, and who does not provide these services as a
part of an independent business. This includes temporary and part-time
Employees.



Good-Faith Disclosure
Information that is reported truthfully by an Employee or member of the campus
community with regard to the provisions of this policy. This policy does not protect
an employee who files a report or provides information that:




the employee knows to be false or which the employee discloses with
reckless disregard for its truth or falsity;
 the employee knows to be exempt from required disclosure under the
open records act; or
 is confidential or privileged under statute or court rule.
Leadership
Individuals at the University who have Employees reporting to them, or are
Department Chairs/Directors.



Retaliation
Adverse action or threat of adverse action including, but not limited to:









Separation
Demotion
Corrective action
Transfer
Reassignment
Suspension
Warning of possible separation
Withholding of work



Wrongful Conduct
Includes, but not limited to:




A violation of applicable state or federal laws or regulations;
A violation of University or KBOR Policy;
Use of University property, resources, authority for personal gain or other
non-University-related purpose, except as authorized under University
policy and approved by University President.

IV.Procedure
A. To make a Good-Faith Disclosure of suspected or known Wrongful Conduct,
contact University reporting hotline at 1-844-724-5631 or via the University
hotline website.
B. If the Employee believes the Wrongful Conduct which has been reported and
continues to remain unresolved, a report should be made to University General
Counsel.
1. Reports may be made anonymously. Reports and investigations will be
kept confidential to the extent possible under law and consistent with the
need to conduct an adequate investigation and take action to correct the
Wrongful Conduct.
2. Reports are promptly and thoroughly reviewed to ensure that appropriate
action is taken.
C. Employees of contractors, grantees, subcontractors, and sub-grantees, when
working on Federal grants and contracts in connection with the University, have
certain “whistleblower” rights and remedies afforded by statute, including but not
limited to 41 U.S.C. 4712. Accordingly, all such contractors, grantees,
subcontractors, and sub-grantees are required to comply with all applicable laws.
D. Employees who believe they have been subjected to Retaliation in violation of this
policy should notify the Office of Institutional Equity and Compliance (OIEC).

V.Responsibilities
A. Leadership
1. Be knowledgeable of and implement the policy and procedures.
2. Understand that they shall not:
a. Prohibit any Employee from reporting any violation of University or
KBOR policy to Human Resources.
b. Prohibit any Employee from reporting any violation of state or
federal law or rules and regulations.
c. Require any such employee to give notice to Leadership prior to
reporting any violation of state or federal law or rules or
regulations.

d. Prohibit any Employee from discussing the operations of the
University or other matters of public concerns, including matters
relating to the public health, safety and welfare either specifically
or generally with any member of legislature or any auditing agency.
B. Employee
1. Adhere to University policies and procedures.
2. Report Wrongful Conduct with Good-Faith Disclosure.
3. Understand they are not authorized to represent their own personal
opinions as the opinions of the University.

VI.Related






3.19 / Prohibition of Retaliation
K.S.A. 75-2973
41 U.S.C. §4712
5 U.S.C. §2302
KBOR policy

3.59 / Reduction in Force
Effective: July 16, 2019

I.Initiating Authority
Human Resources

II.Purpose
The purpose of this policy is to establish a fair process to ensure consistency and
accountability for position eliminations, while maintaining respect of those impacted.

III.Policy Statement
Wichita State University (University) strives to provide a stable and secure environment
in which to work. Under certain circumstances, it may be necessary to eliminate
position(s) due to changing priorities or business needs.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:










Displaced Employee: An Employee whose position has been eliminated by a
Reduction in Force (RIF).
Employee: For the purposes of this policy, an individual who provides services to
the University on a regular basis in exchange for compensation and receives a W2 for such services. This does not include Employees in a Contingent status, or in
a Temporary position, as defined in the WSU Policies and Procedures.
Leadership: Leadership includes individuals at the University who have Employees
reporting directly to them, or Department Chairs/Directors.
Notice Period: The time period beginning on the date the Displaced Employee is
officially informed of the Position Elimination through the Separation Date.
Position Consolidation: Combination of two or more positions with substantially
similar roles and responsibilities into one position.
Position Elimination: A permanent reduction of may be necessary to eliminate
position(s) due to organizational Restructuring, Departmental, Program, or
Position Consolidation, or discontinuation of a service, program, or function.
Reduction in Force (RIF): A separation from employment for situations such as
lack of funds, financial exigency as defined by Kansas Board of Regents (KBOR),
lack of work, program discontinuance, redesign or elimination of position(s) or







reorganization, with no likelihood or expectation that the Employee will be
recalled because the position itself is eliminated. A RIF may be necessary or
appropriate when there is a redesign or elimination of work, redundancy in roles,
or excess capacity within a work group or across work groups, such that it would
be economically feasible and responsible to reduce the number of position(s) in a
unit or department.
Separation Date: The last day of the Notice Period, or the last day worked if a
Displaced Employee resigns or is involuntarily separated from employment prior
to the end of the Notice Period.
Separation Pay: The hourly pay and benefits a Displaced Employee receives. This
calculation equals hourly base rate of pay at the time of elimination multiplied by
authorized hours per pay period. Additional compensation and/or stipends may
be factored into the separation pay.
Transition Pay: Occurs when a Displaced Employee has secured a position at the
University, prior to the end of the Notice Period, in which the rate of pay is less
than the Separation Pay. Transition Pay is an amount equal to the difference
between the rate of pay in the new position and Separation Pay.

V.Administrative Procedure
A.

B.

Assessment and Position Selection
1. Leadership completes an analysis of the business needs, submits to their
direct leader and will progress through divisional leadership for approval.
2. Leadership analyzes the job functions that the work unit needs going
forward, and the position(s) that will be retained and eliminated. This is
based solely on the job functions of positions and the business needs of
the work unit. A Reduction in Force Memo must be completed to provide
justification for the RIF.
3. When there are multiple incumbents in a position that has been selected
for elimination, an evaluation of the skills and qualifications of each
Employee must be completed by the respective Leadership. In this multiple
incumbent situation, a Candidate Profile Worksheet (CPW) must be
completed for each incumbent.
4. Before any Employee notification, a Reduction in Force Memo and plan
must be approved by divisional Leadership and Human Resources.
5. Human Resources assists in preparing the written notice for the Displaced
Employee and determines any Separation Pay.
Employee Notification
1. Employees are given 60 calendar days' notice that their position is being
eliminated.
2. In some situations, it is in the best interests of the Displaced Employee or
the department that the Notice Period be non-working. This decision is
made in consultation with Human Resources.
3. The Displaced Employee is informed, during notification, whether the
Notice Period is working or non-working (or some of both). For a non-

C.

working Notice Period, the Displaced Employee is placed on a paid leave.
Displaced Employees are paid regular hours and applicable additional
compensation and/or stipends for the Notice Period, regardless of
whether it is working or non-working.
4. When the Displaced Employee is notified, the Leader meets with the
Displaced Employee in-person and provides the Displaced Employee with
written notification regarding the Position Elimination and the Separation
Date.
Non-reappointment Pay, Separation Pay & Separation Agreement
1. Displaced University Professionals (UP) receive pay based on applicable
appointment notice provisions. Displaced University Support Staff (USS)
receive a minimum of two weeks of Separation Pay.
2. A Separation Agreement may be offered to the Displaced Employee at the
time of notification. Separation Pay is paid, only if the Displaced Employee
signs and returns the Separation Agreement during the allowable time.
The signed Separation Agreement is returned to Human Resources.
3. Separation Pay is not paid if the Displaced Employee separates
employment prior to the end of the Notice Period.
4. If an Employee accepts an offer of employment at the University prior to
the end of the Notice Period in which the rate of pay is less than Separation
Pay per pay period, the Employee will receive Transition Pay for the
remainder of the Notice Period in an amount equal to the difference
between the rate of pay in the new position and Separation Pay. Neither
the employee nor Leadership may delay the start date in a transfer or
rehire event in order to extend the receipt of Separation Pay.
5. If the Displaced Employee starts employment in a different position during
the Notice Period in which the rate of pay is equal to or greater than the
current position, the remaining Separation Pay is discontinued on the
transfer or rehire date.
6. Displaced Employees will have the option of being reinstated into their
former position if the position is restored within twelve (12) months and
they are otherwise eligible to be reinstated.

3.60 / Children in the Workplace
Effective: July 16, 2019

I.Purpose
To create a supportive work environment for Employees to meet family obligations and
to provide guidance as to when Children can appropriately be at the workplace.

II.Policy Statement
Wichita State University (“University”) values an atmosphere that fosters a healthy
balance between workplace obligations and family issues. When work obligations allow,
the University encourages Leadership to support Employees who wish to meet family
responsibilities by using breaks or lunch hours, flexible work schedules, adjusted hours or
vacation leave for this purpose.
The University understands that visits by Employee’s Children occur for a variety of
reasons. However, the extended presence of Children during work hours is not allowed.

III.Definition
A. Children
Individuals under the age of eighteen (18), who are not enrolled in classes at the
University.
B. Employee
An individual who, when hired, provides services on a regular basis in exchange
for compensation, receives a W-2, and who does not provide these services as a
part of an independent business. This includes temporary and part-time
Employees.
C. Leadership
Leadership includes individuals at the University who have Employees reporting
directly to them, or Department Chairs/Directors.

IV.Procedure
A. Employee(s) should meet with Leadership to request having Children in the
workplace.
B. Leadership will determine if the request is within the parameters of the policy and
if so, use discretion based upon individual circumstances and business needs.
C. At all times, Children remain the sole responsibility of the Employee.
1. Employees must accompany their Children at all times.
2. The Employee must not ask any other Employee or student to supervise
the Child.
D. The presence of the Child cannot disrupt the work environment or negatively
affect the productivity of the Employee or anyone in the workplace.
E. Leadership may ask the Employee to remove the Child from the workplace at any
time if Leadership determines that there are health or safety concerns, or that the
Child’s presence is disruptive to the work environment.
F. A Child who has an illness that prevents acceptance by a regular day care provider
or from attending school, particularly a Child with an infectious disease, should
not be brought to the workplace under any circumstances.

V.Responsibilities
A. Leadership
1. Be knowledgeable of University policies and procedures.
2. Determine if there are health or safety concerns, or if the Child’s presence
is disruptive to the work environment.
3. Communicate expectations with Employees.
4. Provide reasonable accommodations for Employees.
5. Address behavior that prevents the Employee from meeting workplace
responsibilities or disrupts other employees in the workplace or the
education of our students.
B. Employee
1. Adhere to University policies and procedures.
2. Contact Leadership in advance for work schedule accommodations or
permission to bring your Child into the workplace.

3.61 / Workforce Transitions
Effective: August 08, 2019

I.Purpose
The purpose of this policy is to provide guidance for Workforce Transitions.

II.Policy Statement
Wichita State University (University) is committed to the optimal utilization of Employees’
skills and talents by providing opportunities for Workforce Transitions within the
University. This does not include situations in which Employees are moving to or from an
affiliated organization.
Leaders are encouraged to consider Employees for appropriate Workforce Transitions
within the University, because this provides Employees an opportunity for career growth,
advancement, or personal fulfillment. A Workforce Transition is based on job
qualifications and department business needs.

III.Definitions
(for the purposes of this policy only)





Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. For purposes of this policy, this
includes only benefit eligible Employees.
Leader: Includes individuals at the University who have Employees reporting to
them, or Department Chairs/Directors.
Workforce Transition (could be one of the following):
 Demotion: Movement to a position classification in a lower pay grade or a
pay grade with a lower midpoint.
 Promotions: Movement to a position classification in a higher pay grade
or a pay grade with a higher midpoint, based on the increased scope of
responsibility, which requires more advanced skills, education, or
certification.
 Transfers: Movement to a position classification in a similar pay grade or a
pay grade with a similar midpoint.

IV.Administrative Procedure
A. Vacant position must be posted using the University Applicant Tracking System
(“ATS”). Employees must apply in the ATS to express interest in a vacant position.
B. Employee must be in good standing with no corrective action or sanction(s) during
the previous twelve (12) months to be eligible for a Workforce Transition.
Exceptions may be granted at the discretion of Human Resources and the Hiring
Leader.
C. Employees are strongly encouraged to notify current Leader if they are being
considered for a Workforce Transition.
D. The Hiring Leader consults with Employee’s current Leader for a reference check.
The Employee performance, as it pertains to the position the Employee is applying
for, should be discussed or considered.
E. The Hiring Leader negotiates a start date of the new position with Employee’s
current Leader. The start date should be within thirty (30) days.
F. Effective date of all changes related to a Workforce Transition is the first day of a
future pay period.
G. If appropriate, a salary review and/or adjustment may be made. In determining
an appropriate rate of pay, criteria such as pay equity with other employees in the
new position classification; the qualifications and experience of the Employee; and
timing of future increases are reviewed. Human Resources determines the
amount of any pay rate change in consultation with the Hiring Leader.

3.62 / Travel Pay for Non-Exempt Employees
Effective: August 08, 2019

I.Initiating Authority
Human Resources

II.Purpose
Wichita State University (“University”) recognizes there may be times in which it is
necessary for Non-Exempt Employees to travel for business purposes. When Non-Exempt
Employees travel for business purposes, the work time must be recorded and paid in
compliance with Fair Labor Standards Act (“FLSA”) regulations.

III.Policy Statement
This policy is intended to reduce risk and protect the interests of the University and the
community it serves.

IV.Definitions
(for the purposes of this policy only)







Employee: An individual who, when hired, provides services on a regular basis in
exchange for compensation, receives a W-2, and who does not provide these
services as a part of an independent business. For purposes of this policy,
“Employee” does include “Student Employee,” as that term is defined in Chapter
8.01. Should a Student Employee find it necessary to travel as a result of his/her
student employment, the student and the Leadership should also consult all
relevant student employment policies for additional guidance.
Fair Labor Standards Act (“FLSA”): A federal law which establishes minimum
wage, overtime pay, recordkeeping, and youth employment standards affecting
employees in the private section and in federal, state and local governments.
Leadership: For purposes of this policy, Leadership includes individuals who have
Employees reporting directly to them, or Department Chairs/Directors.
Non-Exempt Employee: Employees who, because of the type of duties
performed, level of decision-making authority, and the method of compensation,
are subject to all Fair Labor Standards Acts (“FLSA”) provisions including the
payment of overtime.



Normal working hours: The hours in which an Employee is typically required to
perform work on an ongoing, routine basis. For example, Monday through Friday
from 8 a.m. to 5 p.m.

V.Administrative Procedure
A. The principles which apply in determining whether time spent in travel is
compensable time depend upon the type of travel involved, as described below.
B. All time spent in travel that is considered work time, as described below, is
counted as hours worked and compensable to the Non-Exempt Employee.
1. Home to Work Travel or Commuting:
a. Generally, an Employee is not at work until they reach the work
place and begin working.
b. An Employee who travels from home before the workday and
returns home at the end of the workday is engaged in ordinary
home to work travel which is not work time.
c. If an Employee is required to report to a meeting place to pick up
materials, equipment, other employees, or receive instructions
before traveling to the work place, it is work time once the
employee reaches the meeting place.
2. Travel During the Workday
a. Time spent by an Employee in travel as part of their principal
activity, such as travel from one workplace to another during the
workday, is work time.
3. Out of Town Travel – Special one (1) day assignment
a. If an Employee is assigned to work in another city for one (1) day
and the travel is performed for the employer’s benefit and at its
request, it is part of the principal activity of the Employee and is
work time.
b. The time spent traveling to and from the other city is work time,
except for the amount of time that the Employee would normally
spend commuting to the workplace.
c. However, travel time between the Employee’s home and an airport
or other mode of transportation is considered commuting time
which is not work time.
4. Overnight Travel
a. Travel time or time spent waiting to travel (i.e., waiting in an airport
or bus station) is work time when it occurs during the Employee’s
normal working hours, regardless of the day of the week.
b. Travel time between the Employee’s home and an airport or other
mode of transportation is considered commuting time which is not
work time.
c. Travel that occurs outside of the Employee’s normal working hours
as a passenger on an airplane, train, boat, bus, or automobile is not

work time, unless the Employee is performing work during the time
spent as a passenger.
d. Travel that occurs outside of the Employee’s normal working hours
in which the Employee is the driver of an automobile is work time.
e. If an Employee drives an automobile as a matter of personal
preference when an authorized flight or other travel mode is
available and the travel by automobile would exceed that of the
authorized mode, only the estimated travel time associated with
the authorized mode will be work time.
f. If the employer provides hotel accommodations for overnight
travel, but the Employee wishes to drive home each evening, the
travel time back and forth to the home is not work time.
g. Time spent at a hotel with freedom to use time for the Employee’s
own purposes is not work time. This includes time spent while
sleeping.
h. Time spent at all required conference events in which the
Employee is engaged in training, attends a meeting or listens to a
speaker is work time. Time spent at social events, meals without
speakers, or meals when work is not being performed is not work
time, unless attendance is required by the Employee’s Leader.
i. For employees required to be on duty for 24 hours or more,
scheduled sleeping periods of not more than eight (8) hours may
be excluded from hours worked, provided that adequate sleeping
facilities are furnished by the employer and the Employee can
usually enjoy an uninterrupted night’s sleep. If the period of sleep
is less than five (5) hours it is work time.
5. Time Zone Changes
a. If the time zone changes during the travel day, worked hours are
calculated based upon actual worked hours when calculating work
time.
b. For purposes of documenting time in/out on the timesheet, time
should be converted to Central Standard Time (CST) for days when
a time zone change occurs.
c. For travel days in which the time zone does not change, the local
time should be used to document worked time on the timesheet.
C. An Employee’s Leader, or the Employee with prior approval of the Leader, may
adjust the Employee’s work schedule within the same workweek to avoid
additional work hours due to travel time. Whenever possible, the Leader and
Employee should discuss the possibility of adjusting the work schedule prior to the
Employee’s departure.

V.Related
DOL – Fact Sheet #22: Hours Worked Under the FLSA

Travel Pay Examples
I.Travel Example 1
For this example, the conference began Sunday night at 5:00 p.m. with a business meeting
and ended on Wednesday at 12:00 p.m. The employee’s normal work hours are 8:00 a.m.
to 5:00 p.m. Monday through Friday. The employee worked his/her normal schedule on
the days following the conference. There were no time zone differences.

II.Travel Example 2
For this example, the supervisor has informed the employee that any additional hours
that are incurred will be adjusted in the remaining workweek. The supervisor has
determined the employee should leave work early on Thursday and not work on Friday.
The conference began Sunday night at 5:00 p.m. with a business meeting and ended on
Wednesday at 12:00 p.m. No time zone differences.

III.Travel Example 3
For this example, the employee’s work location is in Wichita, Kansas (CST) and the
conference is located in Oakland, CA, which is in the PST time zone (i.e., 2 hours earlier).
The conference began Sunday night at 5:00 p.m. (PST) with a business meeting and ended
on Tuesday at 12:00 p.m. (PST).

IV.Travel Example 4
For this example, the employee’s work location is Wichita, Kansas and they are attending
a recruiting event in Garden City, Kansas on a Sunday and will be returning the same day
(out of town – special 1 day assignment). The employees are traveling by car; a driver and
a passenger.

V.Travel Example 5
For this example, the employees work location is Wichita, Kansas (CST) and they are
attending a recruiting event in Garden City, Kansas leaving on a Sunday; weather prohibits
return travel until Monday morning. The employees are traveling by car; a driver and a
passenger.

VI.Travel Example 6
The employee is attending a professional meeting in Chicago. They will travel by airplane
and no overnight travel will be involved. For this example, the employee’s normal work
hours are 8:00 a.m. to 5:00 p.m. Monday through Friday.

3.63 / Volunteer Policy
Effective: August 20, 2019

I.Initiating Authority
Human Resources

II.Purpose
Wichita State University (“University”) recognizes the vital role that Volunteers play in
accomplishing its mission. This policy characterizes the nature of Volunteer service;
establishes mechanisms to promote a safe, productive, and mutually beneficial
environment; specifies allowable Volunteer services with appropriate authorization; and
identifies the actions necessary for Volunteer services.

III.Policy Statement
This policy is intended to reduce risk and protect the interests of the University, and those
who volunteer their services. Volunteers are not considered employees for any purpose
and are not covered by the Fair Labor Standards Act.

IV.Definitions
For the purpose of this policy only, the following definitions shall apply:








Campus: Buildings, facilities, grounds, or property controlled by the University.
Employee: An individual who provides services to the University on a regular basis
in exchange for compensation and receives a W-2 for such services
Familial Relationship: Includes domestic partner, spouse, parent, grandparent,
children, grandchildren, brother, sister, aunt, uncle, niece, nephew; related by
blood, marriage, or adoption. The term “domestic partner” as used here, means a
person with whom another person maintains a household and an intimate
relationship, other than a person to whom such person is legally married.
Host Department: A University department that identifies the need for a
Volunteer. The Host Department oversees the services provided by the Volunteer.
Leadership: Includes individuals at the University who have Employees reporting
to them or are Department Chairs/Directors.
Volunteer: An individual who provides services to the University voluntarily
without promise or expectation of wages, compensation, benefits,
unemployment coverage, or remuneration of any sort. A Volunteer may be a

member of the community or an Employee of the University. An Employee may
volunteer for a University function if they are volunteering in a capacity that is
different from their employment. An Employee cannot volunteer to perform
activities that are the same or similar to essential duties performed in their job.

V.Administrative Procedure
A.
The following criteria must be met to engage in a Volunteer relationship with the
University:
1. Understand and agree that the University may terminate or decline a
Volunteer relationship for any reason, at any time, without prior notice or
cause.
2. There is no assurance or reason to expect that the University will offer
employment to a Volunteer following the Volunteer service.
3. A Volunteer position may not displace an active Employee, or perform
functions traditionally assigned to an Employee. Additionally, a Volunteer
may not provide services that are substantially the same as those provided
by an Employee in a paid position.
4. A Volunteer cannot be supervised by anyone with a Familial Relationship
without next level leadership’s prior approval.
5. Volunteers who are under the age of eighteen (18) must have written
consent of a parent or guardian prior to the Volunteer service.
6. Volunteers are prohibited from engaging in any of the following tasks at
the University:
a. Operation of heavy equipment, including State vehicles.
b. Work with stored energy (steam, electricity, hydraulics).
c. Work with infections or potentially infectious agents, including
bodily fluids.
d. Performance of services requiring access to proprietary
information.
e. Work in a Drug Enforcement Agency (DEA) registered facility.
f. Performance of activities considered inappropriate for any
employee.
7. A Host Department is not permitted, under any circumstance, to provide a
payment that may be linked to productivity or as compensation for service
provided.
B.
Host Department and Volunteers may be required to complete paperwork prior to the
event as described below. This paperwork is found on the Forms Index page of the University
Human Resources (HR) webpage.
1. Volunteer Event Form must be completed if:
a. The event will last more than two (2) consecutive calendar days;
OR
b. ii. The Volunteer provides the same service for more than three (3)
calendar days in a year; OR
c. iii. The Volunteer will be working directly with minors; OR

C.

d. iv. The Volunteer will handle cash or financial transactions; OR
e. Volunteer is under the age of eighteen (18)
2. Background Check is required if the Volunteer will be:
a. Working directly with minors OR
b. ii. Cash or financial transactions will be processed
Additional information can be found on the HR website under Volunteer Procedures.

VI.Applicable Laws And Additional Resources


DOL Fact sheet #14A: Non-Profit Organizations and the Fair Labor Standards Act

