| have received this Employee Resource Handbook and understand that Erskine is revoking all prior

Employee Acknowledgement Form

versions or editions, effective immediately. The first page of this handbook contains the following

notice.

ALL EMPLOYEES OF ERSKINE ARE EMPLOYED AT WILL AND MAY QUIT OR BE TERMINATED AT
ANY_ TIME _AND FOR ANY REASON. NOTHING IN ANY OF ERSKINE&G RULES, POLICIES,
HANDBOOKS, PROCEDURES, OR OTHER DOCUMENTS RELATING TO EMPLOYMENT CREATES
ANY EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT. NO PAST PRACTICES OR
PROCEDURES, WHETHER ORAL OR WRITTEN, FORM ANY EXPRESS OR IMPLIED AGREEMENT TO
CONTINUE _SUCH PRACTICES OR PROCEDURES IN THE FUTURE. NO PROMISES OR
ASSURANCES, WHETHER ORAL OR WRITTEN, WHICH ARE CONTRARY TO OR INCONSISTENT
WITH THE LIMITATIONS SET FORTH IN THIS PARAGRAPH CREATE ANY CONTRACT OF
EMPLOYMENT UNLESS: 1) THE TERMS ARE PUT IN WRITING; 2) THE DOCUMENT IS LABELED
i ©NTRACT; B) THE DOCUMENT STATES THE DURATION OF EMPLOYMENT; AND 4) THE
DOCUMENT IS SIGNED BY THE PRESIDENT OF ERSKINE OR THE CHAIR OF THE BOARD OF

TRUSTEES. THE SOLE EXCEPTION TO THE ABOVE IS FOR TENURED FACULTY WHO WILL HAVE
THE RIGHT OF DUE PROCESS CONCERNING THEIR EMPLOYMENT STATUS.

By my signature, below, | understand and agree that:

| UNDERSTAND THAT THIS HANDBOOK IS NOT A CONTRACT OF EMPLOYMENT and that the

| acknowledge receipt of Erskine Employee Handbook, dated September 2009;

| have read and understood the disclaimer set forth above, which also appears on the first

page of my copy of the handbook;

I further understand that for al/l empl oyees

granted due process regarding employment status, myemp | oy meatrwi lilsd fiwhi c h

that | can leave Erskine at any time with or without notice and with or without cause, and

Erskine has the same right to end my employment at any time, with or without notice, with or

without cause as long as it acts lawfully.

language and policies contained in it do not create contractual obligations and that no circumstances

arising out of my employment can alter my "at-will" employment relationship unless an agreement

expressly aiwteédionagatthue efi @tf my empl oyment i s
the President or the Chair of the Board of Trustees of Erskine.

set

| understand that this handbook replaces all prior versions and that Erskine at its sole discretion may
amend, add to, or delete from this handbook at any time without giving me prior notice or obtaining my
consent. | understand that if | have questions about this handbook, now or in the future, | may discuss
them with the Director of Human Resources or my supervisor. | further understand that | may access

the current version of the Employee Resource Handbook on the Erskine website under the Human

Resources Section.

Employee Signature Printed name Date

Distributed by Date

Erskine College and Erskine Theological Seminary Employee Resource Handbook. This handbook is

not a contract (Refer to iNot a Cont r act of Emp | oy imelnttoductipna Seatigm);aipp h
replaces any and all prior versions and may be amended. Revised September 2009.
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Handbook Statement

This handbook describes some of the hormal employee policies and practices of Erskine
which are presented as employee guidelines. This handbook replaces any and all prior
versions of handbooks distributed to employees in their entirety. This handbook is
applicable to all College and Seminary employees, and all references herein to fErskineo
include both Erskine College and Erskine Theological Seminary. To ensure one has the
most recent version of the handbook, he/she should always consult the copy available on
the Erskine website at www.erskine.edu.

Not a Contract of Employment

Neither the issuance of this handbook nor any of the policies or language contained in it
creates a contract of employment, expressed or implied, between Erskine and any
employee. No promise of continued employment is made or implied by this handbook. In
the event that any mandatory language appears in this handbook, the terms of this
disclaimer shall take precedence over any such apparently mandatory language, so that no
contract is created.

This handbook does not impose any contractual rights or obligations. It is merely a guide to

some of Erskinebés current policies and procedur e
issuance and subsequent revision. While every effort will be made to communicate these

changes in advance as reasonably possible, the handbook is not all inclusive. Erskine may

interpret, update, amend, or rescind all or part of this handbook at any time, at its sole

discretion, without prior notice and without obtaining any employee consent or agreement.

Meani ng -Wifl IBAtEmpl oy ment

All empl oyees ewi |Hros keinmpd oayreee shatmeani ng t hat eit
employee may terminate the employment relationship at any time and for any reason or for
no reason. An empl awwd é s esntpdtoy e ea snagy nwiftemtc hang e

agreement( | abel ed aswhi ditoaxpraed vy | 410t emrad utrfee ofi ato n e
employment and which is signed by the employee and either the President or the Chair of
the Board of Trustees of Erskine.

The sole exception to the above is for tenured faculty who will have the right of due process
concerning their employment status.

Union Free Statement

It is the policy of Erskine to provide and maintain an environmentsonei t her an empl oy
decision to work here nor opportunities for advancement would ever require one to join a

labor union. We firmly believe it is preferable for Erskine and its employees to deal with

each other directly rather than through an outside third party. Erskine accepts its

responsibility to provide reasonable and competitive pay, benefits, and working conditions.

It is not and will not ever be necessary to pay a labor union in order to receive fair treatment.

Erskine believes employees have the right and ability to think, speak, and act for
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themselves, and Erskine encourages each employee to do so and to utilize the open door
policy at all times.

History of Erskine
Erskine College

Erskine College was founded by the Associate Reformed Presbyterian Church in 1839. Prior
to this time, the church had established in Due West, South Carolina, an academy for men
in 1835. This academy became Erskine, the first four-year Church-related college in South
Carolina.

By the time of the War Between the States, Erskine had become one of the thriving colleges
of the region with over 100 students enrolled. Following the war, loyal supporters rebuilt the
endowment wiped out by the conflict. They also financed construction of the Erskine
Building and established Chairs in Chemistry and English Literature under widely respected
professors.

These professors helped Erskine establish a reputation for academic excellence as Erskine

moved from a classical to liberal arts curriculum. Also enhancing this reputation were

Erskinebs I|iterary societies, as olatkrsand Er ski ne,
supplemented speech and literary training. The large auditorium constructed in 1892

brought renowned speakers to Erskine and continued Erskine's role as a cultural and

educational center of the South Carolina Piedmont. Erskine also played a greater role in the

education of women, admitting women first in 1894 and officially becoming co-educational in

1899. The Due West Female College, founded in 1859 by Associate Reformed Presbyterian

ministers and laymen, came under the control of the ARP Church in 1904 and merged with

Erskine in 1927.

The planned merger paved the way for accreditation from the Southern Association of
Colleges in 1925, and the combined institution continued to provide a quality education,
producing distinguished graduates over the next three decades, despite the setbacks of the
Great Depression, World War I, and the dearth of students entering higher education in the
early 1950s. Successful capital gifts campaigns beginning in 1954, 1963, 1974 and 1992
have increased Erskine's endowment to more than $40 million and provided more than $15
million in physical plant improvements over the past four decades. The completed
Campaign for Erskine, which opened in 1992, raised more than its $33 million goal,
providing further funding for the implementation of Erskine's long-range plans, including a
$7.4 million science hall and a $2 million arts center.

Er ski ne6s captal tampagr denGold Campaign, was launched in 2001 to raise
$36.8 million. Among a number of emphases in the Gold Campaign were the funding of
endowed scholarships and professorships and the renovation and expansion of Memorial
Hall, including the addition of a mathematics facility. The Gold Campaign concluded in
December 2006, with slightly over $40 million raised.
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Erskine Theological Seminary

Erskine Theological Seminary was founded in 1837. The Theological Seminary became the
School of Theology of Erskine in 1925. A member of the Atlanta Theological Association, it
offers a three-year postgraduate curriculum leading to the Master of Divinity degree; a two-
year postgraduate program leading to the Master of Arts in Christian education; and a
program requiring at least two years, whereby experienced ministers holding the Master of
Divinity or its equivalent may earn the Doctor of Ministry degree.

Erskine Seminary al so of f e practicahmigigtrg théolgicdle gr ee pr
studies, counseling ministry, and church music. Erskine Seminary is accredited by The

Association of Theological Schools in the United States and Canada. The Seminary moved

into its current location, Bowie Divinity Hall, in 1985. The Seminary celebrated its

Sesquicentennial with a number of special activities in 1987.

The purpose of Erskine Theological Seminary is to serve the Church and its mission by
providing those called to be ordained servants of God with guided experience in being
witnesses of the Word to the Church and, through the Church, to the world.

While the seminary is conducted under the auspices of the Associate Reformed
Presbyterian Church and has a special obligation to equip men for the ministry in that
church, it admits persons of Christian character and of approved educational attainment
from other Christian denominations and offers them all possible encouragement in preparing
them for the work of the ministry in the churches of their choice.

Erskine Theological Seminary sponsors an extensive program of continuing education.
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The Mission of Erskine College

The mission of Erskine College is to equip students to flourish by providing an excellent
liberal arts education in a Christ-centered environment where learning and biblical truth are
integrated to develop the whole person. (October 2007).

Accreditation

Erskine College is accredited by the Commission on Colleges of the Southern Association of
Colleges and Schools (1866 Southern Lane, Decatur, Georgia 30033-4097: Telephone
number 404-679-4501) to award baccalaureate degrees.

Erskine is a member of the National Commission on Accrediting, the Association of
American Colleges, the American Council on Education, the South Carolina Association of
Colleges and Universities, the Council for Advancement and Support of Education, the
National Association of Independent Colleges and Universities, the South Carolina
Independent Colleges and Universities, the Council for Christian Colleges and Universities,
the American Association of Colleges for Teacher Education, the American Association of
Collegiate Registrars and Admissions Officers, the National Association of College and
University Business Officers, the Southern Assaociation of College and University Business
Officers, the National Collegiate Athletic Association (Division II), and the Conference
Carolinas Athletic Conference. The teacher education programs of Erskine are approved by
the State Board of Education using the Standards of the National Association of State
Directors of Teacher Education and Certification. Erskine is on the approved list of the
American Association of University Women. Any student wanting more information on
Erskinebs accreditation may864 8/8-87d2ct t he Academi

The Mission of Erskine Theological Seminary

The mission of Erskine Theological Seminary is to educate persons for service in the
Christian Church. The Seminary has been called by God and commissioned by its host to
serve not only that denomination, but also the entire Church of Jesus Christ.

Accreditation

Erskine Theological Seminary is accredited by The Association of Theological Schools (The
Association of Theological Schools in the United States and Canada, 10 Summit Park Drive,
Pittsburgh, PA 15275-1103, 412-788-6505) in the United States and Canada. Erskine
Theological Seminary is also accredited by the Commission on Colleges of the Southern
Association of Colleges and Schools to award master's and doctoral degrees, namely, the
Master of Arts in Christian Education, Master of Church Music, Master of Arts in Counseling
Ministry, Master of Arts in Pastoral Ministry, Master of Arts in Theological Studies, Master of
Divinity, and Doctor of Ministry degrees. The seminary is approved by the United Methodist
Church and is a member of the Association of Clinical Pastoral Education and the Society
for the Advancement of Continuing Education. Documents relating to the school's
accreditation may be reviewed in the Office of the Dean of the Seminary. To schedule an
appointment, contact the Office of The Dean at (864) 379-8885.
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About The Erskine Campus

Erskine is located in Due West, South Carolina, a town of 1,200 residents located in historic
Abbeville County, an area rich in colonial, Revolutionary War, and Civil War history. The
town and the campus, with a number of antebellum buildings, are listed on the National
Register of Historic Places. Erskine is on the forefront of the latest technological advances.
The dorms, library, dining hall, and most classrooms are wireless. Erskine has developed
innovative uses of technology to increase person-to-person communication and to maximize
student learning. These award-winning innovations are being shared with numerous other
campuses. Along with the successful use of technology, personal interaction that leads to
lasting friendships and discovery within a community of learners continues as a primary
focus on the Erskine campus.

Erskine is located near a number of lakes and recreational areas and is within easy access
to Interstate Routes 26 and 85 and the cities of Atlanta, Charlotte, Columbia, and Greenville.
Greenwood and Anderson are each about 20 miles away. The Town of Due West provides
a restful and quiet atmosphere for study and academic exploration.
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Communications
and Open Door
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Open Door Policy

It is the intention of Erskine to maintain open communications with all employees. If an

employee has questions or concerns regarding his/her employment, the employee should

discuss the matter with his/her immediate supervisor. If this does not resolve the issue (or if

the issue involves t he e mplkmyyesdte problemaiththe sor ) ,
Director or Vice President to whom the supervisor reports. In the event no satisfactory

solution is reached, the problem may be discussed with the Director of Human Resources or

with the Vice President for Finance and Operations.

Campus Calendar

Erskineds campus calendar is an el ecNetNewsorc c al
t hr ough Bome pagerateMs.erskine.edu. The calendar reflects on-going events at

Erskine. All room and event reservations should be made through this site. Reservations

are not confirmed until one receives confirmation.

Electronic Mail

Frequently, as matters of importance arise, information is sent out electronically via e-mail.
When an employee is away from work on business and would like to access e-mail, he/she
may do so by wutilizing Erskinebs I nternet Maill

Procedures for SquirrelMail:

Go to Erskinedés hownmershnegde; | ocated at
Click on the Faculty/Staff tab on the top;

Click on the Human Resources tab from the drop down menu;

Click on the Squirrel Mail tab from the left side bar; and then

The employee should enter his/her regular name and password at the prompts.

arwNE

Bulletin Boards

There are two designated employee bulletin boards where legally required employee
information and postings are distributed. These boards are located in the Mail Rooms in
Belk Hall and Bowie Divinity Hall.

Departmental bulletin boards are not to be used to solicit or proselytize for commercial
ventures, religious or political causes, outside organizations, or other non-job related
solicitations. Nothing in this rule is intended to prevent communications concerning wages,
hours, and working conditions, and it is not intended to prohibit any communication allowed
by law.
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Marketing and Public Relations

The Office of Marketing and Public Relations is responsible for producing brochures, flyers,
magazines, catalogs, and other materials publicizing the institution and its programs.
Individuals desiring to have such materials produced are expected to work with the staff in
the Office of Marketing and Public Relations so that accurate and high quality materials will
be produced and so that the image of the institution can be maintained with consistency and
proper decorum.

The Brand Identity Program encompasses both the College and Seminary emblems, names
and logos including:

College and Seminary Administrative and Academic Logos
College and Seminary Seal

College and Seminary Crest

College Athletic Logo and Identity Elements

These items are the only approved representations of the College and Seminary. They
cannot be altered or changed in any way. They are trademarked to ensure they are
protected by outside interests. Internally, they can only be protected by vigilant observance
by the campus community. Employees who need to use the logo may copy it from the
Human Resources Section of the website.

Erskine NetNews

The Office of Marketing and Public Relationsisal so responsi bl e for
electronic newsletter, NetNews, which is published on a periodic basis and provides
communication and information about Erskine events, students, and employees. NetNews
may be accessed through the Erskine website, www.erskine.edu.
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Practices, and
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Responsibility for Administration of Policies, Practices, and Guidelines

The President will be responsible for administering policy in cooperation with the appropriate
Vice Presidents and their respective supervisors. The Vice Presidents of Erskine will
supervise and coordinate the programs and procedures in their respective departments,
employing staff, administration, and faculty members accordingly. Each Vice President will
maintain a list of authorized positions according to the provisions of the approved annual
operating budget.

Equal Employment Opportunity Policy

It is the policy of Erskine to fully comply with all applicable laws that prohibit
discrimination on the basis of race, color, national origin, gender, age, disability, military
service, application for military service, or veteran status. The institution will utilize
strategies designed to assure that qualified persons with disabilities, women, and legally
protected minorities are well represented in applicant pools from which employees are
selected.

As a religious educational institution, Erskine strives to achieve and maintain a Christ-
centered environment. Consistent with that goal, Erskine College and Seminary shall
exercise its theological, constitutional, and statutory right to take religion into account in
all employment decisions.

If an employee believdse/she has been discriminated against in any aspect of employment with
Erskine, pleasbe/she shoulébllow the complaint procedures set forth in the Discrimination and
Harassment policies in this handbook.

Americans with Disabilities Act Policy

Erskine will comply with provisions of Section 504 of the Rehabilitation Act of 1973, the Americans

with Disabilities Act of 1990 (ADA), and any other relevant local, state, or federal law protecting the
rights of persons wi t hhibitd asyaublawfuliactions ar decidtonsghiati ne 6 s
adversely impact or deny rights or privileges to otherwise qualified individuals solely on the basis of

a disability or because an otherwise qualified individue¢listed to or associated with a person with

adisability. Additional information regarding th&DA may be obtained by contacting the Human

Resources Director.

Title IX and Other Discrimination Policies

Erskine prohibits discrimination based on our Equal Employment Opportunity Policy.
Pursuant to all applicable anti-discrimination laws and regulations, Erskine does not
discriminate against any of the protected categories of individuals in the administration of its
policies, programs, or activities. This Non-Discrimination Policy applies to admission
policies, scholarships and loan programs, employment practices, athletic programs, and
other school-administered programs except where required by specific religious tenets held
by the institution.
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This Policy does not replace Erskineb6és Sexual
Harassment Policy, or any other policies or procedures; however, any complaint that

includes an allegation of sexual assault, sexual harassment, or any form of discrimination

must be received by the Non-Discrimination Coordinator and such complaint shall be

handled according to the procedures contained herein.

Discrimination which is prohibited by this Policy and as used throughout these procedures
includes discrimination based on:

Title IX of the Education Act of 1972 and its implementing regulations;

The Civil Rights Act of 1964 (updated 1991);

Sections 501 & 505 of the Rehabilitation Act of 1973;

The Americans with Disabilities Act (ADA) of 1990;

Equal Pay Act of 1963;

The Age Discrimination in Employment Act (ADEA) of 1967, and other federal, state
and local laws and regulations;

e Title Il of the Genetic Information Act of 2008.

Whom to Report Complaints

Complaints should be reported to the Non-Discrimination Coordinator. Contact information
for this position is supplied on page P-27.

How to File a Complaint
Any Erskine student or employee alleging discrimination which is prohibited under this
Policy may file a complaint under these procedures.

1. Informal Resolution by the Non-Discrimination Coordinator
The complainant may seek informal resolution of his/her complaint. If the
complainant initially chooses to contact an administrative officer in a direct
supervisory role (such as a supervisor, coach, department chair, director, division
administrator or dean), the administrator must notify the Non-Discrimination
Coordinator. The administrator, with the assistance of the Non-Discrimination
Coordinator, shall advise complainant of the options available under these
procedures and may attempt to resolve the complaint. If the administrator, with the
assistance of the Non-Discrimination Coordinator is able to resolve the complaint at
this level, no further action will be taken by Erskine. The Non-Discrimination
Coordinator may conduct a preliminary investigation during such informal resolution
process. If no resolution is possible at this level, the Non-Discrimination Coordinator
will advise the complainant of the right to file a formal complaint and how to file under
these procedures. All investigations will be conducted as fairly and expeditiously as
possible. Every reasonable effort will be made to maintain the confidentiality of all
persons involved.

2. Complaints shall be filed with the Non-Discrimination Coordinator and shall be in
writing and shall provide the following information: name and address of the
complainant(s); nature, date and description of alleged violation; name(s) of persons
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responsible for the alleged violation; requested relief for corrective action; and any
background information that the complainant believes to be relevant.

Time Limit for Filing a Complaint
A complaint must be filed within sixty (60) days of the occurrence of the alleged
discrimination.

Notification and Response of Respondent(s)

Upon receipt of a formal complaint, the Non-Discrimination Coordinator will give the
respondent a copy of the complaint and ask the respondent to reply to the charges
within ten (10) calendar days. The response should include any denial, in whole or in
part, of the charges. Failure to respond may subject the respondent to disciplinary
action. The respondent will be specifically warned not to retaliate against the
complainant in any way. Retaliation will subject the respondent to disciplinary action.

Role of the Non-Discrimination Coordinator

The Non-Discrimination Coordinator shall conduct an investigation of the complaint, and
take one of the following steps, within thirty (30) working days after its receipt unless the
Non-Discrimination Coordinator determines that more time is needed: (1) dismiss the
complaint on the grounds that the evidence submitted in support of the complaint and
developed in the investigation does not warrant a formal hearing; (2) make a
determination that discrimination prohibited under this Policy has occurred and provide
remedies including appropriate disciplinary action; or (3) allow the parties to sign a
written statement of agreement resolving the complaint. If the Non-Discrimination
Coordinator determines that more time is needed, the complainant and the respondent
shall be notified. It should be understood that without approval in writing by the Non-
Discrimination Coordinator, any agreement between the parties does not preclude
further action by Erskine against either party. It is the primary responsibility of the Non-
Discrimination Coordinator to insure the effective installation, maintenance, processing,
record keeping, and notifications required by the complaint procedures.

Appeals of the Decision of the Non-Discrimination Coordinator

Either party has ten (10) working days to appeal to the Complaint Committee a decision
by the Non-Discrimination Coordinator. If either party appeals, the Non-Discrimination
Coordinator will forward the file including any facts, evidence and results of the
investigation to the Complaint Committee which shall convene to hear the appeal.

Complaint Committee

The Complaint Committee shall be made up of the Chair of the Faculty Grievance
Committee, the Chair of the Student Judicial Council and three (3) members of the
Erskine appointed by the President of Erskine. The Complaint Committee shall be
responsible for conducting a hearing and making a determination with respect to
appeals of a decision of the Non-Discrimination Coordinator.

Committee Action

When the Non-Discrimination Coordinator receives an appeal of its decision, the Non-
Discrimination Coordinator shall schedule a hearing before the Complaint Committee
and shall conduct a hearing on the complaint within thirty (30) calendar days, unless the
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Non-Discrimination Coordinator determines that more time is needed in order to further
investigate the complaint or for other reasons. If the Non-Discrimination Coordinator
determines that it is necessary to delay the hearing, the complainant and the
respondent will be notified.

Hearings of the Complaint Committee
Hearings before the Complaint Committee will be conducted in accordance with the
procedures designated in this procedure.

Decision of the Complaint Committee

After the hearing is concluded, the Complaint Committee shall convene to deliberate
their findings and arrive at a majority decision as to the alleged policy violations and/or
remedies, including disciplinary actions. Within five (5) days after the hearing is
concluded, the Complaint Committee shall transmit a written copy of the decision to the
Non-Discrimination Coordinator who will mail a copy of the decision to the complainant
and respondent in the United States mail at the addresses provided by the complainant
and the respondent.

Appeal of Decision of the Complaint Committee

Either the complainant or respondent may appeal the decision of the Complaint
Committee, by giving written notice to the Non-Discrimination Coordinator of intent to
appeal the decision within fifteen (15) days of the decision. If no such notification is
received by the Non-Discrimination Coordinator within fifteen (15) calendar days, any
decision for corrective actions or sanctions by the Complaint Committee shall be final.

Retaliation
No person shall be subjected to retaliation for having utilized or having assisted others
in the utilization of the complaint process.

Reconciliation

Nothing in the procedure is intended to prevent the complainant and respondent from
resolving the complaint by signing a written statement of agreement and submitting it for
approval to the Non-Discrimination Coordinator. If the agreement is approved, it will be
placed in the file maintained by the Non-Discrimination Coordinator.

Hearing Procedure

1. All parties shall be afforded reasonable opportunity for oral opening and closing
arguments and for presentation of relevant witnesses and pertinent documentary
evidence.

2. The Complaint Committee shall have the right to question any and all withesses, to
examine documentary evidence presented, and to summon other witnesses as the
Committee deems necessary.

3. The hearing shall be mechanically recorded. Any party involved may obtain a copy
of the recording from the Non-Discrimination Coordinator at the expense of the
requesting party. Recordings shall be maintained by the Non-Discrimination
Coordinator for a period of three (3) years from the hearing date.

4. All parties shall have the right to advice of counsel of his/her choice; however,
neither party may proceed through counsel.
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5. At the conclusion of the hearing, the Committee shall deliberate in closed session.
Such deliberations shall not be recorded.

Presidential Appeals Committee

The Presidential Appeals Committee shall review all appeals from decisions of the

Complaint Committee within thirty (30) working days from the date of the appeal. If

either party has requested an interview or is requested to appear for an interview by the
Presidential Appeals Committee, then both parties must be informed. The intent of the
Presidential Appeal seitkeotmmear newewdénge noréov i ew i S
substitute the judgment of the Presidential Appeals Committee for that of the Complaint
Committee. The intent of this review is to insure that the hearing and decisions were not
arbitrary, capricious or discriminatory, did not violate the rights of the parties, and did not
violate the concepts of fair play to both parties.

The Presidential Appeals Committeeds review is
discrimination complaints. Nothing precludes the student or employee from filing a
complaint with any external agency that handles discrimination complaints.

Remedies/Disciplinary Action

Erskine shall determine appropriate remedies on a case-by-case basis. Such remedies
may include termination of employment or expulsion from Erskine, as well as any other
appropriate remedy or disciplinary action.

Sexual Harassment Policy

This policy statement sets forth Erskineds sexue
immediately. The enforcement of this policy shall be the responsibility of the Non-
Discrimination Coordinator.

Contact information for the Non-Discrimination Coordinator can be found on page P-27.

This policy shall be considered a part of the Employee Resource Handbook, student
regulations, and other similar guidelines that may be published from time-to-time. These
guidelines shall apply to all employees and students while they are on Erskine property,
attending an Erskine function, traveling in a group to or from an Erskine function or in other
appropriate situations.

Erskine condemns and prohibits sexual harassment of or by any employee or student.
Sexual harassment subverts the mission of Erskine. It diminishes individual dignity,
impedes equal employment and educational opportunities, and compromises freedom of
academic inquiry.

Sexual harassment violates Erskine's long-standing policy against discrimination on the
basis of sex. It is also a violation of Title VII of the Civil Rights Act of 1964, as amended,
and Title IX of the Education Amendments of 1972.
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Erskine is committed to ensuring and maintaining an academic and work environment free
of sexual harassment. Any individual who, after appropriate investigation, is found to have
engaged in sexual harassment, will be subject to disciplinary action, up to and including
termination of employment or expulsion from Erskine.

A. Definition of Sexual Harassment
Sexual harassment is any unwelcome sexual advance, request for sexual favors, or
other written, verbal, or physical conduct of a sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment, education, or
participation in an Erskine activity;

2. Submission to or rejection of such conduct by an individual is used as
the basis for or a factor in decisions affecting that individual's
employment, education, or participation in an Erskine activity; or

3. Such conduct has the purpose or effect of unreasonably interfering
with an individual's employment or academic performance or creating
an intimidating, offensive, or hostile environment for an individual's
employment, education, or participation in an Erskine activity.

For the purposes of determining whether a particular act or course of conduct
constitutes sexual harassment under this policy, the alleged incident will be
evaluated by considering the totality of the particular circumstances, including the
nature, frequency, intensity, location, context, and duration of the questioned
behavior. Although repeated incidents generally create a stronger claim of sexual
harassment, a serious incident, even if isolated, can be sufficient.

B. Retaliation Prohibited
This policy seeks to encourage employees and students to report and address
incidents of sexual harassment. Retaliation against any employee or student for
complaining of sexual harassment or enforcing this policy violates this policy and is
strictly prohibited. Any overt or covert act of reprisal, interference, restraint, penalty,
discrimination, coercion, intimidation, or harassment against an individual for
exercising rights under this policy will be subject to appropriate and prompt
disciplinary action.

C. Financial Liability
A faculty or staff member who is determined to have violated this policy on sexual
harassment may be held personally liable for damages and/or costs incurred by
Erskine related to such conduct.

D. False Charges
This policy shall not be used to bring knowingly false or malicious charges against

any employee or student. Disciplinary action may be taken against any person
bringing a charge of sexual harassment in bad faith.
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E. Persons Subject to Policy
Employees and students of Erskine are subject to this policy whenever they are
acting as representatives of Erskine, whether on or away from the Erskine campus.
Likewise, Erskine will not tolerate sexual harassment of its employees or students by
persons conducting business with or visiting Erskine, even though such persons are
not directly affiliated with Erskine.

F. Consensual Relationships
Amorous relationships that occur in the context of educational or employment
supervision and evaluation present serious concerns about the validity of consent.
The element of power implicit in amorous relationships between a teacher and
student, supervisor and subordinate, or senior and junior colleagues in the same
department or unit makes them susceptible to exploitation. Those who abuse their
power in such a context violate their duty to the Erskine community.

Relationships between employees and students are particularly susceptible to
exploitation. The respect and trust accorded an employee by a student, as well as
the power exercised by an employee in giving grades (faculty employee) or
recommendations for further study and future employment make voluntary consent
by the student or another employee suspect.

Anyone who engages in a sexual relationship with a person over whom he/she has
any power or authority within the Erskine structure must understand that the validity
of consent can and may be questioned. In the event of a charge of sexual
harassment, Erskine will give very critical scrutiny to any defense based upon
consent when the facts establish that a power differential existed within the
relationship.

Procedures for Filing Complaints

All complaints of sexual harassment should be made to the Non-Discrimination Coordinator.
Such complaints shall be handled in accordance with the procedures set forth in the Policy
and Procedures Relating to Title IX and other Discrimination Complaints.

The contact information for the Non-Discrimination Coordinator can be found on page P-27.
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Sexual Assault Policy

Erskine is committed to providing an environment for employees and students free of sexual
assault. This policy is intended to comply with 20 USCS Section 1092(f)(8) contained in the
Jeanne Clery Disclosure of Campus Security Policy and Campus Crimes Statistics Act (the
AfJeanne Clery Acto).

Anyone can be the victim of sexual assault. Sexual assault is a flagrant violation of the

conduct expected at Erskine. When the assailant is an acquaintance, a victim often has

mixed feelings concerning the incident and what to do about it. Besides feeling frightened,

angry, hurt and ashamed, victims can feel betrayed and even guilty for having "facilitated"

the assault. In some cases, they do not even acknowledge that they have been assaulted

until long after the incident has occurred. If an employee or student finds herself/himself in

an unwanted sexual situation, on a date or anywhere else, they should be assertive and say

NOQ I f a p&o®osownhens maoklidngi sexual advahaes, hel s
means no!

Definition

Sexual assault is any actual or attempted non-consensual sexual activity, including, but not

limited to, intercourse, attempted intercourse, or sexual touching by a person known or

unknown to the victim. Rape is an act of sexual intercourse with a person against his/her

will and consent, whetherone 6 s wi | | is overcome by force or f
force, or by drugs administered without consent, or when a person is physically unable to

communicate willingness due to unconsciousness, intoxication or otherwise. Having sexual

relations with someone who is unable to give consent because they are mentally

incapacitated, passed out, or otherwise unconscious is rape.

Obtaining Assistance

Victims may be unsure of how to deal with the assault and can wonder what courses of
action are available and appropriate. An unfortunate result of this insecurity is that many
victims elect not to tell anyone about their ordeal and decline to seek the help they need to
deal with the terrible hurt they have suffered on a physical and emotional level. All
employees and students should be aware of both the consequences of sexual assault and
the options available to the victim. Seeking assistance in connection with a sexual assault
from the hospital, the police, the institution, or anyone else does not obligate a victim to take
further action.

If a sexual assault should occur, the victim should: go to a safe place; contact a friend or
family member; get prompt medical attention; call the Office of Public Safety Emergency
number (911), and the Non-Discrimination Coordinator, or the Student Dean (for students)
to report the incident. (Persons currently holding these positions and their telephone
numbers are listed at the end of this document). The victim should tell someone all details
about the assault or write down all details as soon as possible and keep the clothes worn
during the assault. If clothes are changed, the victim should place clothes in a paper bag
(evidence deteriorates in plastic); not shower, bathe, or douche; not urinate, if possible; not
eat, drink liquids, smoke or brush teeth if oral contact took place; and not destroy the
physical evidence that may be found in the vicinity of the crime. If the crime occurred in the
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victim's home (or dormitory room), the victim should not clean or straighten up until the
police have had an opportunity to collect evidence.

When a victim tells another person that she/he has been assaulted, the person who was told

should encourage the victim to seek medical attention, contact the Non-Discrimination

Coordinator or the Student Dean (for students), and report the incident to the Office of

Public Safety. Means for contacting these individuals is found at the end of this document.

No victim should be allowed to suffer alone. If the victim does not wish to report the assault,

anyone can inform the Student Dean (for students) or the Office of Public Safety. When a

third party makes the complaint, it is necessary for that third party to document the

"anonymous" report to the Office of Public Safety within 24 hours. If the third part requests to

remain anonymous, the Office of Public Safety will respect that request to the extent

possible by excluding the third partyés name frc

For Students

If the victim of a sexual assault feels uncomfortable in his/her living or academic situation,

he/she should notify the Non-Discrimination Coordinator or the Student Dean. If requested

by the victim, Erskine wild.l assist in changing t
changes are reasonably available.

Medical Attention

A victim of any sexual assault is encouraged to seek medical assistance. This is the first
step in regaining control over oneb6s 1|ife. Even
the appropriate authorities, it is very important to seek medical attention immediately for
possible internal injuries or sexually transmitted diseases. To keep all options available, the
collection of medical evidence becomes critical in the event the victim chooses, even later,
to prosecute. At the emergency room, the doctor may collect samples, hair, semen, and
other trace evidence. The hospital may also collect the clothing worn during the assault so it
may be helpful for the victim to bring a change of clothes. Normally, the hospital will
communicate with a rape crisis center and their representative will come to the emergency
room to assist the victim in any way possible. Going to the hospital and having evidence
collected does NOT obligate the victim to complete other actions. This simply aids in
keeping options open until the victim decides how to proceed. Options include choosing to
pursue charges later against the perpetrator criminally through the legal system or through
the Erskinebs policies and procedures.

Counseling
Sexual assault is a crime committed against the victim, not by the victim. Victims should not

blame themselves. Emotional trauma is severe after a sexual assault. Violation, loss of trust,

and loss of control can have serious long-term impact on the victim. It is not unusual for a

victim to feel guilty or distrustful or to withdraw from others, particularly in an acquaintance

rape. There are, however, trained persons who can provide counseling and support during

recovery. Erskine has a Non-Discrimination Coordinator whose responsibility is to serve the

needs of the victim. The Non-DiscriminatonCoor di nat or 6s contact inform
end of this document. There is also counseling available through the Student Dean (for

students). Contact information for the Student Dean is found at the end of this document.

Assistance can also be obtained through the Sexual Trauma and Counseling Center for

Greenwood and Abbeville at (864) 227-1623 (Hotline: 1-888-297-4546).
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Reporting to the Police

Following an incident, victims are encouraged to make a report to a Public Safety officer or
to the local police. This action does not obligate prosecution, but it does make legal action
possible if the decision to prosecute is made at a later date. The earlier an incident is
reported, the easier it is to collect valuable evidence. Incidents may also be reported to the
Student Dean (for students) and/or the Non-Discrimination Coordinator who will assist in
obtaining assistance for the victim. Public Safety officers will aid the victim in completing the
report. Off-campus incidents should be reported to the police in whose jurisdiction it
occurred as well as to an Erskine official. Erskine is committed to making every effort to see
that the victim is offered medical and psychological care as well as informed about

prosecuting the suspect through the criminal C oL
procedures while keeping their report of sexual assault in confidence and protecting the
victimébs right to anonymity, to the extent feasi

desires as to reporting.

The Office of Public Safety believes a victim deserves the right to a professional
investigation. Victims are often confused and not sure if they wish to report the incident.
Reporting the assault to the police and obtaining medical attention are not synonymous with
criminal prosecution. The victim retains the right not to pursue criminal prosecution even if
these steps are taken. Even if the victim decides not to pursue charges, reporting the
assault is a step in regaining a sense of personal control. Providing information about the
assault may help someone else avoid becoming a victim. The Office of Student Services
(for students) and/or the Non-Discrimination Coordinator (student and employees) will aid
victims in arranging for medical care, contacting counseling and other resources that are
available. A Public Safety officer will meet with the victim privately, at an appropriate place,
to make a report. All members of the Office of Public Safety will treat the victim and the case
with sensitivity and professionalism and will be available to answer questions and explain
the processes involved. The Office of Public Safety will investigate the case which may
result in an arrest and prosecution of a suspect. Finally, the victim will be kept up-to-date on
progress of the investigation or prosecution as well as their rights and options.

Campus Judicial Proceedings

If a victim of sexual assault choosesto makeacompl ai nt pur suant to Erskin
procedures, such complaint shall be made to the Non-Discrimination Coordinator whose

contact information is provided at the end of this document. Such Complaint shall be

handled in accordance with the procedures set forth in the Policy and Procedures Relating

to Title IX and other Discrimination Complaints. If the victim does not wish to make a

compl aint pursuant to Erskineds policies and prc
efforts to respect the confidentiality of the victim; however, Erskine reserves the right to take

disciplinary action against the perpetrator in the interest of campus safety. If a case is being

pursued by a criminal or civil court, Erskine will evaluate safety concerns for the campus and

the risk of impairment of the rights of the parties to a fair trial in determining whether an on

campus hearing should go forward or be delayed. Erskine reserves the right to bring, delay,

resume, or reinstitute a hearing at any time before or afterthever di ¢t i n t he Court
system. At Erskine proceedings, the accuser and the accused are entitled to the same

opportunities to have others present during the disciplinary proceeding. Both the accuser

and the accused will be informed of the outcome of Erskine proceedings. Reports will be

included anonymously in statistics required by the Jeanne Clery Act as applicable.
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If criminal charges are pressed and the suspect is found guilty, Erskine reserves the right to
further discipline the perpetrator in line with the severity of the offense upon completion of
the criminal prosecution. Erskine also reserves the right to discipline the perpetrator even if
no criminal charges are brought or if the perpetrator is found not guilty in a criminal
proceeding. Possible disciplinary action may include, but is not limited to: fines, dismissal
from or refusal of campus housing, or dismissal/termination from Erskine.

Reducing Risks

There are a number of proactive measures an employee or student can take to minimize the
potential for becoming a victim, such as: reporting suspicious persons to the Office of Public
Safety, keepi ng o anhcgpated destimations andtimesoiagivalsand
departure, not working, studying or being alone in buildings or isolated areas. Employees
and/or students who "feel" uncomfortable at any place on campus should trust their feelings
and contact the Office of Public Safety (911) to be accompanied to their destination.
Students should be cautious dating persons they do not know well, and get information
about such persons from a mutual acquaintance or try to arrange a double date or group
activity. Leaving a party or other social event with someone only recently met can be
dangerous. Excessive alcohol impairs judgment. Acquaintance rapes usually involve drugs
or alcohol use by one or both parties. lllicit drugs or improperly used prescription drugs can
interfere with clear thinking and clear communication. Sexual limitations and desires should
be communicated clearly. Finally, students should walk with confidence and alertness.
Assailants are less likely to target a person who appears assertive and difficult to intimidate.

Prevention, intervention and education programs specifically addressing rape, acquaintance
rape and other sexual offenses are presented during Freshman Orientation for students
(Every freshman is required to attend these
Residence Life Program and during Faculty/Staff orientation sessions for employees. For

more information on these programs, contact the Office of Student Services (for students) or
Non-Discrimination Coordinator (for employees).

Sex Offender Registry and Access to Related Information

Incarceration may remove a sex offender from the streets, but it does nothing to prevent the
offender from committing another crime when released. The federal Campus Sex Crimes
Prevention Act requires institutions of higher education to issue a statement advising the
campus community where law enforcement agency information provided by a State
concerning registered sex offenders may be obtained. It also requires sex offenders already
required to register in the State to provide notice, as required under State law, to each
institution of higher education in that State at which the person is employed, carries on a
vocation, or is a student. In South Carolina, convicted sex offenders must register with the
County Sheriffoés Office where they reside.

In addition, all persons convicted of violations under the laws of the United States or any
other state substantially similar to an offense for which registration is required shall provide
to the local agency all necessary information for inclusion in the State Offender Registry
within ten days of establishing a residence within South Carolina. Any person required to
register shall also be required to re-register within ten days following any change of
residence.
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Non-resident offenders entering the State for employment, to carry on a vocation, or as a
student attending school who are required to register in their state of residence or who
would be required to register under this section if a resident of South Carolina shall, within
ten days of accepting employment or enrolling in school in South Carolina, be required to
register and re-register pursuant to this section. For purposes of this section, "student"
means a person who is enrolled on a full-time or part-time basis, in any public or private
educational institution, including any secondary school, trade or professional institution, or
institution of higher education.

The State Law Enforcement Division (SLED) maintains a website which allows a search of
the Sex Offender Registry for Offenders by Name, City, County, or Zip Code. Information
may al so be obtained from the SC Attorney

Registry information provided under law shall be used for the purposes of the administration
of criminal justice, for the screening of current or prospective employees or volunteers or
otherwise for the protection of the public in general and children in particular. Use of the
information for purposes not authorized by law is prohibited and a willful violation with the
intent to harass or intimidate another can result in prosecution.

Contact Information:

The contact information for reporting sexual assaults can be found on page P-27.
Behavioral Intervention Team

Erskine has established a Behavioral Intervention Team to provide a collaborative, cross-
functional approach to assessing and responding to students who might pose a threat to

themselves or to others. For more information on this program and/or on how to refer
students, contact the Office of Student Services.
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Workplace Threats, Violence, and Weapons

Erskine is committed to the safety and security of all persons. To ensure a safe workplace
and to reduce the risk of violence, all employees should review and understand the
provisions of the workplace threats, violence, and weapons policies detailed below.

Erskine will not tolerate any types of threats, threatening behavior, or acts of violence
committed by or against any individual on Erskine property or at any Erskine sponsored
event.

No individuals shall possess on Erskine property any firearms or dangerous weapons with
the exception of police officers, transfer agents licensed to carry weapons, and persons
using such weapons for class instruction or activity except when authorized by the Dean or
Vice President of the appropriate area.

Violation of this policy will lead to disciplinary action up to possible discharge and may result
in arrest and prosecution for any criminal acts.

Employees are prohibited from making threats or engaging in threatening or violent
activities. This list of behaviors, while not all inclusive, provides examples of conduct that is
prohibited.

e Causing injury to another person;

e Making threats of any kind;

e Aggressive, hostile, or violent behavior, such as intimidation of others, attempts to
instill fear in others, or subjecting others to emotional distress;

¢ Intentionally damaging company property or the property of another employee,
student, or member of the public;

e Possession of a weapon while on Erskine property, Erskine business, or at an
Erskine sponsored event (except as noted above); and/or

¢ Committing an act motivated by, or related to, sexual harassment or domestic
violence.

Individuals are responsible to notify Public Safety or Human Resources of any threats they
have witnessed and/or received or any threatening or violent behavior. If Public Safety or
Human Resources is unavailable immediately, contact the Due West Police Department at
(864) 379-2150.
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Hazardous Weather

The President of Erskine or his/her designee(s) has the sole authority to make decisions
regarding the status of the campus during periods of hazardous weather or other emergency
conditions. The following procedures are provided to timely inform faculty, staff, and
students of the status of the campus when hazardous weather threatens personal safety
and/or alters regular class meetings or the normal hours of operation for campus offices.

Above all, Erskine seeks to help ensure the safety of all during periods of hazardous
weather, and accordingly, faculty, staff, and students are strongly encouraged to use
caution and good discretion when traveling to and from the campus and while on the
campus so as to reduce the risk of injury to themselves and to others.

Faculty and Students:
Faculty and students in the College and Seminary should consult the following news
sources to determine the status of classes during hazardous weather conditions:

1. The dedicated Erskine telephone information hotlines for up-to-date recorded
messages regarding the status of the College and Seminary, respectively.

(864) 379-6651 (college faculty and students)
(864) 379-6652 (seminary faculty and students)

2. The Erskine website (www.erskine.edu). The College and Seminary will post
separate announcements.

3. Local news stationsd WYFF Channel 4 and WSPA Channel 7. The College and
Seminary will post separate announcements. No announcement means that the
campus offices and classes are on regular schedule.

Staff:

Erskine staff should follow the same plan outlined for the Abbeville County public school

system (i.e. if the Abbeville County schools are closed or have a delayed opening, Erskine

staff will not be expected to report to the campus or will report on the delayed schedule,

respectively). If, however, a staff member chooses to work on a day that he/she is not

required to report due to hazardous weather, he/she will receive an alternate day off to be

used at a later time with the priorapproval of the empl oyeeds supervis
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Conflict of Interest

Al empl oyees have an obligation to see that Er s

conformity with the highest ethical business and Christian standards. Consequently, each
employee is strongly discouraged from allowing himself/ herself to be placed in a situation
(directly or indirectly) in which he/ she might be influenced to favor himself/ herself at the
expense of Erskine.

With this spirit, all employees are requested to sign a Conflict of Interest Disclosure Form
upon hire. It is the responsibility of each employee to make prompt and full disclosure to
Human Resources of any actual or potential conflict of interest as such situations occur.

All disclosed information is treated on a confidential basis, to the extent possible and
permitted by law.

Such required disclosures include, but are not limited to:

1) An employee who is employed in or who has at least 10% ownership or other
financial interest in a company that does business with Erskine.

2) An employee who has a relative who is employed or does business with Erskine.

3) Employees shall not use their position with Erskine for personal interest or gain
or knowledge gained through such position in such a way that a potential for

conflict arises between Erskinedanserestnt er est

Any person who has a personal interest in a proposed contract may not be
present for discussion regarding the contract nor the vote to approve such
contract.

4) Employees shall not accept gifts which give the appearance of influence for
decisions or actions concerning Erskine.

5) Outside employment which competes with Erskine or which interferes with the
empl oyeebs ability to perform his/ her
required to disclose outside employment.

All reported conflicts are reviewed periodically by the President and Board of Trustees. The
Human Resource Director is responsible for
Office is responsible for Trustee and Board Member documentation.

Office Hours

The normal daily office schedule is 8:00 A.M. to 5:00 P.M. Monday through Friday with a
one-hour lunch period for staff and administrative employees. The normal workday for
administrative offices is eight hours, and the normal work week is forty hours. Lunch hours
should be staggered in administrative offices when possible to accommodate business
needs and operations.

The work schedule for the Campus Police and certain other employees is established in
accordance with the requirements of the related job.
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Attire

It is not the intention of Erskine to dictate the personal dress habits of its employees;
however, Erskine seeks to promote a professional environment to students, employees,
visitors, and the community. Employees are expected to dress in an appropriate and
professional manner at all times.

Outside Employment

To ensure the best and most efficient work from employees, Erskine discourages employees
from accepting regular employment elsewhere in addition to their regular full-time work. An
employee who desires to accept other employment must have the approval of his/her Vice
President.

Employee Mail Boxes

Employee mailboxes are located in the Mailroom at Belk Hall (College employees) and the

Mailroom at Bowie Divinity Hall (Seminarye mp|l oyees) f or each empl oyeebd
Office mail should be delivered to the mailroom by 3:30 P.M. for forwarding to the US Post

Office. Metered bulk mailings must be completed during the morning hours. Postage is

strictly reserved for Erskine business. To gain access to the mailroom after hours, security

codes/keys are required. An employee may obtain a security code from the Business Office.

Keys

Keys are issued to employees by the Facilities Management Office upon the approval of
oneds i mmediate supervisor. Keys must be returr
termination of employment or transfer to another job.

Special care should be exercised not to lend keys to students or persons not connected with
the institution. Employees are strictly prohibited from making copies of campus keys. Keys
to campus facilities or campus property remain the property of the institution and must be
returned immediately upon employment termination or upon the institution6 s d e mand .
Failure to return keys may result in the loss of any accrued benefit (i.e. pay for accrued
vacation time not taken).

Erskine Equipment and Property

Each employee will be entrusted with the use of certain equipment as part of his/her job and

will be expected to treat that equipment properly at all times. If equipment needs repair,
servicing, or c¢cleaning, the condisugerisor. &rhoul d be
employee may be required to pay for damage to equipment that is caused by carelessness.

Requests for routine repairs and maintenance should be reported to the Facilities

Management Office via the I1SIS Work Order System is on the Human Resources Section of

the Erskine website at www.erskine.edu.
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The lending or using of Erskine owned property/equipment on- or off-campus for personal
use is strongly discouraged and requires the prior approval of the appropriate Vice
President.

All Erskine ownectquipmentand/or propertynust be returned at termination of employment or the
replacement value may be deducted fmom efidabpaycheck.

Employee Use of Erskine Facilities/Property for Personal Benefit

From time-to-time, employees may request to use Erskine facilities or property for personal

benefit, including providing private lessons for compensation inuring to themselves directly.

Regardl ess of oneb6s positi on aciitiegahdéorpropesttfort ut i on,
personal benefit is a PRIVILEGE--NOT A RIGHT. If an employee wishes to use Erskine

facilities or property for personal benefit, he/she must make a formal request in writing, in

advance of use, to either the President or the Vice President for Finance and Operations.

Provided that approval is granted in writing, the employee MUST secure release and hold

harmless agreements from all participants, as applicable, in advance of use, using ONLY

the approved form which is available in the Business Office.

An employeeds failure to observe this policy in
to and including termination. Erskine may further seek restitution for any damage to
facilities and/or property, less normalwearand t ear, and/ or an empl oyeed

Erskine property to the institution in the same condition prior to use, less normal wear and
tear. Employees are encouraged to contact either the President or the Vice President for
Finance and Operations with questions.

Visitors

Visitors, including family members of students, are welcome at Erskine. Due to the nature of
Erskined business, please make all people feel welcome and provide directional assistance
when needed. With this being said, all employees are responsible for the safety of the
campus as well. Employees should be alert at all times and report any suspicious activity or
individuals to Public Safety or Human Resources.

Parking

Erskine provides regular and disabled parking areas for use by employees, students, and
visitors. Employees are required to obtain a parking decal upon hire. Please do not park in
non-designated parking areas. Parking questions or concerns should be directed to Public
Safety.

Telephone Use

Office telephones should be used for business purposes. Any calls made for personal

business should be kept to a minimum. Call logs are issued to each employee for call

verification each month. Long distance phone calls made for personal reasons must be

indicated as fApersonal o on each monthdéds bill, ar
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promptly to the Business Office. Bills are audited periodically to help ensure policy
compliance.

Solicitation

In general, Erskine does not permit soliciting, peddling, or the canvassing of employees by
unauthorized individuals, and no campus facility may be used for this purpose. Any
solicitation should be reported to Human Resources immediately.

Erskine does make an exception to the above policy on a case-by-case basis to
eleemosynary organizations; however, such organizations are required to register with
Human Resources in advance.

Tobacco Free Environment

Erskine is dedicated to providing a healthy, safe, and conducive environment for working
and learning. To achieve this goal, Erskine has designated only outside areas as
permissible areas for smoking and tobacco use. These designated areas have receptacles
available to guard against fire and to maintain good housekeeping. Due to safety, smoking
and tobacco use are not permitted in any building, residence hall, or guest room. Smoking
and tobacco use are limited to lunch and break times.

Pet Free Environment

Pets are not allowed in any buildings at Erskine. The one exception to this policy is seeing-
eye dogs for individuals needing such assistance. This policy is in place to protect others
who may have an allergic reaction to pets and also for good housekeeping.

Confidentiality and Privacy Matters

Erskine maintains certain confidential and privileged business-related information including,
but not limited to, information related to courses, students, parents, employees, and donors
contained i n Er ski raedipaperceoondp. Durirgrempsoynemnt, &amm s
employee may be exposed or have access to such information, including word processing
documents, spreadsheets, databases, or electronic mail and/or files. Much of this
information is covered by state and federal privacy laws or is considered confidential or
proprietary business data.

Any such privileged and confidential information, whether verbal or written, is not allowed to
be released, distributed, transmitted, or photocopied to any unauthorized individual,
company, or organization without specific and written authorization by the President. Itis
also a requirement that any such items, copies, or records that an employee may have in
his/her possession be returned to Erskine upon termination of employment.

Failure to maintain the confidentiality of confidential information or to return items rightfully
owned by Erskine could constitute a violation of the South Carolina Trade Secrets Act (S.C.
Code Ann. Sections 39-8-10 et seq.) and may result in disciplinary action up to and
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including termination from employment. Nothing herein prevents or punishes employees
from engaging in legally protected activity.

Studentsdéd Right to Privacy

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with

respect to their education record(s). The institution may disclose education records without

a studentés consent under the FERPA exception foc
legitimate educational interests. An institution official is a person employed by Erskine in an

administrative, supervisory, academic or research, or support staff position (including law

enforcement personnel and health staff); a person or company with whom the institution has

contracted as its agent to provide a service instead of using institution employees or officials

(such as an attorney, auditor, or collection agent); a person serving on the Board of

Trustees; a student serving on an official committee, such as disciplinary or grievance

committee; and/or someone assisting another institution official in performing his/her tasks.

An institution official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his/her professional responsibilities for the institution.

Upon request, the institution also discloses education records without consent to officials of

another school in which a student seeks or intends to enroll. The institution has designated

the following information concer ni nginsttutient udent e
will normally release thatin f or mati on without the studentés con
address, telephone number, e-mail address, date and place of birth, major field of study,

dates of attendance, degrees and awards received, the most recent previous educational

institution attended by the student, photographs, enroliment status, academic level,

participation in officially recognized activities and sports, and weight and height of members

of athletic teams. However, a student has a right to refuse to permit the disclosure of any

item of Directory Information. To exercise that right, a student must notify the Registrar in

writing that the student does not want any or all of the Directory Information disclosed within

the first five days of each term.

The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the University to comply with the requirements of FERPA. The name and address
of the office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-5901

Protection and Disposal of Individually Identifiable Information and Sensitive
Documents

While it is permissible to collect information such as the Social Security Number of students
and employees for official institutional records, the institution prohibits its offices, employees,
and students from using the Social Security Numbers or other sensitive numbers to serve as
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the student number for computing systems or for primary identification purposes, such as on
the ID card.

It is expected that all employees who may at any point use a Social Security Number to
safeguard it. Any printed materials containing such information, should be stored in a
locked drawer, cabinet, closet or safe when it is not in use. The intentional or negligent loss
of or distribution of individually identifiable information may subject the employee to possible
discipline, up to and including termination.

The institution contracts with a bonded regional service to dispose of printed materials
placed in locked bins. The bins are located in the mail room of the College and Seminary.
The bins are periodically removed by the service and the contents are shredded.

Employment Verification and Release of Information:

Erskine will verify limited information regarding its present and former employees to
prospective employers, credit bureaus, financial institutions, or other providers verbally
regarding date of hire, date of termination, and position held. All requests to release other
information must be in writing and must be directed to Human Resources.

Upon request., Erskine may distribute an empl oyece
number to other departments for the purpose of internal use and events. Employees who

receive this information are reminded of its confidential nature, and employees are not

allowed to release this information to anyone other than for internal use.

Personnel Records

An empl oyeebs record begins with an empl oyment e
in a confidential file. An employee should notify Human Resources immediately whenever
there is a change in:

Name, through marriage or otherwise
Address

Telephone number

Person to notify in case of accident or illness
Marital status

Number of dependents

Beneficiary

Number of Income Tax Exemptions

N O~ WNE

Jury Duty and Court Required Service
Erskine encourages all employees to fulfill their civic obligations when called to do so.

Employees selected for jury duty or subpoenaed to serve as court withesses are granted
time off without loss of pay limited to 30 consecutive calendar days. Consideration may be
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given if service extends longer than 30 consecutive calendar days. If any employee
receives notification to report for jury duty, he/she must immediately notify his/her supervisor
of the dates he/she is scheduled to report and the anticipated length of time for which the
employee is called for jury duty. An employee should furnish a copy of the summons to
his/her supervisor which will then be forwarded to the Business Office. Employees should
note Jury Duty on their timesheet as such.

Employees are expected to report to work when doing so does not conflict with court
obligations. Employees may be required to present satisfactory evidence to their supervisor
and the Human Resources Office.

Public Office Candidacy

Employees seeking public office of any kind must wholly separate their campaign activities
from their employment at Erskine. Employees must not conduct any activity in direct or
indirect furtherance of their candidacy during working hours. Further, employees may not
use any Erskine resource of any kind to carry out any campaign activity. This includes, but
is not limited to, the expenditure of Erskine funds, staff time, the use of machines, office
space, or any other facility on campus, including all libraries, cafeterias, meeting rooms,
recreational facilities, etc.

Institutional Advancement

Institutional Advancement involves all activities and programs undertaken by Erskine to
develop understanding and support from its constituencies in order to achieve its goals and
to secure the resources needed to fulfill its mission. All development efforts are to be
coordinated through the Advancement Office including those of the various departments and
athletics in order to maximize the use of volunteers, alumni, and donors.

Gift Solicitation

In order to maximize the use of resources in soliciting external funding and to coordinate
direct appeals to specific donors or groups of donors, it is necessary that all fund-raising
efforts including direct appeals to individuals or businesses and grant applications be
channeled through one central office. When planning external funding activities, a written
statement of purpose, target group, method of fund raising, and expected beginning and
ending dates should be submitted to appropriate divisional Vice President who will inform the
Advancement Office of intended fund raising action. When appropriate, the Advancement
Office will provide needed assistance such as grant applications and research information,
donor profiles, and prospect identification. Dates of proposals or grants should be submitted
to the Advancement Office with full information covering gift stipulations. Grant solicitation
efforts by all faculty and staff members are encouraged. However, solicitation efforts need to
be coordinated with the overall resource development program of Erskine. When a
solicitation effort is in conflict with overall institutional efforts, the Vice President for
Advancement will recommend to the appropriate Vice President that the fund-raising effort be
rescheduled or canceled. Ad hoc fundraising activities to overcome inadequate budget funds
may be a detriment to the overall resource development efforts of Erskine.
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Gift Policy

Erskine discourages employees from accepting gifts from individuals or firms doing business
with Erskine. Employees may not solicit, accept, or agree to accept, anything of value under
circumstances that could reasonably be expected to influence the manner in which an
employee performs work or makes decisions.

Processing a Gift

Without exception, all gifts should be forwarded to the Advancement Office for appropriate
record keeping and to insure proper credit is given for any possible tax benefits that may be
gained by the donor.

Computers, Internet, Electronic and Voice Mail

Erskinebs communications systems, i nceé-mad)i ng ¢ o0 mg
copiers, fax machines, telephones, voice mail, communication tools, cell phones, and
various online servicesar e t he property of Erskine and are i
information, educational, and operational needs. Limited personal use of these systems by

employees is currently permitted; however,suc h use should not interfere
primary needs for the equipment or tlédgalusempl|l oyeeé
personal use that interferes with business use, personal use for profit, and/or use that

brings disrepute or runs contrary to the mission and goals of Erskine are not

permitted. Copying of copyrighted or private software is forbidden without explicit

permission of the Director of Information and Technology. This includes making a personal

copy of software licensed by Erskine.

Business-related information including, but not limited to, information related to courses,

students, parents, employees, anddonorsc ont ai ned in Erskineb6s commun
including electronic mail, is considered confidential. Consequently, information contained

within the systems should be disclosed only to authorized individuals. The unauthorized

disclosure of confidential information may lead to discipline up to and including termination.

All communications and information transmitted by, received from, or stored in the
communications systems are the records and property of Erskine. Although Erskine does
not routinely monitor employee usage of its systems, there may be cases when Erskine, in
its sole discretion, may elect to do so. By way of example, such cases might include, but
are not limited to, an investigation of harassment, violation of Erskine policy, or suspicion
that a virus or illegal software is installed on an Erskine-owned system.

Therefore, Erskine reserves the right to monitor its communications systems. Erskine may

inspect the computer files on any Erskine-owned computer (including office computers) at

any time, with or without notice, at its sole discretion. Although Erskine does not routinely

monitor or inspect files, employees do not have a personal privacy right in any matter

created, recei ved, or sent t hr o Ulgehespensibilkyi ne 6s cor
and authority to inspect computer files, devices, electronic mail, and voice mail is vested in

the President or his/her designee.
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Empl oyees whose duties allow them administrative
systems are expectémluse that access only as necessary to maintain the systems in good working

order, to perform the functions of their jobs, and to implement the policies of Er&kacé.

electronic mail account is to be used dmjtheindividual to whomit hasbeenassigned.

In summary, although Erskine does not routinely monitor or inspect files, employees do not
have a personal privacy right in any matter <cr eé
communications systems. Employees should have no expectation of privacy regarding files
and data residing on Erskineds computer systems,

Some employees may wish to attach their personally-owned computers to Erskined s
network. Privately-owned computers connected to the network are subject to the same
policies as Erskine-owned equipment.

E-mails sent from Erskine accounts, however generated, beart he A Eedslwkd ndkesi gnat i
in the electronic envel opfacceptable usedpslitiessadher e t o Er
Employees should always be careful in electronic messages sent from an Erskine account

to avoid the appearance of speaking on behalf of Erskine when not authorized to do so.

Employees must not abuse the privilege of access tothe Internet. Er s ki nedés systems |
not be used to violate the law or download or distribute pirated media, software, or

threatening, illegal, obscene, or pornographic material. Electronic mail cannot contain

obscene or threatening language. Commercial solicitation, selling, or advertising for

purposes not related to Erskine are not allowed via electronic mail or Erskine provided

internet access.

Employees are to exercise care when downloading or installing software on Erskine-owned
systems. Consult the Director of Information Technology for guidance.

Improper usage of Erskine's communications systems may lead to discipline up to and
including termination.

Copyright Policy

Reproduction of materials at the institution falls under the requirements of the federal

ACopyright Act of 1976.0 T regponsibilises fortemployeesn  h as n«c
or students who violate the requirements of this Act. The institution does not condone

improper or unauthorized reproduction of any copyrighted printed material, or of audio and

or video material.

Fraud

Employees of Erskine must not engage in any illegal activity and must not, in the
performance of their duties, commit any act of fraud, whether or not adverse to the interest
of the institution. Any act of fraud ascertained upon internal investigation, or pursuant to a
criminal conviction, or through written acknowledgement by the employee concerned, shall
result in disciplinary action up to and including termination of employment.
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For the purposes of this policy, fraud shall include, but not be limited to:
a. Theft or misappropriation of Erskine assets.
b. Submitting false claims for payment or reimbursement.
c. Accepting or offering a bribe, or accepting gifts or other favors under
circumstances that might lead to the inference that the gift or favor was
intended to infl uenc-eanakingwhidersgingBbrskieebs deci s
d. Accepting a commission from, or paying the same to a third party (kickbacks).
e. Blackmail or extortion.
f. Off book accounting, or making false or fictitious entries.

g. Knowingly creating and/or distributing false or misleading financial reports.

h. Payment of excessive prices or fees where justification, thereof, is not
documented.

i. Violation of Erskine procedures with the aim of personal gain or to the detriment
of the institution.

j- Willful negligence intended to cause damage to the material interest of Erskine.
k. A dishonorable, or irresponsible, or deliberate act against the interest of Erskine.

Erskine reserves the right to press charges against employees and/or to report any criminal
action to the appropriate authorities. In any event, Erskine reserves the right to sue
employees before civil law in order to force restitution of any loss that the institution may
have suffered. The personnel file of employees disciplined under the circumstances
hereinabove stated will record the reasons for the disciplinary action. Employees
discharged under this policy shall not be re-employed by Erskine.

Managers at all levels are responsible for exercising due diligence and control to prevent,
detect, and report acts of fraud by personnel under their supervision. Those who fail to
carry out their responsibilities as hereinabove stated will be subject to disciplinary action up
to and including termination of employment.

Employees may file a complaint with the Finance Committee of the Board of Trustees. The
contact information is listed on page P-28.

Employees who knowingly file a false claim are subject to disciplinary action up to and
including termination.
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Anti-Retaliation

Erskine has a responsibility for the stewardship of institution resources and the private
support that enables it to pursue its mission. Erskine is committed to compliance with the
laws and regulations to which it is subject and to promulgating its policies and procedures to
interpret and apply these laws and regulations in the Erskine setting.

Erskinebs internal cont r ol tendedtodietest@mmedtopteemtgr pr o c e (
deter improper activities including fraud. However, even the best systems of control cannot

provide absolute safeguards against irregularities. Intentional and unintentional violations of

laws, regulations, policies and procedures may occur and may constitute improper

activities. Erskine has a responsibility to investigate and report to appropriate parties

allegations of suspected improper activities (including fraud) and to report the actions it has

taken to correct such matters.

The Finance Committee of the Board of Trustees shall address all reported concerns or
compl aints regarding Erskineds accownauditingg pract.
other reported concerns.

It is the responsibility of all Erskine employees, students, parents, alumni, and other
individuals to report violations or osretatigianct ed Vi
p o | i Moyindividual, who in good faith reports a violation or suspected violation shall suffer

harassment, retaliation, or adverse employment or academic or educational consequence.

The intentional false reporting of a violation or suspected violation, if substantiated, will

subject the one who falsely reports such matter to disciplinary action, up to and including

termination.

Individuals wishing to report violations or suspected violations may do so by sending a
sealed envelope addressed to the Chair of the Finance Committee or to the Secretary of the
Board, Erskine College and Theological Seminary Board of Trustees. Sealed envelopes will
be delivered intact to the Chair of the Finance Committee for evaluation. The contact
information is listed on page P-27.

Anonymous reports will be handled in the same manner as signed reports; however, no
responsewilbe sent. A file wild.l be maintained by the
documenting resolution to reported violations or suspected violations.
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Contact Information:
Non-Discrimination Coordinator

Mrs. Tracy Spires

Room #238, 2" Floor, Belk Hall

Office (864) 379-8805 or Home Phone (864) 352-3281
Email 7 tspires@erskine.edu

Vice President for Student Services

Dr. Robyn Agnew
Office (864)379-8785; Home (864)379-2627; Cell (864)378-8069
Email 1 ragnew@erskine.edu

Student Dean
Dr. Bryan Rush

Office (864)379-8702; Cell (864) 556-5955
Email T rush@erskine.edu

Chief of Campus Police
Randy Estep
Emergency: 911
Office: (864) 379-8869; Public Safety Cell (864) 378-1650

Email T estep@erskine.edu

To Report Fraud

Information will be delivered to the individual currently in the position at the time.
Sealed envelopes will be delivered intact.

Chair of the Finance Committee

P.O. Box 338
Due West, SC 29639

Secretary of the Board of Trustees

P.O. Box 338
Due West, SC 29639
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Employment
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Definition of Employee Classifications

Full-time Staff and/or Administrative Employee - A staff or administration employee who
normally works 40 hours per week.

Full-time Faculty Employee i A faculty member who works on a full-time basis and is paid
over 12 months per year.

Part-time Employees i A non-faculty employee who works less than full-time. An
employee who is scheduled to work at least 30 hours per week on a consistent basis may
be eligible for some benefits on a pro-rated basis.

Adjunct Faculty 1 Faculty members who work on an adjunct or part-time basis. Adjuncts
are not usually eligible for benefits.

Temporary Employee i An employee hired on a temporary basis who is not usually eligible
for benefits.

Student Employee i A student who is employed on a part-time basis. Student employees
are not usually eligible for benefits.

Work Study Student Employees i Astudente mpl oyed t hrough Erskineods
program. A work study student employee is not eligible for benefits.

Note: Employees who are approved to work fewer than 40 hours per week, benefit eligibility
rules apply and either reduced benefits or no benefits apply accordingly.

Hiring a New Employee

Er ski ne6s himandatgd rqgulationd, and acrapliance issues are specialized
subjects. The process of hiring is a joint effort between the department involved, the officer
responsible for the department, the search committee, if applicable, and Human Resources.

Before beginning a search, advertising, or interviewing for any vacant or new position, the
responsible individual should contact Human Resources. There are important guidelines
and checkpoints for approval in the process of hiring any employee including budgetary
approvals. A Personnel Requisition Form should be completed and approved prior to
position announcements. Vacancies in non-faculty staff positions, with the exception of
executive positions, are typically announced to the campus community before being
announced to the general public. These announcements are usually posted for one week.

Applying for Employment at Erskine

All director-level staff, as well as all faculty applicants, will be required to complete an
Erskine Application for Employment before they are interviewed. All others may provide a
current resume before they are interviewed. Applications and/or resumes are only accepted
for available jobs, and they are kept on file for one year.
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It is the policy of Erskine to fully comply with all applicable laws that prohibit
discrimination on the basis of race, color, national origin, gender, age, disability, military
service, application for military service, or veteran status. The institution will utilize
strategies designed to assure that qualified persons with disabilities, women, and legally
protected minorities are well represented in applicant pools from which employees are
selected.

As a religious educational institution, Erskine College and Seminary strives to achieve
and maintain a Christ-centered environment. Consistent with that goal, Erskine shall
exercise its theological, constitutional, and statutory right to take religion into account in
all employment decisions.

Staff Employment

Erskine employs as new staff members at the management level (director-level and above)
only Christians who have consented in writing to the Philosophy of Christian Higher
Education statement, including its definition of an evangelical Christian, and the appropriate
College or Seminary Mission Statement. Implementation of this policy shall be the
responsibility of the President.

Faculty Employment

Erskine employs as new faculty members only Christians who have consented in writing to
the Philosophy of Christian Higher Education statement, including its definition of an
evangelical Christian, and the appropriate College or Seminary Mission Statement.
Implementation of this policy shall be the responsibility of the President.

Some Seminary faculty members must be hired to satisfy denominational or niche

requirements. It is expected that such faculty members, not to constitute more than one-third

of all faculty members, will subscribe totheirde nomi nati onds confessional
Seminary requirements are two-thirds of all seminary faculty members will be members of a

church or presbytery of a Presbyterian denomination that subscribes to the Westminster

Confession of Faith or some other Reformation confession. At least one-half of all seminary

faculty members will be members in a church or presbytery of the Associate Reformed

Presbyterian Church.

Background Records and Credit Checks

Erskine seeks to provide a safe and secure environment for students, faculty, and staff and

for the protection of financial and material assets of the institution. To accomplish this goal,
background checks will be conducted on all persons to whom an offer of employment will be

made to identify individuals whose presence in the workplace could create an unacceptable

risk to our campus community. The type of information collected by the agency includes,

but is not | imited to, that pertaini,cljmraden an i
finances, reputation, mode of living, etc.

Credit checks will also be conducted on potential employees applying for sensitive positions.
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Employment is contingent upon a successful background and credit check, as
applicable. These include positions involving security and financial responsibilities. A third
party agency will be used to conduct these background checks to maintain compliance with
all federal and state statutes, such as the Fair Credit Reporting Act.

While these checks are normally conducted during the hiring process, Erskine reserves the
right to conduct investigations on other employees as deemed necessary by the President

and/or a Vice President, Department Head, or Human Resources. Any employee who was
not originally in a position that required a credit check but transfers to such position will be

required to undergo the credit check before beginning that new position.

SexOf fenderéds Registry Background Verification

Erskine has an obligation to protect its constituency and property from unsuitable or
potentially dangerous employees. To ensure the safety of the campus,i t i s Er ski neds
practice to verify that employees are excluded from the Sex Offenders Registry with the
South Carolina Law Enforcement Division. Student employees that are on work study are
required to self certify with Financial Aid based upon requirements and regulations within the
work study program. For more information regarding individual notification requirements,
please refer to the Sex Offender Reqistry and Access to Related Information section located
under the Sexual Assault policy contained herein. All departments are responsible for
providing information as needed to Human Resources BEFORE an offer of employment is
extended. Periodic updates will be verified with appropriate action taken by Erskine, as
determined on a case-by-case basis.

Temporary Help

Anyone seeking to employ temporary help in the summer or during the school year should
first contact the Director of Financial Aid to see whether or not any Erskine student has a
need that could be met by such work and can fill the job.

Supervisors seeking to hire part-time employees to handle seasonal or project-related jobs
should complete a Personnel Requisition Form, obtain approval from the appropriate Vice
President, and then contact Human Resources.

Employment of Spouses, Children, Parents of Current Employees

To avoid the appearance of impropriety, favoritism, or conflicts of interest, close relatives

(including, but not limited to parents, children, grandparents, grandchildren, siblings, and

spouses) of employees normally should not work for Erskine in any role or job duty in which

their relative has direct or indirect supervisory or assessment responsibility, nor in jobs
between which separatonof duti es or other internal controls
desirable.

Erskine has the right to assign or transfer employees to meet its goals and needs, including
without limitation, the need to avoid actual or perceived conflicts of interest and to maintain
good internal control. In certain instances when Erskine in its sole judgment deems it to be
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in its best interest, close relatives of employees may be allowed to work in the same
department. Erskine will make a reasonable effort to transfer current employees in such a
case but is not obligated to do so. Each situation is considered on a case-by-case basis.

Regardless of their assignment, employees should not attempt to influence or participate in
hiring decisions, assignment, direction, coordination, or evaluation of close relatives.

The President of Erskine, or his/her designee, makes the final decision should questions
arise relating to this issue.

Letters of Appointment

Letters of appointment are issued by the President and/or Vice Presidents in each
respective area. After employee signatures are obtained acknowledging receipt of the Letter
of Appointment, they are submitted to the Business Office.

Letters of Appointment for new positions or letters that reflect changes in salary must have
the approval and the signature of the Vice President for Finance and Operations before
being distributed.

New Employee Orientation

All new full-time and part-time employees are asked to attend new employee orientation that
explains the responsibilities and privileges for employees, including benefits. Required
paperwork is also completed at this meeting.

This orientation should be attended and scheduled with Human Resources within the first

week of employment. The supervisor of the new employee is responsible for reviewing

departmen t a | practices and procedures to ensure the
outlined.

New employees have a 30-day open-enrollment period for group insurance plans. It is
critical that new employees enroll in the group insurance plan within this specified
time period, or the employee will NOT be allowed to enroll unless there is a qualifying
event.

W-4 Forms

All new Erskine employees must complete a W-4 Form (Withholding Exemption Certificate),
in compliance with U.S. Department of Treasury. This form also provides payroll with
necessary tax and withholding information. Employees may change tax withholding
information at any time.
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1-9 Forms

The Immigration Reform and Control Act of 1986 require employers to verify that all new
employees, including student employees, are legally eligible to work in the United States. A
properly completed Form I-9 is used to provide this verification.

The Immigration Reform and Control Act also prohibits discrimination against any individual
(other than an unauthorized alien) in recruiting, hiring, or discharging because of national
origin or citizenship status.

E-Verify

The "South Carolina lllegal Immigration and Reform Act" was signed into law on June 4,
2008. The law requires all employers to verify the legal status of new employees and
prohibits employment of any worker who is not legally in this country and authorized to work.
After July 1, 2009, all businesses in South Carolina are imputed a South Carolina
employment license which permits an employer to hire employees. Erskine College and
Seminary has chosen to use the E-Verify federal work authorization program administered
by the U.S. Department of Homeland Security.

Evaluation Period

Erskine realizes that the first weeks on a new job can cause an employee to have many
guestions that need to be answered. During this evaluation period and thereafter, an
empl oyeebs supervisor is his/ her primary
supervisor wil!/ explain onebds duties and
meeting job requirements. The Human Resources Department is also available to assist
new employees throughout their period of employment.

Evaluations

Erskine attempts to give each employee, insofar as practical, a performance review on a
periodic basis. The frequency and timing of the reviews may vary for many reasons,
including but not limited to, the length of service, job position, past performance, changes in
job duties, or recurring performance problems.

Most employees are asked to develop (with
objectives for their work. Where appropriate, the strategic goals of Erskine and the annual
operating objectives inform the drafting of individual objectives. The performance appraisal
normally covers progress toward these individual objectives.

The performance appraisal also normally includes, but is not limited to, such factors as the

source
respon s

their

guality and quantity of an employeeobtmdewor k, att e

Special projects or assignments should also be included in the performance appraisal

process. A positive evaluation of an employee ¢

preclude disciplinary action as determined in the sole discretion of Erskine.
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If a review is given, the employee is asked to sign the appraisal simply to acknowledge that
it has been presented and discussed. The employee is given the opportunity to submit a
written statement that is kept on file with the evaluation. If at any time there are questions
about 0 n ej@bor performance, an employee should not hesitate to speak with his/her
supervisor.

Promotions/Transfers

It is the intent of Erskine to fill vacancies from within the institution whenever practical. In
promotions, it is the policy of Erskine to fully comply with all applicable laws that prohibit
discrimination on the basis of race, color, national origin, gender, age, disability, military
service, application for military service, or veteran status. The institution will utilize
strategies designed to assure that qualified persons with disabilities, women, and legally
protected minorities are well represented in applicant pools from which employees are
selected.

As a religious educational institution, Erskine strives to achieve and maintain a Christ-

centered environment. Consistent with that goal, Erskine shall exercise its theological,

constitutional, and statutory right to take religion into account in all employment decisions.

Certain positions at Erskine (for example,t he Chapl ain) may, as a resul
relationship with the Associate Reformed Presbyterian Church, have a specific religious

affiliation requirement.

All personnel changes must be approved by the appropriate Vice President of that
department and reviewed with Human Resources in_ advance.

Grievances and Appeals

Grievances and appeals concerning rates of pay, classification of jobs, hours of work,
disciplinary actions, and other conditions of employment may be made by the employee to
his/her immediate supervisor. If a prompt and satisfactory settlement is not received, the
appeal may be submitted directly to the appropriate Vice President or Human Resources
Director. In unusual cases, employee appeals may be referred to the President. Any
employee has a right to make an appeal without prejudicing his/her employment by Erskine.
The President retains the right to appoint a committee from time-to-time to hear grievances
and appeals.

Retirement
At Er ski ne, @implyaa individmlevbo hasparticipatedinEr ski neds retire

plan and has stopped working, but he/she has applied for retirement and has met certain
eligibility criteria, and is therefore eligible for certain benefits and privileges.

Eligibility
One must be at least 62 years of age.
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Notification

An employee is requested to notify hishhers uper vi sor or Vice Presi deé
respective area, in writing, at least 6 months prior to retirement.

Benefits and Privileges

o Dining Hall meals at reduced rates

o Free or discounted fees to games, performing arts, and other events

o Lump sum payment for any unused vacation leave as eligibility requirements
dictate

. HealthSTAT Services for the retiree, as available

o Internet access and e-mail for campus accounts

o Fitness and exercise facilities access

Honoring Employees Who Leave Erskine

Employees who leave their employment with Erskine by means of voluntary resignation or

official retirement will be recognized fortheirs er vi ce at t he HEmpleyee t ut i onés
Appreciation Banquet, usually held in the spring. Institution-funded gifts and service awards

will be presented based upon the employee6s | engt h of service as outl
service recognition program.

Voluntary resignations or official retirements occurring after the annual banquet where it is
neither practical nor possible for recognition to be deferred to the next banquet will be
address on a case-by-case basis.

Resignation Notice

If a non-faculty employee plans to terminate his/her employment other than due to
retirement, the employee is expected to give a minimum of two weeksénotice. The
employee should present a written resignation to his/her immediate supervisor with a copy
to Human Resources. Employees who have given acceptable notice at the time of
resignation will be granted compensation for any accrued but unused vacation time, subject
to the | i mit s-currentv&catienkpolicies.6Fer facuityeemployees, please refer
to the Faculty Guidelines as published.

Exit Interviews

Exit interviews are normally conducted beforea n e mp | lasyseheduled work day when
an employee leaves employment The purpose of this exit interview is to review and ensure
that pay, benefits, and other necessary information and arrangements are handled correctly.
The supervisor in the respective area is responsible for scheduling this appointment and
completing and submitting the Exit Interview Form to Human Resources.
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Leaving Employment

As stated in the vacation policy, any vacation granted but not yet taken will be added to

o n efinad paycheck. However, any amounts owed by the employee to the institution

(bookstore charges, payroll advances, etc.) may be deducted from the employee6é s f i n al
paycheck.

The institution may withhold payment of funds owed to a terminated employee engaged in
income producing activity involving the Institution (such as seminars, camps, publications,
sale of merchandise, etc.) until a final accounting of all funds requested by Erskine relative
to the activity have been submitted to and reviewed by the institution. These statements
include but are not limited to financial statements, income and expense statements, credit
card statements, etc.

The institution reserves the right to seek ANY funds owed to it by a terminated employee,
first through simple request, and that failing, through legal action.

Re-Employment

Employment service will be bridged for the tuition waiver benefit and all other service related
benefits (sick leave is excluded). Other benefit start-dates such as insurance coverage and
retirement plan participation will be based on the specific benefit plan provisions. Employees
may contact the Human Resources Department for benefit information.

Employees transferring from a non-benefit-eligible position to a benefit-eligible position
accrue benefits at the new-hire accrual rate.

Unemployment Insurance

All employees are insured under the South Carolina Employment Security Law.
Unemployment compensation benefits are paid to insured workers who are unemployed and
meet the applicable eligibility requirements. Claims are filed with the South Carolina
Employment Security Commission.
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Compensation
and Hours
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Duties and Normal Work Week

An employeebs best source for information about
responsibilities is his/her supervisor. Erskine may have created a job description for a

particular position; however, a job description is not a contract of employment. Erskine

reserves the right to amend such a description and/or adjust or reassign job responsibilities

as it deems best to meet its objectives. Supervisors should be asked questions that arise

regarding job duties.

In addition to satisfactorily and effectively conducting their regular duties, employees may be
asked to serve on committees as assigned or elected and to assume other duties normally
assigned to Erskine employees.

The normal daily office schedule is 8:00 A.M. to 5:00 P.M. Monday through Friday with a
one-hour lunch period. The normal office workweek is 40 hours for staff employees.

The work schedule for Public Safety and certain other employees is established in
accordance with the requirements of the job. The normal workweek for employees in these
job categories is 40 hours.

Salary and Wages

All wages are paid on a monthly schedule. Employees are notified at the time of
employment the method of frequency.

Date and Place of Pay

Administrators, staff, faculty, and other part-time employees are normally paid on the last
business day of each month unless notified due to different operating schedules.

Paychecks (or direct deposit stubs) for othere mp|l oyees are placed in empl
mailboxes. Paychecks for adjunct employees are normally mailed unless notified otherwise.

Employee questions regarding check overages, shortages, and/or deductions should be
directed to onebos thsBuginess Office, orrHUNMaa Reaoyrees.

Employees should not request payroll checks early. Direct Deposit is available and can be
coordinated through Human Resources or the Business Office.

For everyonebs protection, an employeebds check
to the payee unless the payee has made this request in writing in advance. An individual
picking up a check on an employeeb6s behalf may
check is released. Employee should report lost or incorrect checks to the Business Office

immediately.
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Time Reporting

The Federal Wage and Hour law requires that Erskine keep a record of hours worked by
non-exempt employees. All non-exempt employees whose primary work is in offices are
required to submit to the Business Office a record of attendance, noting any deviations from
the normal work week, including leave taken. Time cards should be submitted to the
Business Office on a weekly basis.

Exempt employees should turn in a Time Exception Report for Exempt Employees to the
Business Office by the 15" of the month for the previous month. This allows the Business
Office to document any vacation, sick, or other time for pay in lieu of hours worked.

Other Pay Requests

Other requests for additional pay must be received in the Business Office by the 15" of each
month in order to be processed with the monthly payroll. This would include any stipends,
miscellaneous, or additional pay, etc.

Advances

Erskine does not normally make advances on salary or wage payments. Employees should
plan accordingly.

Deductions from Paychecks

There are certain items that must be deducted from gross wages: Federal Insurance
Contribution Act (FICA) taxes, federal withholding tax, state withholding tax, and other
deductions required by law unless an employee is approved for exemption. In addition, other
deductions such as insurance premiums, retirement plan contributions, and other benefit
elections are normally payroll deducted. An employee may elect to have gifts to Erskine
voluntarily deducted from o n epaygheck.

An employee must deliver or mail an IRS Form W-4 to the Business Office to change the
number of exemptions claimed for federal and state tax. This form will be used for both
federal and state withholding unless an employee specifies in writing to withhold the two
taxes using a different number of exemptions.

Overtime Pay
Overtime pay is one and one-half times the regular rate of pay and is computed on the

number of hours exceeding 40 hours actually worked in a normal work-week, not including
vacation, sick, holiday, or other paid or unpaid leave.

Because of the nature of Erskineds activities ar
year with special events, unexpected emergencies, and other occasions when some
employees will be asked to work additional hours. When extra work of this nature is
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required, compensatory time may be taken off for the hours worked as long as it is during
the same work week. Otherwise, the employee should be compensated for the overtime
hours worked. Overtime should be approved in advance by the appropriate supervisor.
Exempt employees are not eligible for overtime pay.

Wage and Salary Increases

Wages and salaries are normally reviewed by the administration each fiscal year during the
budget planning process. Wage increases normally become effective with the issuance of a
new Letter of Appointment.
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Benefits and
Other Services
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Direct Deposit

Direct deposit of paychecks is a free benefit currently available to all employees. To sign up
for this program, an employee should complete the Direct Deposit Form and submit it to the
Business Office/Human Resources along with a voided check attached. Employees may
have money deposited in up to three accounts. Employees should contact the Business
Office to verify when the direct deposit will go into effect.

Holidays

Erskine provides 20 paid holidays each fiscal year (July 1-June 30) for full-time, non-faculty
employees. The Annual Holiday Schedule is distributed normally by June for the following
year and is distributed via e-mail or can be obtained from Human Resources. Please refer to
the actual schedule for specific dates, observations, and changes. Faculty are expected to
operate according to the Academic Calendar.

Holiday Pay

Holiday hours are not included in the computation of overtime pay. Temporary
employees receive no compensation for a holiday unless they actually work on that
day, in which case, they are compensated at their normal pay rate.

Erskine may ask employees to work on a holiday. While Erskine normally seeks
volunteers for such duty, ultimately, each supervisor chooses which employees are
needed to fill the requirements of the job.

Employees who are on an unpaid leave of absence without pay do not receive
holiday pay or credit toward another paid day off.

Bereavement Leave

Erskine recognizes the concerns involved when a member of one's immediate family passes
away. To provide assistance, Erskine grants, at its discretion, eligible employees time off up
to a maximum of three (3) schedule workdays in order to arrange for and/or attend funeral
services. Such leave must be requested and approved by the employee's supervisor.
Verification of the reason for the absence may be required upon request of the employee's
supervisor. Pay for each day of bereavement leave will be made at the employee's current
straight-time rate of pay. For the purpose of this guideline, "immediate family" is defined as
being the employee's father, mother, father-in-law, mother-in-law, spouse, brother, sister,
son, daughter, son-in-law, daughter-in-law, step parents, grandparents, grandchildren or any
dependent living in the employee's household.

If the employee wishes to attend the funeral of a person who is not named above, the employee should
requestvacationfrom the supervisor explaining the nature of the relationship with the deceased (i.e.,
aunt, uncle, cousin, spouse's grandparent, close friend, etc.).
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Vacation

This policy applies to non-faculty employees. Faculty employees are not eligible for this
benefit. Vacation time is provided only to full-time, non-faculty employees and is based upon
years of service.

Full-time, non-faculty employees accrue vacation based upon years of service according to
the calculations below. During the first year of employment, beginning with the first full month
of employment, vacation is accrued at 6.67 hours per month, which is equivalent to 6 hours
and 40 minutes.

Years of Service Hours/Days Accrued Vacation Accrued
1 month 1 less than 10 years 80 hours/10 days or 6.67 hours per month
10 years i less than 20 years 120 hours/15 days  or 10 hours per month
After 20 years 160 hours/20 days  or 13.33 hours per month

Vacation can be taken as accrued. Vacation may be scheduled in increments of one hour.

Vacations must be scheduled to meet the requirements of the office and must be approved
byonesbwsper vi sor . When a | egal holiday falls witt
will be counted as a holiday and not a vacation day. Pay is not normally granted in lieu of

vacation. lliness occurring during vacation is considered sick leave and is not charged to

vacation unless all sick leave has been exhausted.

Each July 1* of the fiscal year, each employee accrues vacation based upon years of
continuous service. Upon each employee® anniversary date of ten and twenty years of
service, an additional week of vacation will be added to the employee& vacation time.
Employees that have a June hire date may carryover the additional anniversary week for the
following year only.

In the event an employee leaves, the employee will be paid for any accrued but unused
vacation time. An employee who takes this vacation time and fails to complete one year of
employment shall have his/her final pay check reduced on a pro-rated basis for vacation
benefits taken but not yet earned.

Full-time employees who work at least 30 hours per week are eligible for vacation at the
following rates:

Years of Service Hours Accrued Vacation Accrued
1 month i less than 10 years 60 hours or 5.00 hours per month
10 years i less than 20 years 90 hours or 7.5 hours per month
After 20 years 120 hours or 10 hours per month

Erskine College and Erskine Theological Seminary Employee Resource Handbook. This handbook is
not a contract (Refer to Nt a Contract of E mp indntrodectiond Seqiian); @tg r a p h
replaces any and all prior versions and may be amended. Revised September 2009.

B-3



Note: Since the position is a 30 hour per week position, if the employee works fewer than 30
hours per week, accrued leave must be taken to account for the 30 hours. Vacation hours
earned must be taken before the end of the fiscal year.

Part-time employees and employees who work fewer than 30 hours per week are not eligible
for vacation leave benefits.

Erskine may require the employee to substitute accrued paid leave (both vacation and sick
leave) to cover some or all of the situations to which the Family and Medical Leave Act
(FMLA) applies.

Vacation time may not be carried over from one fiscal year to the next, even at the approval
of an empl oy e dJpos leavingEeskine,iars employee will be paid out only for any
unused vacation days remaining during the fiscal year in which the employee leaves
employment.

Sick Leave

This policy applies to non-faculty employees and is based on service. Faculty employees are
not eligible for this benefit.

Sick leave is provided to prevent loss of income and hardship during necessary periods of
absence from work caused by illness or injury. Sick leave with pay is available due to illness,
injury, medical appointments, or sickness in the immediate family.

Sick leave is accumulated at the rate of 10 days per fiscal year which equals 6.67 hours per
month (equivalent to 6 hours and 40 minutes). Sick leave may not be used in advance of
being accrued. Unused sick leave may be carried over and accumulated up to a maximum of
90 days. Employees will not be paid for unused sick leave when they leave their employment
with Erskine.

Absences for sick leave are permitted in increments of one hour. When an employee will be
absent, the supervisor should be called immediately. The supervisor should be in regular and
continuous communication during an extended iliness and verification may be requested for
absences more than three days. If an employee is sick more than five days, he/she should
request a leave of absence and provide medical verification of the absence upon request.
Abuse of the sick leave privilege may be cause for termination.

For employees who work fewer than 40 hours per week, sick leave accrual is prorated
accordingly. Part-time employees and employees who work fewer than 30 hours per week
are not eligible for sick leave benefits. Sick time can be carried forward and accumulated up
to 68 days.

Erskine may require the employee to substitute accrued paid leave (both vacation and sick
leave) to cover some or all of the situations to which the Family and Medical Leave Act
(FMLA), Workers Compensation, or other approved leave applies.
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HIPAA (Health Insurance Portability and Accountability Act)

The Health Insurance Portability and Accountability Act (HIPAA) contains provisions that
allow employees/dependents who decline health insurance coverage because they had other
coverage initially to enroll in Erskine's health insurance plan within 31 days if the other
coverage is terminated under certain conditions called qualifying events.

Also, employees who separate from Erskine will be able to obtain a certificate proving they
had health insurance coverage. Future employers may need this certificate to administer the
employee's new coverage.

HIPAA also establishes certain privacy rights regarding employees' personal health
information. An employee may get more detailed information that is contained in the HIPAA
Privacy Practices Notice or contact Human Resources.

Medical (including Prescription plans) and Dental Insurance

NOTE: The insurance benefits described below are subject to modification or
elimination at any time within the sole discretion of Erskine.

Medical

Full time employees who meet plan eligibility requirements may enroll themselves and
their dependents in the Institution Group Medical Insurance Plan. It includes medical,
vision and retail/mail order prescription drug coverage. Premiums are cost-shared
between Erskine and the employee. Employees should contact Human Resources to
get information on plan specifics and premium costs.

Dental

Full time employees who meet plan eligibility requirements may enroll themselves and
their dependents in the Institution Group Medical Dental Insurance Plan. Premiums
are cost-shared between Erskine and the employee. Employees should contact
Human Resources to get information on plan specifics and premium costs.

Overview of Benefits

These benefits are designed to provide the employee and his/her dependents health
care including those for major medical and skilled nursing facility care. For highlights
of the plan, refer to Benefit Plan Highlights which can be found on the Human
Resources Section of the Erskine website.

New employees must enroll within the first 30 days of employment for
insurance. Employees who wish to enroll in insurance after this 30-day window will
only be eligible based upon the occurrence of a qualifying event. There are NO open
enrollments periods offered for the insurance plan.

During New Hire Orientation, employees who meet eligibility requirements are given
details of the coverages available. After enroliment, employees will receive a plan
booklet detailing the benefits and coverages of the plan.
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Dependents
In general, an employee's current spouse, children, and stepchildren whom one

claims as dependents for federal income tax purposes are eligible dependents.
Children who are not married can normally be covered until age 19, or if they are
attending college full-time, until age 25.

Adding or Removing Dependents

An employee can add his/her eligible dependents to his/her coverage at the time of
enrollment. After the initial enrollment, an employee can add newly eligible
dependents within 30 days of a qualifying event, such as an employee's marriage,
or the birth or adoption of a child.

Eligible dependents not added to an employee's plan within 30 days of a
gualifying event cannot be added to the plan at a later time. An employee can
remove dependents from his/her health insurance plan at any time. If an employee
has dependent coverage a new born child is automatically covered as long as the
employee notifies the plan administrator within 30 days. Employees can elect to have
health insurance premiums deducted with pre-tax dollars, to the extent permitted by
policy and by law through Erskine's Flexible Benefits Plan.

The terms of the Health Insurance Plan, including eligibility, coverage, waiting periods,
deductibles, and co-payments, are set out in the written Medical Plan Document that
is mailed to employees upon enrollment. The terms of the Dental Insurance Plan,
including eligibility, coverage, waiting periods, deductibles, and co-payments are set
out in the written Dental Plan Document. The plan documents, which are subject to
amendment from time-to-time, supersede all other descriptions or characterizations of
the plans, including anything in this handbook. In the event of any contradiction
between information appearing in this handbook and in the plan documents, the latter
govern. There are stringent legal requirements regarding enrolling, changing
elections, allowable expense reimbursement, and withdrawal once an employee
participates. An employee should carefully study the plan documents before he/she
elects to participate. If an employee has questions regarding the plan and eligibility
requirements, he/she should contact the Human Resources Office.

For questions regarding filing or pre-certification requirements, an employee should
contact the Plan Administrator at the telephone numbers printed on the employee's
medical insurance card.

COBRA - Insurance Continuation after termination of employment

Under provisions of the federal Consolidated Omnibus Budget Reconciliation Act (COBRA),

insured employees and the insured dependents of active or retired employees may apply to

continue group health insurance coverage if they lose normal eligibility for any of the following:

1. Employee termination;

2. Reduction in work hours;

3.  Divorce or legal separation; and/or

4 Cessation of eligibility as a "dependent" or any situation which results in the loss of
insurance.
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The maximum period for continuation depends upon the qualifying event. The insured may
be required to pay the full cost of insurance, plus an administration fee. For more
information, an employee should refer to the COBRA Notice or contact Human Resources.

Life Insurance

Erskine provides group term life insurance for employees and their dependents based on
plan eligibility. Coverage levels can be obtained from the Human Resources Office.
Coverage becomes effective upona n e mp | torg proeided the enrollment form is
completed within 30 days. Failure to submit a completed enrollment form to Human
Resources will void this benefit. For more information regarding this benefit, please refer to
the Life Insurance Plan Document or contact Human Resources.

Accidental Death and Dismemberment Insurance

Erskine currently provides each eligible employee with Accidental Death and Dismemberment
Insurance. Dependents are not covered. This benefit provides additional coverage in the
event of accidental death or dismemberment according to the schedule of benefits. There is
no cost to the employee for this coverage. Coverage becomes effective upon an employee®
hire provided the enrollment form is completed within 30 days. For more information
regarding this benefit, an employee should refer to the Accidental Death and
Dismemberment Insurance Plan Document or contact Human Resources.

Long Term Disability Insurance

Erskine provides long term disability insurance benefits to full-time employees based upon
eligibility requirements, including but not limited to, one year of employment. This plan pays
gualified disabled employees a percentage of their annual base wages should they become
disabled while their plan is in force. For information regarding the Long Term Disability
Insurance Benefit, an employee should refer to the Long Term Disability Summary Plan
Document or contact Human Resources.

Flexible Spending Plans

Erskine offers full-time employees two plans designed to help employees meet health care
and dependent care expenses using tax free dollars--the Medical Reimbursement Flexible
Spending Account and the Dependent Care Flexible Spending Account.

Employees are given the opportunity to enroll in these plans upon hire, and enrollment
opportunities are also provided on an annual basis during open enrollment. Information and
enrollment materials are provided to employees during New Hire Orientation, or an employee
may contact Human Resources for open enrollment times.
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Medical Reimbursement Flexible Spending Account

This optional plan allows employees to set aside a pre-determined amount of money
from their gross pay (before taxes are calculated) to cover the cost of certain medical
expenses that are not covered by other insurance or considered cosmetic in nature.

Examples of such expenses include co-pays and deductibles for medical, dental,
orthodontia, prescription, over-the-counter medicines and vision services, as well as
medi cal expenses beyond the I imits of onebs

The dollars deducted from oneds gross pay ar.
used to pay for known expenses as they occur. An employee can save paying
federal, state, and Social Security taxes on the amount one sets aside.

In order for a qualified participant to obtain reimbursement from the spending

accounts, the employee should follow the requirements of the plan. The Plan

Administrator will reimburse each allowable claim directly to the employee in an

amount not to exceed the employeebds account |

Employees should be aware that according to IRS provisions, funds left in the account
and not utilized at year-end (December 31) are not refundable to the employee.
There is a small administration fee charged on a monthly basis for this benefit.

Dependent Care Flexible Spending Account

This optional plan allows an employee to set aside a pre-determined amount of
money from oneds gross pay (before taxes are

doll ars deducted from onebs gross pay are se:
pay for expenses as they occur. No income taxes are charged on the amount when
deducted from an employeebs pay, when deposi

when paid to the employee as a reimbursement. An employee can save paying
federal and most state taxes, as well as (FICA), on the amount he/she sets aside.

An empl oyee can use this plan for expenses p.
eligible dependents during working hours. Eligible dependents are children under age

13 (whom an employee can claim as exemptions for federal tax purposes) and an

empl oyeebs disabled spouse, parent, or child
claim as a dependent for federal tax purposes.

Further details are available in the Human Resources Office. Employees should be
aware that according to IRS provisions, funds left in the account at year-end
(December 31) and not utilized are not refundable to the employee. There is a small
administration fee charged on a monthly basis for this benefit.
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Regarding All Benefit Plans

The detailed terms of all of the benefit plans are set out in the written Plan Documents and
Summary Plan Descriptions issued to employees. The Plan Documents, which are subject to
amendment from time-to-time, supersede all other descriptions or characterizations of the
plan, including anything in this handbook. In the event of any contradiction between
information appearing in this handbook and in the Plan Document or master documents, the
latter will govern. There are stringent legal requirements regarding enrolling, changing
elections, allowable expense reimbursement, and withdrawal once an employee is a
participant. An employee should carefully study the plan documents before he/she elects to
participate. Plan documents are available through the Human Resources Department and in
the Human Resources Section of the Erskine website.

Social Security and Medicare Benefits

Erskine pays a set percent age totheFederbl&dcislon t o an
Security and Medicare Systemson an empl oyeeds behalf as requirtr
Erskine also makes a mandatory dlesthersharean fr om ar
Social Security and Medicarec ont r i but i ons. The amounthe of t he
empl oy e e are eswbilished dy the Social Security Act. The amount paid to an

individual upon retirement and the eligible retirement age is also determined by the Social

Security Act.

Ministers are allowed to opt out of Social Security and Medicare and invest these funds in
their own personal retirement plans in accordance with federal regulations. Ministers who
choose to opt out of Social Security and Medicare are required to furnish appropriate
documentation as requested.

Erskine Retirement Annuity Plan

Erskine currently makes available a Retirement Annuity Plan to all regular employees.
Regular employees are defined as an employee who works a minimum of 1,000 hours per
calendar year.

This plan is a defined contribution plan in that contributions to the plan are a defined
percentage of the employeeds base wages. The pl ¢
Insurance and Annuity Association (TIAA) and the College Retirement Equities Fund (CREF).

Currently, Erskine contributes a 7.5% match to the retirement plan for those employees who
contribute 5% to the plan. Calculations for percentages are based upon the eligible

empl oy e e 6compansatian ékcluding overtime and bonuses). Additional
compensation such as supplemental pay and overtime wages are not included in these
calculations. Vesting for the Erskine-matched portion is immediate.

This plan is also self-directed in that the employee decides how the funds in the account are
invested among several options.
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Employees may enroll in the Retirement Plan after 1 year of service (or earlier with proof of
prior participation in a 403(b), or similar, retirement plan) and provided that the employee is
21 years of age.

Within the limits established by the Internal Revenue Service, such contributions must be
made on a pre-tax basis by completing the appropriate salary reduction forms which are
available in the Human Resources Office.

Erskine Supplemental Retirement Annuity Plan

Erskine employees may make individualpre-t ax contri butions into Erski
Retirement Annuity Plan. An employee may begin making contributions to this plan upon the

date of oneds hi r eparticipaignanrEskine'sbssic oefirentent grégtam r

described above.

Within the limits established by the Internal Revenue Service, such contributions must be
made on a pre-tax basis by completing the appropriate salary reduction forms available in the
Human Resources Office.

Questions regarding these benefits and eligibility should be addressed to the Human
Resources Office.

Tuition Assistance (Employees Only)

Full-time employees who register for academic courses will normally be granted tuition
remission for up to two (2) courses per fiscal year (July 1st through June 30™)& one class

per term. A full-time employee may petition the appropriate Vice President in writing to take

additional classes with tuition remission, and such petitions will be considered on a case-by-

case basis. Any courses appertaining to this policy must be taken during hours which are
acceptable to an empl oy dlhkishenefit isnenpevileigenandeitiss uper vi sor
expected that time missed from normal office hours must be compensated by the employee

at a time agreeable to the employee and his/her supervisor.

Faculty Staff Grant/Tuition Remission Grant (Dependent Children and Spouses only)

Full-time employees who have served at least three years at an accredited institution of
higher education are eligible for financial assistance from Erskine for their dependent children
(natural children, adopted children, or step-children) and spouses who meet prevailing
admissions standards. Children must meet the definitions of dependent under the IRS
regulations to quality for this benefit. Erskine will provide financial assistance for children and
spouses of full-time employees in an amount equal to the total tuition and required fees
(excluding room and board) of Erskine during the regular terms (fall and spring only) for such
a period of time to earn one degree. Employee dependents that have completed a
baccalaureate degree at another institution may also enroll in Erskine Theological Seminary
to complete a graduate degree program provided they meet prevailing admissions standards.
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However, only one degree per dependent may be obtained through either the College or the
Seminary through this benefit program.

Children of full-time employees who meet the above criteria, who attend an area high school,
and who take a class or classes at Erskine for college credit may do so free of charge
provided that adequate space in the classroom is available.

The employee must complete the FAFSA by June 1 of each year in which they have a

dependent enrolled at Erskine. | f an empl oyeeds child or spouse
assistance, normal eligibility limits will apply. In no case shall assistance from Erskine, state

and/or federal assistance, and other scholarships amount to more than the total of tuition,

fees, room and board costs. Dependents of full-time employees who qualify for federal or

state grants including the South Carolina Tuition Grant will have the amount of the tuition

grant received deducted from tuition remission.

Tuition remission will be granted to dependent children and spouses of full-time employees

who have retired at 65 years of age orolderunderEr ski nebés retirement prog
permanent disability or who died while employed by the institution or after retirement from

Erskine. In each case the employee must have served the institution for at least three years

on a full-time basis. For more information, contact the Financial Aid Director.

Verification of service to Erskine and/or other institutions will be required. Please contact
Human Resources to obtain the proper documentation.

Tuition Exchange Programs

The Tuition Exchange is a reciprocal scholarship program for children and other family
members of faculty and staff employed at over 570 participating institutions.

The Director of Financial Aid serves as the liaison officer at Erskine and receives the current
literature from the Executive Director of the Tuition Exchange. In order to be eligible for this
benefit, an employee must have satisfied three years of service at an accredited institution of
higher education. For more information, contact the Financial Aid Director or visit
www.tuitionexhange.orgAn application is required.

An export fee must be paid by September 1 of each academic year in which the student plans
to participate. The fee amount may be obtained from the College Financial Aid Office.

CCCU Exchange Programs

The Council for Christian Colleges and Universities Exchange Program is a Christian
organization designed to assist children of employees of member institution in enrolling in
other member institutions free of tuition. Approximately 200 institutions are listed as members
(see www.cccu.org). In order to be eligible for this benefit, an employee must have satisfied
three years of service and meet other eligibility requirements. For more information, contact
the Financial Aid Director. An application is required.
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CIC Tuition Exchange Program

The CIC Tuition Exchange Program (CIC-TEP) is a network of CIC colleges and universities
willing to accept, tuition-free, students from families of full-time employees of other CIC-TEP
institutions. Each participating institution agrees to import a limited number of students on the
same admission basis as they accept all other students, without regard to the number of
students it exports. See the Director of Financial Aid for more information.

Discounts on Cell Phone Services

Erskine has discount programs with various cell phone carriers. For information regarding
those options, an employee should contact Human Resources.

Athletic and Cultural Events

Employees and their families may receive free or discounted admission to athletic and certain
cultural events by presenting his/her Erskine Identification Card.

Library Services

Erskineds | ibrary facilities and services ar
Identification card must be shown to borrow materials and to use library services. For library
hours, contacts, resources, policies, etc., visit the McCain Library website at
http://www.erskine.edu/library.

Religious Activities

There are many active religious and spiritual organizations and events on campus. Regular
events include convocation and chapel, which are held weekly for students and employees.
All students and employees are encouraged to attend. An employee should check with the
College and Seminary for specific dates and times of events.

Dining Services

Erskine offers a wide variety of dining choices to students, employees, and the community.
Dining options including Moffatt Dining Hall, Snappers Food Court, and Java City (located in
Watkins Student Services Building) and feature made-to-order breakfast foods, and for lunch,
grilled items, pizza, salads, sandwiches, fresh coffee, and smoothies. For more information,
meal prices, and hours of operation, an employee should contact Aramark or visit the
Aramar k section on Erskinebés website

Meal tickets offer employees the ability to purchase meals in the Dining Hall at a discount.
Employees should contact Aramark for further information on discounted meal tickets.
Meeting rooms and catering services are also available for social and business functions. Any
employee may reserve the Founders Room of Moffatt Dining Hall in association with a meal.
An employee should make reservations through the Calendar Request program available on
Erskinebs website.
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Bookstore

The bookstore, located in Watkins Student Services Building, offers an array of merchandise
and apparel, supplies, books, cards, gifts, as well as textbooks. Erskine employees receive a
10% discount on purchases; sale items and certain special products are not included in this
discount program. The bookstore accepts cash, checks, and certain charge cards.

Recreational Facilities

All employees are allowed to use the recreational facilities free of charge. Some of these
facilities include the swimming pool, fithess and weight room, climbing wall, basketball courts,
volleyball courts, racquetball courts, and tennis courts. For more information, an employee
should contact the Athletic Department. While Erskine is in session, students have priority for
recreational use. It is the responsibility of the faculty/staff member to actively supervise
his/her child(ren) when using Erskine facilities.
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Attendance and
Leave
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Attendance and Leave Policies

Regular attendance is important for Erskine to function effectively and efficiently.
Employees must schedule time off in advance for vacation and most other absences.
Although illness cannot be predicted, prompt notice is required when an employee is out for
sick leave. An employee should leave his/her family (or those who would assist one in an

illness) instructions on how to contact hisslhers uper vi sor i n the case of ar
absence from work. It is the employeeds responsi
absences.

Lateness or absence may result in discipline, up to and including termination. For example,
if an employee is absent from work for three consecutive days without notification or does
not report back to work after an authorized leave of absence, Erskine may reasonably
assume that the employee has decided to terminate his/her employment without notice, and
Erskine will take action accordingly.

Erskine currently provides paid leave (e.g., paid vacation, paid holidays, and paid sick leave)
to employees who normally work a full 30 to 40-hour work week on a year-round schedule.
Temporary employees normally do not receive paid leave.

Types of Leave
Personal Leave

A personal leave of absence may be granted normally to full-time employees who have

completed at least 6 months of continuous service. The length of the leave will be
dependentuponthee mpl oyeebs personal <circumstances, but
initial personal leave be granted for more than 30 days. Employees may be required to use

eligible vacation time prior to taking unpaid personal leave.

Medical Leave of Absence

If an employee is hospitalized due to an injury or illness, his/her medical leave of absence

begins the day he/she is hospitalized. If an employee is not hospitalized, but he/she is

absent due to illness or injury for more than five (5) days, he/she is also eligible for a

medical leave of absence. In order to be valid, a medical leave of absence must be
Ssubstantiated by written medical evidence from t
work, the employee must obtain written authorization to return to work. An employee may

be required to use any sick or vacation time as accrued.

FMLA 1 Family and Medical Leave Act

Family and Medical Leave Act ( fsecMasAkGKnetoequi res
provide up to twelve weeks of unpaid, job-pr ot ect ed | eave to fieligiblebo
family and medical reasons.
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A copy of Erskinebdbs Family and Medical Leave

Human Resources Office. Employees should ask the Director of Human Resources to find
out if they are eligible for leave under the Family and Medical Leave Act.

If, and to the extent Erskine is subject to FMLA, the following policy applies:

The information listed below highlights the rights and obligations of employees and
employers under the Act. This information is intended to be a short summary, such in any
particular case, the precise rights and obligations of employees and Erskine will be
governed by the law itself.

1. Eligible Employees

Erskine meets the definition of a ncovered

family and medical leave of absence is available under most circumstances only to
employees who have been on the payroll for at least 12 months, during the past
seven (7) years (subject to certain exceptions) who have worked at least 1,250 hours
during the 12-month period preceding the commencement of the leave, and if
Erskine employs at least 50 employees withina75-mi | e r adi us of
worksite. Erskine will attempt to notify the employee of eligibility within five (5) days
of being notified of a request for FMLA leave.

2. Twelve-Month Period
Erskine currently measures the 12-month period as a "rolling" 12-month period
measured backward from the date an employee uses any FMLA leave. Family and
medical leave taken within the 12 preceding months reduces the amount of leave
entitlement under this provision.

Paid leave (including vacation, sick leave, personal leave, short-term or long-term
disability and workers' compensation leave, if applicable) must be used concurrently
with FMLA leave. Should the employee exhaust his/her paid leave, the remainder of
the 12 weeks is treated as unpaid leave.

3. Scope

FMLA leave may be granted to eligible employees for the following reasons:

a. The birth of a child and to care for such child within the first 12 months of
birth.
b. Leave for placement for adoption or foster care of a child or to care for such

child within the first 12 months.

C. In order to care for an immediate family member (spouse, child, or parent of
the employee), with a serious health condition.

d. Because of the employee's own serious health condition that makes the
employee unable to perform the essential functions of his/ her position.
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e. For qualifying exigencies arisingout of the fact that the
son, daughter, or parent, defined as a covered military member, is on active
duty (or has been notified of an impending or call to active duty status as a
member of the National Guard or Reserves in support of a contingency
operation.

f. Military Caregiver Leave-A covered employer also must grant an eligible
employee who is a spouse, son, daughter, parent, or next of kin of a current
member of the Armed Forces, including a member of the National Guard or
Reserves, with a serious injury or illness up to a total of 26 workweeks of
unpaidl eave duringnoatimsipreglie®edb2to care for
member who is undergoing medical treatment, recuperation, of therapy, is
otherwise in outpatient status, or is otherwise on the temporary disability list,
for a serious injury or illness incurred in the line of duty while on active duty.
A covered service member incurs a serious illness or injury for purposes of
this paragraph when he or she is medically unfit to perform the duties of his
or her office, grade, rank, or rating.

Any leave taken in order to care for a child must be taken within 12 months
from the birth of such child or the child's placement in the care of the
employee through adoption or foster care.

In any case in which a husband and wife are both employed by Erskine and a
leave is taken (a) because of the birth of a child and in order to care for such
child; (b) because of the placement of a child with the employee for adoption
or foster care; or (c) in order to care for a parent of one of the employees who
has a serious health condition, the total number of weeks of leave to which
both are entitled is no more than 12 weeks for the leaves described in
sections (a), (b), and (c) of this paragraph (or 26 weeks if leave to care for a
covered service member with a serious injury or illness is also used).

4. Serious Health Condition
"Serious Health Condition" means an illness, injury, impairment or physical or mental
condition that involves:

a. Inpatient care (i.e., an overnight stay) in a hospital, hospice or residential
medical care facility, including any period of incapacity or any subsequent
treatment in connection with such inpatient care; or

b. Continuing treatment by a health care provider. A serious health condition
involving continuing treatment by a health care provider includes any one or
more of the following:

(1) A period of incapacity of more than three consecutive calendar days,
and any subsequent treatment or period of incapacity related to the
same condition, which also involves:
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(@) Treatment two or more times by, under the supervision of, or
under orders of or on referral by, a health care provider; the
first treatment being within seven (7) days of the onset of the
condition and the second treatment generally being within
thirty (30) days of the onset;

(b) Treatment by a health care provider on at least one occasion
within seven (7) days of the onset of the incapacity that results
in a regimen of continuing treatment under the supervision of
the health care provider.

2) Any period of incapacity caused by pregnancy or for prenatal care.

3) Any period of incapacity or treatment for such incapacity because of a
chronic  serious health condition. A chronic serious health condition
is one which:

(a) requires periodic visits of at least three (3) visits per year for
treatment by or under the direct supervision of a health care
provider;

(b) continues over an extended period of time (including recurring
episodes of a single underlying condition); and

(© may cause episodic rather than a continuing period of |
ncapacity (e.g., asthma, diabetes, epilepsy, etc.).

(4) A period of incapacity that is permanent or long-term because of a
condition for which treatment may not be effective but for which the
employee or family member is under the continuing supervision of, but
need not be receiving active treatment by, a health care provider (e.g.,
Alzheimer's, a severe stroke, terminal cancer, etc.).

(5) Any period of absence to receive multiple treatments (including any
period of recovery there from) by, under orders of, or on referral by a
health care provider either for restorative surgery after an accident or
other injury, or for a condition that would likely result in a period of
incapacity of more than three consecutive calendar days in the
absence of medical intervention or treatment (e.g., radiation for
cancer, dialysis for kidney disease, etc.).

5. A fiqualifying exigencyo referenced in sectio
circumstances:

a. Short-notice deployment: to address issues arising when the notification of a
call or order to active duty is seven (7) days or less from the date of
deployment;
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b. Military events and related activities: to attend official military events or family
assistance programs or briefings;

C. Childcare and school activities: for qualifying childcare and school related
reasons for a child, legal ward or stepchild of a covered military member;

d. Financial and legal arrangements: to make or update financial or legal affairs
to address the absence of a covered military member;

e. Counseling: to attend counseling provided by someone other than a health
care provider for oneself, for the covered military member, or child, legal
ward, or stepchild of the covered military member;

f. Rest and recuperation: to spend up to five (5) days for each period in which a
covered military member is on a short-term rest leave during a period of
deployment;
g. Post-deployment activities: to attend official ceremonies or programs
sponsored by the military for up to 90 da

active duty terminates or to address issues arising from the death of a
covered military member while on active duty;

h. Additional activities: for other events where Erskine and the employee agree
on the type, time, and duration of the leave.

6. Employee Notice Requirements
An employee needing leave is required to provide Erskine with notice of the need for
leave. The employee must provide Human Resources with the reasons for the
needed leave so as to allow Erskine to determine that the reason for the leave is for
an FMLA-qualifying reason. If the employee fails to explain the reason, leave may
be denied. Notice should include enough information to make Erskine aware that the
employee needs FMLA-qualifying leave, as well as the anticipated timing and
duration of the leave. An e mp | ailgre © pravidd timely notice may result in a
delay in or a denial of the leave and/or cause the absence to be considered as
unexcused, which subjects the employee to disciplinary action up to and including
termination.

The employee should provide as much advance notice as possible so that Erskine

can make appropriate arrangements to cover any work that needs to be performed in

the empl oyeeb6s absence. The employee is al s
rules regarding the reporting of absences. The minimum amount of required notice

under the FMLA is as follows:

When the need for leave is foreseeable, (an expected birth, placement for adoption

or foster care, or planned medical treatment of the employee orthee mp |l oy ee & s

spouse, child or parent, or due to active duty of an immediate family member), the

empl oyee must provide at | east thirty daysodo
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I f thirty daysd notice is not practicable, s
approximately when leave will be required to begin, a change in circumstances or a

medical emergency, notice must be given as soon as is practicable, ordinarily within

one or two business days of when the need for leave becomes known to the

employee. Employees generally must contact the immediate supervisor. If the dates

of leave are originally unknown or if the dates of scheduled leave change or are

extended, the employee is likewise responsible for giving notice as soon as is

practicable.

If the approximate timing for leave is not foreseeable, an employee should give
notice to Erskine of the need for FMLA leave as soon as is practicable, ordinarily
within one or two working days of learning of the need for leave, except in
extraordinary circumstances where such notice is not feasible. Employees generally
must contact the immediate supervisor.

Special rules apply when the employee fails to give advance notice of the need for

leave and the employer does not learn of the reason for the absence until the

empl oyeebs return (e.g., where the employee
such circumstances, if the employer does not designate the leave as FMLA leave

and the employee desires it to be counted as FMLA leave, the employee must, within

two business days after returning to work, notify Erskine that the leave was for an

FMLA reason. In the absence of such timely notification by the employee, the

employee may not subsequently assert FMLA protections for the absence.

An employee taking FMLA leave is required to report periodically on his/her intent to

return to work. If an employee needs leave beyond the anticipated date originally

provided for the ending of such leave, the employee must provide reasonable notice

as soon as possible and no later than within two business days after learning of the

need for an extension of the leave. The employee is also responsible for complying

with any Erskine rules regarding the reporting of absences. If the employee is able

to return to work earlier than expected, the employee must provide reasonable notice

as soon as possi bl e a mdicerram whenthe employpean t wo d a:
learns that he/she will be able to return to work earlier than expected.

If the employee gives unequivocal notice of intent NOT to return to work, the
employee's employment is terminated, and the employee's entitlement to
reinstatement and health benefits (subject to certain requirements) ceases. Also, the
employee may be required to reimburse Erskine for all premiums paid for health
benefits, to the fullest extent provided by law.

7. Medical Certifications

a. An employee who requests leave (1) to care for the employee's spouse, child
or parent, or (2) because of the employee's own serious health condition or
disability must furnish certification issued by the health care provider. In
certain circumstances, Erskine may request a second opinion. When the
leave is foreseeable and at least a 30-day notice has been provided, the
employee should provide the medical certification before the leave begins.
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When this is not possible, the employee must provide the certification to

Erskine within fifteen (15) days after the employee is notified by Erskine of

the requirement to submit the certification, unless it is not practicable under

the particular circumstances to do so despitethee mp|l oyeeb6s diligent
faith efforts, in which case the certification must be provided as soon as is

reasonably possible under the particular facts and circumstances.

b. A medical certification form may be obtained from the Human Resources
Office.
C. In the case of foreseeable leave, failure to submit a required medical

certification within the 15-day period may result in a delay or in a denial of

leave until the certification is providedand may cause the empl oy
absence to be considered as unexcused, which may subject the employee to

disciplinary action, up to and including discharge. In the case of leave that is

not foreseeable, failure to provide a required medical certification within 15

days after the employee is notified of the requirement to submit the

certification or within a reasonable time under the pertinent circumstances

may result in a delay in or deni al of the
leave and may cause the absence to be considered as unexcused, which

may subject the employee to disciplinary action up to and including

discharge. If the employee does not produce the certification, the leave may

not be FMLA leave. If the medical certification form is incomplete or

insufficient, an employee will be given written notification of the information

needed and will have seven (7) days after receiving such written notice to

provide the necessary information. Once Erskine has fully completed

sufficient certifications and documentation, it will notify the employee of

whether FMLA leave is being granted.

d. In the event that intermittent leave or a reduced-schedule leave is medically
necessary, the employee must submit, in addition to the certification and
notice above, certification from the health care provider of the medical
necessity of such leave or that the leave is necessary to care for the seriously
ill family member and the duration and schedule of the intermittent or
reduced-schedule leave.

e. Recertification of the employee's or family member's medical condition may
be required: (1) if the employee makes a request for an extension of leave;
(2) at any time Erskine receives information that casts doubt upon the
continuing validity of the original certification; or (3) if circumstances
described by the previous certificate have changed significantly. Erskine may
also request recertification once every six (6) months when FMLA leave is
taken for any serious health condition that lasts longer than one (1) year.
Additionally, for any conditions or situations lasting greater than one (1) year,
the employee will be required to renew this request for FMLA leave and
eligibility determination decisions will be required. In these situations, an
employeewi | | have fifteen (15) days in which
expense, a completed request for recertification. Forms for recertification
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may be obtained from the Director of Human Resources. Failure to provide a

required medical recertification within 15 days after the employee is notified

of the requirement to submit the recertification or within a reasonable time

under the pertinent circumstances may result in a delay in or denial of the

empl oyeebs continuation of FMkcedobdeeave and
considered as unexcused, which may subject the employee to disciplinary

action up to and including discharge. If the employee does not produce the

recertification, the leave may not be FMLA leave.

f. When an employee fails to return to work because of the continuation,
recurrence or onset of a serious health condition or disability that would
entitle the employee to leave under this policy, Erskine may require medical
recertification of such continuation or recurrence.

g. An employee on leave due to his/her own serious health condition must
submit certification from the health care provider that he/she is fit for duty and
able to perform the essential functions of his/her position, with or without
reasonable accommodations, prior to being restored to employment. This
certification need only be a simple statement of the employee's ability to
return to work. Failure to provide the requested certification may result in
del ay of the employeeds return too work un
possi bl e disciplinary action under Erskineq

8. How Leave May be Taken
Leave may be taken on a continuous basis (that is, a certain number of days or
weeks in a row). Additionally, for leaves involving serious health conditions, leaves
may also be taken on an intermittent basis (that is, leave taken in separate blocks of
time due to a single qualifying reason) or on a reduced schedule basis (that is, a
leave schedule that reduces the usual number of hours per workweek or hours per
day) when medically necessary. An employee requesting intermittent leave or leave
on a reduced schedule must fulfill all of the obligations that are described in this
policy (for example, the advance notice requirements, request for leave of absence
forms, medical certification, etc.). The employee must also advise Erskine of the
reasons the intermittent/reduced schedule is medically necessary and of the
schedule for treatment, if applicable. The employee and his/her supervisor must
then attempttowor k out a schedule that meets the emp
di srupting Erskinebds operations, subject to
During intermittent leave, an employee may be assigned to an alternative position for
which the employee is qualified and which better accommodates periods of recurring
leavewi t h pay and benefits equivalent to the er
FMLA leave.

Likewise, whenever the employee requests leave for planned medical treatment
whether on an intermittent, reduced schedule, or continuous basis), the employee
must consult with his/her supervisor and make a reasonable effort to schedule the
leave so as not to unduly disrupt operations, subject to the approval of the health
care provider. Employees are ordinarily expected to consult with their supervisors
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prior to the scheduling of treatment in order to work out a treatment schedule which
best meets the needs of both Erskine and the employee.

Erskine may require an employee to furnish a fitness-for-duty certification up to once

every 30 days if an employee has used intermittent, reduced schedule, or block

leave during the 30-day period for their own serious health condition and if

reasonable safety concerns exist regardingth e empl oyeebs ability to
duties based on the serious health condition for which the employee took such leave.

9. Pay While on Leave
The FMLA does not require the leave to be paid. Employees are required to use
available paid leave (including vacation, sick leave, personal leave, short-term or
longt erm di sability, and workersodé compensation
which could otherwise be unpaid. Should the employee exhaust his/her paid leave,
the remainder of the 12 weeks is treated as unpaid leave.

10. Benefits While on Leave

a. An employee is not paid during any period of absence covered by this policy,
except insofar as he/she is using available paid leave, as described above.
The use of available paid leave will not increase the amount of the FMLA
leave available. Furthermore, when leave is unpaid, no benefits except group
health insurance continue while an employee is on any type of unpaid leave
of absence. Erskine maintains the employee's medical insurance coverage
in any "group health plan" at the level and under the conditions that coverage
would have been provided if the employee had continued working and not
taken leave. It is the employee's responsibility to make any payments during
any unpaid leave of absence that were handled by payroll deductions.
Employees should send payments to the Director of Human Resources no
later than the fifteenth of each month. Failure by the employee to make
payments may result in cancellation of coverage.

b. Erskine may recover all health care premiums paid during a period of leave if
the employee fails to return to work after the leave expires, unless the reason
the employee fails to return is due to:

D The continuation, recurrence or onset of a serious health condition or
disability that would entitle the employee to leave under this policy
and/or

(2) Other circumstances excluded on an individual basis.

11. Employment Upon Return
If an employee is returning from FMLA leave, the employee should notify Erskine as
soon as possible of his/her definite date of return. Generally, subject to certain
exceptions under the law, upon return to work from FMLA leave, an employee is
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returned to his/her former position if it is still available. If the former position is no
longer available, Erskine will provide the employee with an equivalent position with
equivalent benefits, pay, and other terms and conditions of employment, to the
extent that one is available.

Erskine is not required to offer key employees reinstatement to a similar position
following the end of their | eave. Onebs st a
| aw. Questions regarding t heldlkdifectedtothe on o f
Director of Human Resources.

12. Non-discrimination/Non-retaliation Policy Statement
Erskine does not: (1) interfere with, restrain, or deny the exercise of any right the
FMLA,; (2) discharge or discriminate against any person for opposing any practice
made unlawful by the FMLA; or (3) discharge or discriminate against any person for
his/her involvement in any proceeding under or relating to the FMLA.

13. Contact Person
Employees with questions about their rights and obligations under the FMLA are
encouraged to contact the Director of Human Resources.

Military Leave

Erskine recognizes the need for military services as essential for the strength and protection

of our nation and | iberty. Erskine recogni zes &
armed forces through its policies and procedures. However, the employee will not be paid

by Erskine during active duty service. This policy is meant to summarize the Uniformed

Services Employment and Reempl oyment Rights Act
between this policy and USERRA are unintended and will not be enforced.

In compliance with the Uniformed Services Employment and Re-Employment Rights Act of
1994, a military leave of absence must be granted to employees, regular full-time or regular
part-time who are members of, or have an obligation to perform services in, a uniformed
service that necessitates an absence from their position of employment.

Eligibility for Re-Employment
To qualify for re-employment, an employee must meet the following requirements:

1) The cumulative leave of absence for the employee called to uniform service may
not exceed five (5) years with the exception of certain extensions for training,
involuntary active duty, and initial periods of obligated service associated with
high technology operations; and

2) The employee must satisfactorily complete the period of active duty and furnish a
discharge certificate to that effect.

Applications for Re-Employment
Application for re-employment must be made as follows:
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1) For service less than 31 days, a person must report to the employer at the
beginning of the first scheduled working day following completion of service. If
reporting within this time period is impossible or unreasonable through no fault of
the employee, he/she must report as soon as possible after the expiration of this
period.

2) For service of more than 30 days but less than 181 days, a person must
submit an application or request for re-employment not later than 14 days
following completion of service.

3) For service of more than 180 days, a person must submit an application or
request no later than 90 days after completion of service.

4) A person must submit an application for re-employment no later than two (2)
years after a hospitalization from an injury by active duty. The two-year period is
extended by the minimum time required to accommodate the circumstances
beyond the empl oy e erépsrting withirt thedirhe limils at mak e
impossible or unreasonable.

A change in the employerds circumstances -which
employ the employee will waive the duty for re-employment.

Upon request, the person must provide the employer with documentation that establishes
the timeliness of the application for re-employment and length and character of service. If
the documentation is unavailable at the time of request, the employer must re-employ the
individual until the documentation becomes available.

Rights after Reinstatement
The employee who takes military leave of absence and is re-employed it entitled to:

1. Position
For service less than 91 days, a person is entitled to:

1) The position in which the person would have been employed if he/she had been
continuously employed, if the person is qualified to perform those job duties, or

2) If the employee is not qualified for the job, then the position in which the person
was employed on the date of commencement of service.

For service more than 90 days, a person is entitled to:

1) The employee must be re-employed in the same position provided the employee
is qualified to perform the duties of the job;

2) In a position the employee would have been employed in but for the interruption
in employment due to uniformed service; or

3) A position of like seniority, status, and pay.

If a person is not qualified for any such positions due to a disability incurred in or aggravated
during such service (after reasonable efforts to accommodate the disability), the person
must be re-employed:
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1) In any other position which is equivalent in seniority, status, and pay, the duties
of which the person is qualified to perform or would become qualified to perform
with reasonable efforts by the employer, or in a position that is equivalent in
terms of seniority, status, and pay; or

2) If not qualified for any of these positions, he/she must be employed in any
position of lesser status and pay which the person is qualified to perform, with
full seniority.

Benefits
The employee who takes military leave and is re-employed is entitled to:

1) The same seniority, status, and pay he/she would have had if he/she had not
been absent due to military service, and

2) Other benefits determined by seniority that the employee had at the
beginning of uniformed service, plus any additional seniority and
benefits the person would have attained if continuously employed (excluding
new vacation and sick time accruals during the leave).

Duration of Rights
The re-employed Veteran may not be discharged, except for cause:

1. within one (1) year if the period of service was more than 180 days, or
2. within six (6) months if the period of service was more than 30 days but less than
181 days.

Group Medical and Life Insurance Coverage

Erskine health and life insurance plans are required to be offered continuously to employees

who enter military service or their families for a period up to 18 months. The law states that

the health plan may not require the employee to
coverage if the period of military service does not exceed 31 days. If beyond the 31 days,

the employee may be required to pay not more than 102 percent of the full premium under

the pl an. Erskinebs policy is to allow empl oyee:s
compared with other leaves. Furthermore, all persons (family members) who have coverage

must be reinstated pursuant to the polices or practices relating to employees returning from

military leaves in effect at the time the employee began military leave.

Pension/Retirement Plans

No break in service will be considered to have occurred due to military service, and no
forfeiture of benefits already accrued will be allowed. There will be no necessity to re-qualify
for participation in the pension plan by reason of military absence. If an employee is
reemployed by Erskine after completing military service, he/she will be entitled to receive
certain make-up contributions provided that the employee elects to make the appropriate
employee catch-up contribution. Service members will have up to three times the period of
service to make missed contributions. Employees should contact Human Resources or the
Business Office for specifics.
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Vacation Pay
Upon leaving for military duty, the employee may, upon request, be permitted to use any

vacation, annual, or similar (excluding sick leave) leave with pay accrued prior to the leave.
During the leave, no new sick time or vacation time will accrue.

Active Duty in National Guard and Reserves

Erskine recognizes the National Guard and Reserves as essential to the strength and

protection of our nation and liberty. Erskine recognizes and supports employees who are in

the National Guard and Reserves through its policies and procedures. Erskine realizes

those who serve will be required to attend military training from time-to-time and that they

will be called upon for temporary duty in emergency situations. Employees should read the

Agual i fyiensgd esxeicgteinocni of the FMLA policy, which m

Employees are required to notify their department supervisor in advance of a requirement to
attend and provide dates and documentation as requested.

In the event of emergency call-up, the employee is required to notify his/her Vice President
immediately. Vice Presidents are then required to notify Human Resources.

Anempl oyeebs job and job opportunities wil/ not

Full-time employees required by federal regulations to attend training sessions, drills, or
temporary duty are entitled to a leave of absence from their respective duties without loss of
pay, time, or position for one or more periods not exceeding fifteen (15) working days per
year.

Erskine will compensate the employee for the difference between the amount of regular pay

for the time missed and the pay received for active duty or training provided the latter is the

lesser of the two amounts and the cumulative time does not exceed fifteen (15) of the

empl oyeeds normal working days per year. I n t he
employee must provide documentation of dates and service and compensation received.

In the event that an employee is called to serve duty extending beyond fifteen (15) days per
year, the employee will be placed on leave without pay, unless the employee elects to use
accrued paid leave, and the employee should contact Human Resource concerning
benefits.

Sabbatical Leaves

Sabbatical leave is available for faculty employees only. All sabbatical leaves must have the
approval of the Academic Dean and respective Vice President. Faculty employees should
refer to the Faculty Handbook regarding this policy.
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Safety
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General Safety

Erskine seeks to maintain a safe place that is conducive to working and learning. As part of
each empl oy e empoye¢ shdres in thia edponsibility to ensure a safe work
place. Being aware and using good judgment can help ensure a safe working environment.

Work-related employee injuries may mean a financial loss to the employee. Having safety
awareness, using common sense, and observing safety rules will help prevent such injuries.
Employees should report any unsafe conditions or-suspicious persons or activities
immediately to Public Safety, Facilities Management, their supervisor, and Human
Resources, as appropriate.

Reporting an Injury/Accident

If an injury/accident occurs on the job, an employee should follow ALL of the procedures as
outlined below:

1. Immediatelyr eport the injury or accident to oneds
situation warrants. The supervisor will complete an Accident/Injury Report Form.

2. Should the employee need to seek medical treatment, his/her supervisor should
contact Human Resources for Authorization for treatment.

3. The treating physician should complete the Authorization for Treatment Form,
which the injured employee should return to his/her supervisor immediately after
medical treat ment . This form wil/ l et the emp
is able to return to work and will also specify any limitations imposed.

Otherwork-r el ated il l nesses should be reported to on
occurs.

Workers6 Compensation

All empl oyees are covered by Workersd Compensat.
Wor kersdé6 Compensation Laws of the State of Soutt
payments and income when injuries, accidents, illnesses arising out of, and in the course of

employment occur. Employees are required to report all work-related injuries and ilinesses,

regardless of severity, immediately to their respective supervisors who are required to

notify Human Resources for proper reporting. Any delay in reporting could cause delay in

payments and make it difficult to validate the claim.

Communicable Diseases

Erskine is concerned about the health of all members of the Erskine community and,
therefore, wants to protect individuals from the spread of communicable diseases. In order
to help protect the health of community members, Erskine intends to implement the rules
and regulations of the South Carolina Department of Health and Environmental Control
regarding communicable diseases. Further, Erskine intends to follow the requirements of
applicable law to protect information regarding the health status of its employees.
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Drug Free Workplace Act

The Drug Free Schools and Communities Act Amendments of 1989 require all schools and
Erskine to adopt and implement a drug prevention program for their students and
employees. As a part of this program, Erskine is required to distribute annually a statement
detailing standards of conduct, a description of applicable legal sanctions, a description of
health risks, available counseling, and disciplinary sanctions which may be imposed as they
relate to the use of illicit or illegal drugs and the abuse of alcohol. This statement will be
made available to all employees.

Nopart of this policy, or any of the procedures nh
ability to manage its workplace or to discipline its employees. No part of this policy or any of

these procedures is a guarantee of employment, continued employment, or terms or

conditions of employment.

As required by the Federal Drug-Free Workplace Act of 1988, Erskine employees convicted
of a criminal drug violation occurring while conducting Erskine business, on or off Erskined s
premises, must report the conviction to Erskine within five (5) days of the conviction. As set
forth in the Workplace Act, Erskine also requires an employee to report any arrest or
conviction involving a violation of drug or alcohol laws before reporting back to work.

Drug or Substance-Abuse Testing

Erskine may (but is not obligated to) require employees to be tested for drugs or alcohol
under certain conditions. Drug testing may be by urinalysis or another appropriate method.
Alcohol testing may be an evidential breath-testing device or another appropriate method.

At present, testing may be required in cases of reasonable suspicion, after a workplace or
job-related accident (including automobile accidents), and before return to duty after
suspension or leave for alcohol or substance abuse.

Reasonable Suspicion Testing

An empl oyee may be tested when, in Erskine
suspect that the employeebs behavior, perf
or other unsafe action while working may be related to substance abuse or that the

employee has otherwise violated this policy. Erskine is not obligated to conduct a test in

such circumstances and may elect to discipline an employee who reports to work under the
influence of alcohol or illegal drugs by suspension with or without pay, by immediate
termination, or in another manner whenever Erskine, in its sole judgment, deems it
appropriate to do so.

o o
=0

Post-Accident or Incident Testing

An employee may be tested if: (1) the employee suffers an on-the-job injury (requiring

treatment from a doctor or other medical provider); or (2) causes injury to a fellow employee

(requiring treatment from a doctor or other medical provider); or (3) where an injury may

have been caused in whol e o etoivearrggaredperdogyal t he e mpl
protective equipment. Any incident that involves either an on-duty employee or an off-duty

employee in an Erskine vehicle and that causes a total aggregate property damage of

$1,000 or more may be cause for testing.
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Return-to-Duty Testing

An employee, who in the sole discretion of Erskine is allowed to be reinstated following an
absence from work for an extended period of time or completion of a drug/alcohol treatment
or counseling program, may be required to pass a drug test upon his/her return to work.

Responsibility of Employees to Report

Any employee who suspects that a co-worker may be under the influence of a substance
that impairs performance or may cause an injury (to ones self or others) should immediately
notify his/her supervisor or some other member of management in order that the employee
suspected of being impaired may be observed and evaluated by management.

Public Safety Department (Campus Police Officers)

Erskine employs two Campus Police officers who are supported by the Due West Police
Department to provide 24-hour campus surveillance. Erskine seeks to provide an
environment where students, faculty, staff, and visitors are protected from harassment and
injury.

Campus Police Officers practice numerous measures to prevent crime such as:

1. Campus Police Officers employed by Erskine are certified law enforcement officers
and State Constables with statewide authority.
2. The Due West Police Department provides supplemental assistance during the
timeswhenEr ski neds Campus Police officers are no
3. The Due West Rescue Squad and the nurse employed by Erskine provide the basic
health service aided by Erskineds physician.
4. Erskine Campus Police Officers have radio contact with the Town of Due West
Police Department as well as with the County's Sheriff's Department dispatcher and
911.
5. Physical barriers and signs have been constructed to deter would-be criminals.
6. Extensive exterior lighting covers much of the campus.
7. The non-resident campus buildings are normally locked during periods when they
are not occupied, and residence halls are locked all the time.
8. The campus is patrolled by vehicle, bike, and on foot by the Campus Police Officers
and/or Due West Police Department.
9. Upon request and whenever possible, student, faculty and staff members will be
escorted to and from their vehicles during the evening hours. To arrange an escort,
one may contact Erskine Campus Police at (864) 378-1650. If unavailable, one
should contact the Due West Police Department at (864) 379-2150.

Visitors or unescorted individuals may be greeted by Campus Police Officers and have
assistance provided if they have business on the campus. Individuals who have no reason
to be on the campus will be escorted off the premises.

Jeanne Clery Act

The "Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act
of 1998," commonly referred to as the "Clery Act,"” requires institutions of higher education
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receiving federal financial aid to report specified crime statistics on college campuses and to

provide other safety and crime information to current students and employees and

prospective students and employees. This report is available to everyone. Erski ned6s r eport
may be obtained by accessing the Erskine website at www.erskine.edu and clicking on the

Campus Safety Section. The report contains topics such as Access to Campus Facilities,

Alcohol & Drug Laws and Policy, Crime Reporting, Crime Statistics & Crime Prevention

suggestions, and the Sexual Assault Policy. Paper copies of the report may be obtained

from the Office of Public Safety or the Office of Institutional Research.

Emergency Procedures

Emergency preparedness is essential for the protection of lives and the property of Erskine.
An effective emergency program demonstrates a full awareness of individual
responsibilities, realization of the seriousness of the problem, and recognition of the need for
a workable plan, response, and recovery. Possible emergencies include inclement weather,
bomb threats, fire, serious illness or injury, hazardous accidents, utility emergencies,
disturbances or demonstrations, and nuclear or biological emergencies. This plan is
prepared with the assistance of the Abbeville County Emergency Preparedness Agency, the
South Carolina Emergency Preparedness Division, Abbeville County Emergency Notification
System and the Erskine Public Safety Office.

The purpose of these procedures is to facilitate the orderly operation of Erskine in a disaster
or serious emergency and the return to normal operations. No single disaster plan can meet
all of the needs of each emergency, but through cooperative efforts of all departments and
the assistance of necessary outside agencies, this plan can be a guide to this objective.

Emergency Notification System (of Abbeville County)

The Emergency Notification System provides Abbeville County with a comprehensive citizen
alerting and notification system for emergency situations that impact public safety and
security. The system pulls information from the National Weather Service and alerts
impacted citizens, and it provides advance information on school and road closings to better
protect the citizens and communities. The Federal Signal SmartMsg mass citizen alerting
system provides a secure and reliable method for public safety administrators to notify
citizens of situations ranging from flood, tornado and chemical spill emergencies, to school
closings and road closures. Individual citizens can "opt-in" to the notification database by
either providing information to the agency website or with a simple mail-in form. Notification
options include any device combination of home phone, cell phone, office phone, e-mail,
text message, and pager. The system features the Federal Signal Geographic Information
System (GIS), which enables the system administrator to select specific areas to alert in
emergency situations.

Employees wishing to enroll in the Emergency Notification System should check the Safety
Section of the Erskine website for the link to enroll.

The town of Due West has implemented a Town Siren and the protocol for this system is
listed on page S-17.
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Administration of Declaration of a Disaster

The Erskine President has the authority to declare a state of emergency, and he/she will
initiate the emergency plan. In his/her absence, this procedure would be implemented by the
Executive Vice President and Dean of Erskine College and/or the Executive Vice President
of Erskine Seminary, as appropriate. If contact with either of the above is impossible, any
administrative officer on the Vice Presidential level may implement the plan. Immediately
upon such declaration and initiation, an employee will be assigned to notify other
administrative officers and department heads on the emergency notification list (Appendix
Q).

Organization of Control Center

The Facilities Management Department will normally be the Control Center. If the Facilities
Management Department is incapacitated, the Belk Hall office area will be the alternate
Control Center.

Communications

On-campus and off-campus telephone lines are available at the primary Control Center.
Two-way radio and/or paging communications are permanently established at the primary
Control Center. If the alternative location is designated as the Control Center, the Facilities
Management Department will be responsible for equipping that location with portable
battery-operated radio communications or equipping the Control Center with the same in
case of power failure.

The Public Safety Department will immediately establish and maintain radio communications
through the police and/or emergency communications system with local police,thes her i f f 6 s
department, state patrol, and other emergency agencies.

Erskined sne-way paging system and two-way communications system should be utilized to
contact facility management employees, who in turn will notify persons in certain areas
about an emergency. The two-way communication equipment will be reassigned in order
that essential administrative officers will have the use of radio communication.

Severe Weather - Thunderstorms

Public warnings are received over radio, television, and weather monitors. During regular
operating hours (7:30 A.M. until 4:00 P.M., Monday-Friday), Facilities Management
personnel will monitor the weather and advise campus personnel regarding impending
dangerous thunderstorms. The Emergency Notification System will also be used to alert
employees of severe weather situations.

Severe Weather i Snowstorms

1. Public warnings are issued by the Weather Bureau though the Office of Emergency
Preparedness and radio/television media when a blizzard is anticipated.

2. Snow tires should be installed or chains made ready for installation on Public Safety
vehicles or other vehicles as needed.

3. Essential employees should be notified of any contingency plans for emergency
transportation and what telephone number to call if transportation is needed to get ot
work.
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4. For information regarding school closings and schedules, please refer to the
Hazardous Weather Policy contained herein.

Severe Weather i Tornadoes

The town of Due West has implemented a Town Siren and the protocol for this system is
listed on page S-17. Listed below is the policy for Erskine.

1. Atornado watch is a forecast of the possibility of tornadoes in a large area. Normal
activities should continue and the following precautions should be taken:

a. Upon receiving notification of a tornado watch through the established
warning system, weather monitor, or police emergency communications,
the administrative offices and others on the Severe Weather Notification
List (See Appendix D) should be alerted to the situation by the Department
of Public Safety and/or the Facilities Management Department.

b. The emergency weather monitor or local radio station should be monitored
constantly by the Department of Public Safety and/or the Facilities
Management Department. The Department of Public Safety shall maintain
radio contact with Abbeville 911.

2. A tornado warning means that a tornado has been sighted, is imminent and may be
approaching.

a. Campus Police patrol cars or The Town of Due West Police Patrol cars
should warn those on the grounds by means of public address warning and
siren.

b. Emergency weather monitors or radio stations should continue to be
monitored through 911 by the Public Safety Department and/or the
Facilities Management Department.

c. Facilities Management personnel, dormitory Resident Directors, Student
Life Assistantsand Ca mp us P o | i sheuldOrflotkiacyetrelfers
areas as needed. (See Appendix B).

d. The Campus Police Officers and Facilities Management should continue to
monitor weather conditions visually, especially watching the south and
west.

e. All persons in classroom buildings or in other college buildings should
proceed to take shelter in an interior hallway on the lowest floor and away
from glassed areas and areas with a wide, free space overhead . (See
Appendix B).

f. Professors, Resident Directors, Building Coordinators, and others with
supervision responsibility for students, other workers, or buildings shall be
informed at the beginning of each academic year about their
responsibilities for tornado procedures.

3. Thelealrldo signal should be received by monit
stations, television, and through Erskine severe weather notification system (two-way
radio and telephone communications). The Emergency Notification System may
also be sued.

Erskine College and Erskine Theological Seminary Employee Resource Handbook. This handbook
is not a contract (Refer to N t a Contract of E mpih miyadection Gecpoa)f ia gr ap h
replaces any and all prior versions and may be amended. Revised September 2009.

S-7



Bomb Threats

Bomb threat calls are normally received by switchboard operators or receptionists; therefore,
these people should be thoroughly familiar with the following procedures.

Often, there are two explanations for someone6 salling to report that a bomb is to go off in a

particular building.

a. The caller has definite knowledge or has reason to believe that an explosive
or incendiary device has or will be placed, and they want to minimize
personal injury or property damage, or

b. The caller wants to create an atmosphere of anxiety and panic in the
activities and routines at the institution where the device is reportedly located.

Receiving the Call:

1. When the caller has communicated the threat, the employee receiving the call
should stay calm and not panic. Record the time of day.

2. Keep the caller talking; the more he/she says, the more you can learn. Record
every word that the caller says.

3. If the caller does not indicate the location of the bomb and the time of
detonation, attempt to gain this information from the caller.

4. Inform the caller that the building is occupied, and the detonation of the bomb
could result in the death of innocent people. Try to reason with the person.

5. Listen closely to the voice of the caller to note the following: age, sex, race,
accent or speech impediment, and whether the caller sounds drunk, excited,

et cé.

6. Pay particular attention to any strange background noises, such as street
noises, motors, TV or radio programs, or anything that may assist law
enforcement agencies in determining the origin of the call.

7. Notify the Erskine Public Safety Department and the Vice President for Finance
and Operations of the call as soon as the person hangs up, then notify your
department head. The person receiving the call should not discuss the call with
anyone else, and the receiver of the call should not spread information.

8. Wait for Erskine Public Safety and any other law enforcement agencies to
arrive so that they may talk with the receiver of the call.

Fires

In case of visible flame or smoke in the building, pull the local fire alarm. If there is not an
operable fire alarm in the building, shoutd o wn
discovers a small outdoor fire, such as a dumpster, trash container, etc., call 911. In case of
a building fire, the Facilities Management Department should dispatch personnel to the fire
scene under the direction of the senior Due West Fire officer to cut off or locate gas valves
and electrical switches. A Campus Police Officer should assist if no Facilities Management

Department employee is present.

t he

hall s, iFire! o and
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Smoke Smell
When in doubt about any possible emergency, call 911 and have local authorities contact
the officer on duty via police radio.

In case of a fire involving extensive property damage or serious personal injury, the
Facilities Management secretary should be assigned to make phone calls to personnel listed
on the notifications list (Appendix C).

Serious Injury or lliness

In case of serious injury or illness on campus, phone the Abbeville Emergency Control
Center at 911. When calling, specify the number of people injured and their location. Stay at
the scene until Emergency Medical Service (EMS) technicians and/or the Campus Police or
other local law enforcement personnel arrive.

If the injured or sick victim is enrolled as a student at Erskine, the Vice President for Student
Services should be notified, whether the accident occurs on or off the campus. If unable to
contact the Vice President for Student Services or the Dean of Students, notify the Campus
Police, who will contact the appropriate person(s). If the victim is an Erskine employee, the
e mp | o ydepariinent head should be notified.

The Student Services Office should be notified when serious illness, injury, or death is

reported in a student 6s Sdrvcesiwil notify adinhinistratfs,fthe c e o f
of f i

Chaplain, faculty, and the Public Relations
family is involved.

If an employee is involved, notice will be given to OSHA agencies as required by law.

Hazardous Accidents

Any natural disaster may have consequential side effects which threaten lives and/or
property. Warning of a hazardous accident is usually received from the fire or police
department or from emergency preparedness officials when such an accident or condition
occurs sufficiently near all or part of the campus. Examples of such accidents are: an
overturned tanker, a broken fuel line, and/or an accident in a commercial establishment that
uses chemicals are potential hazards if such accidents occur near the campus or if the wind
is such that it will carry fumes from these accidents to the campus. The science department
will conduct seminars on the proper handling of dangerous substances used by the
department in classrooms or labs. Both the Biology and Chemistry departments have a
designated professor in charge of the management of dangerous substances, and this
professor should be consulted in the event of problems or questions.

In the event of a hazardous accident:

1. Notify the Erskine Campus Police and the Facilities Management Department
to assist in unlocking shelter buildings, if necessary, and to be in radio
contact with emergency services as needed.

Determine the need to evacuate all or part of the campus.

If it is necessary to evacuate or move to another location, move crosswind,
never directly with or against the wind which may be carrying the fumes.

wnN
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4. Qualified persons should be ready to render first aid, as necessary.

Power Failures

In case of electrical power failure, Monday through Friday from 7:30 A.M. until 4:00 P.M.,
notify the Facilities Management Department. After hours or on weekends and holidays,
notify the Public Safety Office through the dispatch at 911 or the Facilities Management
Department employee on duty. The name of the person on duty can be obtained by calling
(864) 379-8810 and listening to message.

Resident Directors or Student Life Assistants are requested to station someone at all
entrances during power failures occurring at night.

Gas Leaks or Smell

In case of a gas smell or leak in or near a building, notify the Facilities Management
Department at (864) 379-8810. If the Facilities Management Department office is not open,
contact the Campus Police Officer on duty by calling 911.

Demonstrations

Erskine recognizes the right of students to demonstrate peaceably; however,
demonstrations must be registered with the Office of Student Services. The Vice President
for Student Services and Campus Police Chief should be notified of any demonstration to
ensure the safety of Erskine students and Erskine property.

Disturbances

If it is determined that a situation is serious, a communications command point (CCP) should
be established. The Campus Police Chief and/or the Vice President for Student Services will
be in charge of the CCP and will make necessary administrative decisions. Law
enforcement decisions are reserved for law enforcement officers.

The Chief of the Erskine Campus Police or his/her designee, in consultation with the Vice
President of Student Services or other appropriate Vice President, should call in whatever
available off duty or auxiliary personnel are believed necessary to ensure safety. The Chief
should also alert the shift supervisor of the Due West Police Department to the situation for
possible backup assistance. The Chief of the Erskine Campus Police will notify the Due
West Police Chief if the situation warrants.

The Facilities Management Director may need to be notified by Campus Police to maintain
personnel to handle emergency repairs, etc. Other appropriate administrators should be
contacted by the Office of Student Services.

If additional law enforcement officers are needed, the Erskine Campus Police Chief will call
the Abbeville County Sheriff, who may request assistance from the State Law Enforcement
Division (SLED) or the Highway Patrol. If all of these departments are exhausted in
manpower, the Sheriff may call the Governor to request the National Guard.
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Nuclear/Biological Emergency

Everyone is exposed to the possibility of potential hazards extending from such influences
as falling aircraft, radiological accidents, radioactive fallout, and bioterrorist attacks.
Warnings should normally be received through police or emergency radio broadcasts, the
Emergency Notification System and the Erskine Campus Police patrol car siren and/or
public address system.

Upon notification from the Erskine President, or appropriate administrator in his/her
absence, Facilities Management personnel, dorm Resident Directors and Student Life
Assistants, and Campus Police should unlock shelter areas specified for nuclear fallout
shelters. (See Appendix A).

In the event shelters are ordered open by the Erskine administration, the Student Services
Office shall be responsible for providing shelter managers at each of the shelters being used
in addition to providing available radio communications.

NOTE: Civil Defense Authorities will not request use of shelters except in case of nuclear
emergency, and then only after approval from the Erskine administration.

Authority
The Abbeville County Council will be responsible for meeting the problems and dangers to

the county and its residents resulting from disasters of any origin and may issue
proclamations and regulations concerning disaster relief and related matters which, during
an emergency, shall have the full force and effect of law.

Emergency Preparedness

All Building Coordinators within Erskine should develop emergency plans for each building.
These plans should be on file in the Public Safety Office and should be revised before each
school year. Previous to adopting the plan, the following should be considered:

1. Evacuation routes should be mapped and posted.

2. Post all approved shelter areas.

3. Establish and maintain a current list of all departmental employees, including home
telephone numbers and street addresses.

4. Which employee may be needed for a call-back to duty in various types of
emergencies.

5. The Campus Police, Facilities Management, Food Services, and Infirmary should
keep emergency equipment readily available and maintain sufficient supplies and/or
equipment to handle several days of emergency conditions. It should be realized that
outside agencies and suppliers may not be able to assist for several days.

Education
Building Coordinators should educate employees who may be used in emergency
situations.

They should be instructed:
1. As to safety precautions relating to the job and emergency situation.
2. To courteously refer news mediatothePr esi dent 6s Of fi ce.
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Evacuation Plan

In the event evacuation of certain campus buildings or areas is necessary and a state of
emergency has been declared by the President of Erskine or the appropriate administrative
officer, the following procedures should be followed. These procedures are in addition to
other appropriate procedures found in other Erskine announcements or publications:

1. If shelter areas or alternate housing is needed, Facilities Management personnel and
the Campus Police should unlock shelter areas as designated by the administration
at such time after damages are surveyed.

2. The Vice President for Student Services should coordinate alternative housing and
provide the Control Center with appropriate assignment and/or availability lists.

3. The Student Services Office shall be responsible for providing shelter managers at
each of the shelters used in addition to radio communication portable units. One
maintenance radio unit with necessary personnel should be stationed at the Control
Center to communicate with each shelter area.

4. Public Relations personnel should notify news media as soon as possible of the
incident and the extent of damages, injuries, etc. Anxiety and confusion are generally
reduced when family and friends receive accurate news instead of escalating
rumors.

5. Additional the Campus Police Officers, maintenance personnel, and other personnel
should be called in for duty as needed to perform required emergency duties.
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APPENDIX A - Fallout Shelters

Approved Civil Defense Fallout Shelter areas rated by the South Carolina Emergency
Preparedness Division.

*x 1. Belk Hall - lower levels to the rear away from the exit door
* 2. Grier and Pressley Dormitories - basement area

*x 3. McCain Library - first floor area

* 4. Kennedy Dormitory - basement area

* 5. Bonner Dormitory - basement area

* 6. Robinson Dormitory - basement area

*x 7. Erskine Building - basement area (Hangar)

* 8. Moss Facility-basement area

Note:

* Indicates shelters suggested as reserved for Erskine students, faculty, staff,
employees, and families.

** Indicates shelters suggested as best to open to the public if needed and
requested by the Civil Defense Agency.
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APPENDIX B - Suggested Severe Weather Shelter Areas

Applied Art Building - center of building away from glass

Belk Hall - basement and first floor (hallway)

Bonner Dormitory - first floor hallways, basement

Bowie Art Center - classroom on first floor and storage area on first floor
Bowie Divinity Hall - basement and interior hallways on first floor

Daniel Moultrie Science Center- first floor corridors away from windows
Erskine Building - Hangar area and basement hallway

Galloway Center i lower level interior hallways and shower areas

Grier Dormitory - basement and interior hallways on first floor

Kennedy Dormitory - first floor corridors and basement

Literary Societies - center of buildings, basement if available

McCain Library - basement, away from the book stacks

McQuiston Dormitory - first floor corridors away from glass and the basement
Moss Facility/Memorial Hall - basement level

Moffatt Dining Hall - main dining area, private dining area well away from glass
Presi denthliasemdhio me

Pressly Dormitory - basement and interior hallways on first floor

Reid Science Hall - basement

Resident Homes - center hallway away from windows and glass doors
Wat kins Student -Gasenterdar / Snapper ds
Younts Infirmary - interior corridors away from windows - basement area

** Note: All Carnegie and Robinson residents are to evacuate to the Bonner basement
during any tornado warnings.
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APPENDIX C - Emergency Notification List

(Essential personnel on call and subject to duty in the event of an emergency situation)

- President

- Executive Vice President and Dean of Erskine College
- Executive Vice President of Erskine Seminary
- Vice President for Finance and Operations

- Vice President for Enrollment

- Vice President for Student Services

- Dean of Students

- All Resident Directors

- Public Relations Director

-All Building Coordinators

-Human Resources Director

- All HVAC/electrical/plumbing repair personnel; others may be requested by the Director of
Facilities.

- Administrative support staff may be needed to staff Command Centers.

Every effort will be made to request help only from individuals whose family and personal
property are secure.

All personnel will follow extreme caution insofar as dangerous situations are concerned. Of
primary importance are the prevention of injury and the saving of lives.

The Vice President for Finance and Operations and the Public Safety Department will
maintain the names and phone numbers of emergency personnel. The list will be posted in
a prominent place in both of these offices.
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APPENDIX D - Notification List for Tornado/Severe Thunderstorm Warnings

- President

- Executive Vice President and Dean of Erskine College
- Executive Vice President of Erskine Seminary

- Vice President for Finance and Operations

-Vice President for Enrollment

-The Vice President for Student Services

-The Dean of Students

-All Building Coordinators

** Tornado Warnings are notifications for evacuation.
** Tornado Watches and Severe Thunderstorm Warnings are for advisement.
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Town of Due West-Emergency Siren Protocol

1) Activation? The siren will be activated when a Tornado Warning has been issued for

Abbeville County by the National Weather Service (NWS) or is spotted by a public safety

officer, (Police, Fire or EMS) in Abbeville County or the Town of Due West. Activation

controls are | ocated in the Townds Police Depart
Communications Center (911) for Abbeville County. The siren is only intended to warn

individuals outside of any structure within the Town limits of Due West.

2) What will the siren alert sound like? The 15 hp Omni directional Siren will sound for 10
seconds on, then 4 seconds off, for 3 minutes. This fixed siren will sound for 100% of its full
volume run time. Plus the 122 db siren will provide a 460 Hz tone, the lowest pitch in the
industry, meaning its sound will fade at a lower

rate than most sirens.

2) What Action should | Take?

Take cover immediately. Do not call Emergency Services Dispatch (911) to ask why the
sirens are sounding! Tune to local cable TV, radio stations or NOAA All Hazard Weather
Alert Radios for further instructions. You can also be alerted on your cell phone by signing
up with the Abbeville County Citizen Alerting System.

(Citizen Web Portal Instructions are on the back page of this Protocol.)

3) Will There Be An All Clear Siren Sounded? An fAal | cWwilenatbeissued ag it a |
may be confusing to residents in the event of additional sightings and warnings. Most
tornadoes will pass in approximately 20-25 minutes. If a second tornado approaches, the

siren will be activated again.

4) When Will The Siren Be Tested? There will be monthly testing at 11:30am on the
second Friday of the month, or as needed after repairs and maintenance. The Test
activation will sound a steady siren for 7 seconds.

5) Where Is The Siren And What Color Is It? The siren is located centrally by the old town
hall downtown. The new siren is not bright red but beige in color to blend into the
background.

6) Important Terms! ATornado Watchs issued when tornadoes are possible. Stay tuned to news
or listen for the siren. Aornado Warnings issued whe a tornado has been sighted and the siren
activated. Take shelter immediately. Do not rely solely on the siren for notification of a tornado.
Always stay tuned to public weather radio and television. Obsereaveather conditions yourself
and react if eed be.
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Policles
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Selected Business and Financial Policies

The following sections outline some basic expectations of employees dealing with Erskine-
related business matters. This section does not attempt to cover all financial policies; rather,
it outlines some of the most common situations employees may encounter. Employees are
expected to use discretion and professional judgment in all business and financial-related
concerns.

Financial policies and procedures may change over time. Consult the Business Office for
current policies and procedures on financial matters including purchasing, accounts
payable, Erskine credit cards, employee reimbursements, campus issued cell phones, and
travel.

The institution is following a plan of strict financial management and institutional personnel
should not expect the expenditure of funds in excess of budgeted amounts or for items
which are not included in the budget. Overspending a budget is a serious matter; obligating
the institution to resources, for which it has not prepared and/or may not possess, is strictly
prohibited. Employees may be personally liable for overspending budgets over which they
have responsibility.

Fiscal Year Policy
Erskineds fiscal “wmeeaendsobhdugei3dofthe following lcafendar year.
Purchasing

Authority for ordering or purchasing on behalf of Erskine is not automatic and will be limited

in amount, nature, and timing based upon the annual operating budget. The respective Vice
Presi dent responsi bl e for oneds sergeods, sdreiced, d e s
or travel for Erskine, and, if so, to what extent. The Vice President for Finance and

Operations may require further information, procedures, or approvals.

It is the responsibility of the employee to become familiar with purchasing procedures and
approval requirements.

Appropriate receipts (e.g., invoices, credit card slips, etc.) are required on all Erskine-
related purchases. Pre-approval by the Business Office is required on ALL purchases
greater than $5,000, regardless of the method of payment, and should be requested via a
purchase order form available through the Business Office. (For example, the fact that an
employee may have an Erskine credit card with a limit high enough to make a purchase
does not relieve him/her of the responsibility for getting the required approvals in advance.)

Employees may be required to reimburse Erskine for unauthorized or undocumented
purchases and may be subject to other disciplinary action at the sole discretion of Erskine.

An employee should consult with his/her supervisor or the Business Office regarding
authorized spending limits or the need for pre-approval.
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Approvals for Payment Processing

All requests for payments (invoices and check request) must have proper signature
approval before being processed by the Business Office. Director-level employees
or Academic Department Chairs are permitted to approve expenditures up to, but not
exceeding $1,000, for their respective area. Expenditures in excess of $1,000
require Director and Vice President Si g n a tfon apgrdva and processing.
Invoices and/or check requests submitted to the Business Office that do not have the
appropriate signatures will be returned to the employee for correction.

Erskine Credit Cards

Each Vice President is responsible for his/her area and must approve, in writing, the
issuance and limit of an Erskine credit card to employees within his/her responsibility center.
Employees must read and sign a Card User Agreement outlining their responsibilities.

The issuance of a credit card does not eliminatedled to follow other Erskine policies, for
example, policies on travel, pegproval, and documentatidamployees must keep all credit

card receipts and turn them in with the statement each month.

Billing Statements and Approval

A monthly credit card statement will be provided to each card holder by the 1* of
each month through interoffice mail. The card holder is required to attach receipts
for all purchases indicated on the statement, indicate the appropriate general ledger
account number for recording the expense, obtain proper authorization signatures
(see Approvals for Payment Processing above), and submit the complete package to
the Business Office for processing no later than the 10" of each month. Credit card
statements that are not submitted in a proper form will be returned to the card holder
for correction.

Cell Phones

In certain positions for Erskine, cell phones are provided to employees to improve customer
service and t o perfodmnaamce. ellpmopesd are not@ personal benefit and
shall not be a primary mode of communication, unless they are the most cost effective
means to conduct Erskine business. Cell phone use is discouraged when driving for safety
reasons.

No employee may approve his/her own cell service plan. Erskine has established a group
business contract which is used for such purposes.

Possessing cell phones is a privilege, and all employees are expected to use them
responsibly. Erskine will seek restitution for any inappropriate charges. Misuse of a cell
phone may result in its revocation and possible employee disciplinary action and/or criminal
charges.
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Billing Statements and Approval

A monthly activity statement for cell phone usage will be submitted to employees for
review for accuracy and approval each month. After review, the statement must be
approved, signed, and submitted to the Business Office to ensure timely payment.

Personal Use

When personal call/minutes cause the monthly plan minutes to be exceeded,

reimbursement for those minutes must be made to Erskine. Additionally, all long

distance and roaming charges incurred for personal calls (even if under the plan

limit) must be reimbursed to Erskine. All reimbursements are to be made within 15

days of receipt and reconciliation of oneoés

Cell Phone Use While Driving

The primary responsibility of the driver is to operate a vehicle safely and obey all
federal, state, and local laws and regulations accordingly. The task of driving
requires full attention and focus. Cell phone use can distract drivers from this task,
risking harm to themselves and to others. Therefore, the safest course of action is to
refrain from using a cell phone while driving.

Federal Limitations on Advocacy by Tax Exempt Organizations

Federal law prohibits 501(c) (3) (tax-exempt) organizations from engaging in prohibited

political activity, including political campaigns, and places limits on most lobbying activity.

This does not, of course, apply to an empl oyeebos
employees must be careful to avoid the appearance of speaking for Erskine on political

matters or using the resources of Erskine in furtherance of private political or lobbying

activity. Unless informed otherwise by the President of Erskine, lobbying or political

advocacy activities are not a part of any empl oye
public advocacy undertaken on behalf of Erskine should be explicitly approved in advance

by the President or the Vice President for Finance and Operations.

Business Contracts/Lease Agreements

Employees should not commit Erskine to any contracts or agreements (verbally or in writing)
unless they have been authorized to do so by the President or the Vice President for
Finance and Operations.

Contracts that exceed the amount of $5,000 which include construction contracts, multi-year
contracts, and contracts calling for insurance or indemnification by Erskine should be signed
by the Vice President for Finance and Operations.

All purchases and agreements over $7,500 are required to have two or more competitive
bids submitted for review and approval in writing by the President or the Vice President for
Finance and Operations. Purchases less than $7,500 may be required to have competitive
bids as determined on a case-by-case basis.
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Travel, Entertainment, and Other Reimbursement

Employees must provide appropriate receipts before being reimbursed for travel expenses
incurred on behalf of Erskine.

IRS regulations require receipts or documentation for expenses (including meals 1
regardless if local or out of town) to include the date, place, amount, the names of people
included in the charges, and the business purpose of the expense.

Meal charges should be limited to a reasonable daily amount. Suggested guidelines for
individual meal s should be obtained from oneds ¢
not allowable unless they arepre-appr oved by oneb6és Vice President.

Lodging in excess of $150 per night shouldbea ppr oved by the Vice Presid
respective department.

The Business Office processes employee reimbursements on the 1% and 3™ Tuesday of
each month. Employees seeking reimbursement should follow these procedures:

Complete a Check Request Form;

Attach the appropriate supporting documentation and assign account numbers;

Sign the Check Request Form;

Have oneds supervisor approve the request; a
Turn in the completed package to the Business Office for processing.

ardE

Only completed check requests will be processed; incomplete check requests will be
returned to the employee seeking reimbursement for additional information. In order to
ensure the timely processing of reimbursements and the efficient operation of the Business
Office, employees are asked to respect the reimbursement dates and not make any
impromptu requests for reimbursement.

Use of personal vehicles on Erskine business shc
supervisor. When possible, motor pool vehicles should be used for Erskine business versus

personal vehicles. The employee may file for mileage reimbursement for approved travel on

Erskine business in a personal vehicle at the then-current rate established by the Business

Office. (Mileage reimbursement is the normal manner in which Erskine helps employees

defer the cost of using their own vehicles on Erskine business. Erskine normally does not

pay for gas, insurance, or other operating costs for personal vehicles.)

Coach or economy fares should be used for airline travel. When pricing flights, perks such
as frequent flier miles should not be used as a basis to justify higher fares. Frequent flier
credits belong to the employee; however, employees are encouraged to apply frequent flier
miles earned on Erskine-related business to future Erskine-related travel. Employees should
not voluntarily be bumped from flights or use standby flights if doing so materially increases
the likelihood of missing additional time at work.
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Moving Expenses

Erskine may reimburse new employees for moving expenses under certain limited
circumstances established by Erskine and the IRS. Unless arrangements are made in
advance and proper documentation submitted, reimbursement for moving expenses will be
treated as non-cash earnings and added to an employee's W-2 in December. No state or
federal taxes will be withheld from this reimbursement. If the amount is added to an

empl oy e e 62, the employedmay (under IRS guidelines) deduct allowable moving
expenses from his/her gross income when figuring adjusted gross income for tax purposes.
Erskine does not provide tax advice; accordingly, employees should consult their own tax
advisors regarding the treatment of moving expenses and reimbursements.
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Erskine Vehicle
Operation
Procedures
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Vehicle Operation Procedures

The use of Erskine-owned vehicles is limited to full and part-time faculty and staff. The Vice
President for Finance and Operations must approve any exceptions to this policy. Driving
Records for employees whose job requires them to drive, even if on an infrequent basis, will be
reviewed on a periodic basis.

Requirements to drive Erskine-owned vehicles are:

1. Empl oyees requesting or requested to drive mus
listedonEr ski neds Appr o,whekidhis Dpddted perioditaily sAll employees
who indicate on their Letter of Appointment that they may at times drive for Erskine
automatically have their driving record checked by the Chief of Campus Police and are
added to the Approved Driver List. Employees who are deemed unauthorized to drive
an Erskine-owned vehicle must drive their own vehicle for which they may be
reimbursed mileage at the current rate.
2. For liability reasons, only employees are allowed to drive Erskine vehicles or vehicles
leased/rented, as their respective job requires.
3. The employee to whom the vehicle is assigned must be 21 years of age and 25 years of
age for vehicles that comply with CDL requirements.
4., The empl oyee must have a current valid driverd
driven. If the vehicle is designed to transport less than 16 passengers, then a Class F
license (ordinar y equpeg.rfanempldyee is hiledegctusively to hes r
a driver, then a Class E license is required. Additionally, a CDL (commercial driver's
license) is required to drive any vehicle designed to transport 16 or more passengers. An
employee may contact Mark Peeler, Athletic Director if he/she is uncertain when a CDL
is applicable, and/or if one has questions regarding CDL requirements.

How to Reserve a Erskine Vehicle

Reservation requests should be made with a minimum of 48 hours advance notice. Requests
may be submitted in writing by completing the Vehicle Reservation Request Form. An
employee may call or e-mail his/her requestto E r s k iVah&lé €oordinator, at
broome@erskine.edu or (864) 379-6571 or fax to (864) 379-2171.

BEFORE making the reservation for a vehicle, please determine:

Date and time desired to pick-up and return the vehicle;

Destination and purpose;

Driver's name(s) and driver's license number(s) or CDL number(s); and

Type of vehicle needed (Van, Mini-Van, Sedan).

Note: Be sure to note if the vehicle must be wheelchair accessible.
Erskine can rent a passenger van that is wheelchair accessible, if needed.

Pwnh PR

The Vehicle Coordinator will return the reservation request with the vehicle information written
on the form, which will confirm a reservation has been made. If there are no vehicles available,
"Nothing Available" will be written on the Reservation Form. If e-mailing, a reply will be sent by
e-mail. If an employee does not receive a confirmation within 24 hours, please contact our
Vehicle Coordinator. Do NOT assume reservations are confirmed.
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In the event of unavailability, Erskine has an agreement with Enterprise for rentals. All rentals
must have the written approval of the Vice President in an employee® respective department
before a rental is made.

Cancellation of Vehicle Reservations

Please contact the Vehicle Coordinator for cancellations as soon as possible. This courtesy is
extremely important due to the number of requests received. Cancellation of a reservation for a
vehicle must be received within 24 hours of the stated time of pickup or a penalty charge of $20
will be assessed to the requesting department.

Checkout Procedures for Erskine Vehicles

Employees may pick up Vehicle Information Packages (VIPs) daily between the hours of 8:30
A.M. and 3:30 P.M., Monday through Friday with the Vehicle Coordinator. The Vehicle
Coordinator is located in the Administration Office at Bowie Divinity Hall. Vehicle Information
Packages for vehicles reserved for Saturdays, Sundays, or holidays may be picked up on the
last working day before the reservation.

Vehici e package information c¢ontsignbouformmcdithede t he veh
location of the vehicle. Employees are required to sign a responsibility agreement before a car

will be released. Individuals must inspect all vehicles prior to departure, inspect all vehicles

upon vehicle return, and return completed checkilists.

Most vehicles are kept in the parking lot across from McCain Library. Employees checking out a
vehicle may leave their personal vehicles in this same parking lot. If this parking lot is full,
please park in the parking lot at Lessene. Parking in the street is not permitted. If a vehicle is
not picked up within two hours of the reserved time, the reservation will be cancelled.

Cell Phone Use While Driving

The primary responsibility of the driver is to operate a vehicle safely and obey all federal, state,
and local laws and regulations accordingly. The task of driving requires full attention and focus.
Cell phone use can distract drivers from this task, risking harm to themselves and to others.
Therefore, the safest course of action is to refrain from using a cell phone while driving.
Sending/reviewing text messages and emailing are prohibited.

Return of Erskine Vehicles

Vehicles used should be returned to the cards par
trip for which it was requested. Due to the limited number of vehicles for numerous
requirements, vehicles must be returned by the time indicated on the reservation form.

Upon return, please complete and submit the Vehicle Sign-Out Form and keys to the Vehicle
Coordinator. This should include beginning and ending odometer readings and keys. All
vehicles are to be returned with a full tank of gas. If mechanical problems were noted, please
describe them on the checklist returned. Forms and keys dropped off after hours should be
placed in the black drop box located at the entrance of Bowie Divinity Hall.

Budgets are charged by mileage at a predetermined rate, not by gasoline used. For information
regarding this predetermined rates, please check with the Business Office. Vehicles not
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returned as scheduled will result in a late charge of $20.00 per day. Late charges will be waived
if they occur as a result of mechanical breakdowns, etc. which are beyond the control of the
driver.

Damage to Erskine Vehicles

When picking up a vehicle, users are requested to inspect the vehicle for body damage. Any
damage should be noted on the trip ticket. The department reserving a vehicle is responsible for
any damage to the vehicle beyond normal wear. In the event of vehicle damage, repairs will be
made and that department will be billed for the repairs.

Repair of Erskine Vehicles

While every effort is made to maintain vehicles in the best possible condition, failures can occur
from time-to-time. When a breakdown occurs, the employee should arrange for minimum
necessary repairs if the breakdown is outside of the area. If major repairs are necessary,
contact the Vehicle Coordinator prior to authorizing any work to be done. The driver is
responsible for remaining with the vehicle. Any expenses incurred, other than vehicular
repairs, are the department's responsibility.

If a vehicle suffers a mechanical failure, which might cause further mechanical damage or
unsafe operation, the driver should return the vehicle. If being operated locally, call the Vehicle
Coordinator if the vehicle is inoperable. If the vehicle is inoperable, the driver should rent a
vehicle if necessary to return to the campus.

Maintenance of Erskine Vehicles

Erskine has a maintenance agreement for vehicles. The Vehicle Coordinator will be responsible
for reviewing all charges/invoices, authorizing payment, and forwarding documentation to the
Business Office for payment. The Business Office will process charge backs to the appropriate
department on a monthly basis.

Fuel/Small Repair Purchases

Purchases by cash and/or credit cards may be reimbursed by submitting a completed travel
expense form with appropriate receipts to the Business Office.

Accidents Involving Erskine Vehicles

Accidents on Campus - If anyone driving an Erskine vehicle is involved in an accident on
Erskine property, a report must be made immediately to the Vehicle Coordinator. The
Public Safety officer will obtain all the required information at the scene of the accident. If
for some reason the office is unable to arrive at the scene of the accident, the
driver/supervisor must complete a Vehicle Accident Report and notify the Vehicle
Coordinator immediately. A copy of a Vehicle Accident Report should be located in the
vehiclebs glove compartment.

Accidents off Campus - If an Erskine vehicle is involved in an accident off Erskine
property, the report of the accident must be made immediately to the local police,
highway patrol, county sheriff, or other appropriate jurisdictional division in accordance
with the law. If possible, the driver should get a copy of the report written by the
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investigating officer. The driver/supervisor is responsible to complete a Vehicle

Accident Report. A copy of a Vehicle Accident Report should be located in the

vehicleds glove compartment. The Vehicle Coord
and a copy of the report placed on file immediately. Insurance information and car

registration information should be available in the glove compartment of each vehicle.

Please do not remove this information from the vehicle.

Operation of Personal Vehicle on Erskine Business

Authorized use - The use of personal automobiles for official business purposes must
be approved by the department head if a mileage allowance is to be paid or, if in case of
an accident, a Workers' Compensation claim is made. It is the responsibility of the
department head to determine that each driver who is authorized to drive has a valid
driver's license and appropriate insurance before the employee is allowed to drive.

Insurance - Erskine does not have insurance that will provide coverage to an employee
while he/she is using his/her personal vehicle on business. The mileage allowance takes
into consideration insurance; therefore, the employee must file any claim through his/her
insurance company. If an employee frequently uses his/her vehicle on official business,
he/she is encouraged to consult with his/her insurance agent or broker and/or request a
campus vehicle.

Accidents - A person who has been authorized to use a personal automobile for official
business is required to follow the same procedures for the initial police report of
an accident that apply to drivers of Erskine vehicles (listed above). The driver
must obtain all the required information and notify the department head and
Human Resources as soon as possible.

Medical Costs - If it is established that the driver was engaged in a work-related
capacity and personal injuries resulted arising out of or in the course of employment, the
driver may be eligible for benefits under Workers' Compensation. Employees in a work-
related accident should contact the Human Resource Director.

Cell Phone Use While Driving

The primary responsibility of the driver is to operate a vehicle safely and to obey all
federal, state, and local laws and regulations accordingly. The task of driving requires
full attention and focus. Cell phone use can distract drivers from this task, risking harm to
themselves and to others. Therefore, the safest course of action is to refrain from using
a cell phone while driving. Sending/reviewing text messages and emailing are
prohibited.
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ERSKINE VEHICLE RESERVATION FORM

Date: Driver:

Department: Phone:

Destination/Purpose:

Pick Up Date: Pick Up Time:
Return Date: Return Time:
Type of Vehicle Needed: Car Van Number of Passengers:

Vehicle Sign Out Forms and Keys must be picked up between Monday i Friday during the
hours of 8:30 A.M. T 3:30 P.M. All vehicle information and keys for vehicles being used for a
weekend trip or leaving over the weekend will need to be picked up by 3:30 P.M., the last work
day of that week.

E-mail this completed form to vehicle.coordinator@erskine.edwr fax to (864) 379-6547.

| certify that | have read, understand, and meet the following driving requirements. | have also

reviewed a copy of Erskineds ABest Safety Practic

1. Empl oyees requesting to drive roalisttdomave

Erskinebds Appr owhicklis Updaied periodichlly. £mployees
requesting approval may also furnish a current 10 year driving record to Human
Resource Director for written authorization and clearance. This driving record can be
obtained at one® local Department of Motor Vehicles.

2. For liability reasons, only employees are allowed to drive Erskine vehicles or vehicles
leased/rented as their jobs require.

3. The employee to whom the vehicle is assigned must be 21 years of age or 25 years
of age for vehicles that comply with CDL requirements.

4. The employee must haveacurrent,val i d dri ver6s | icense
being driven and disclose any violations received during the last year.

Employee Signature: Date Submitted:
Reservation Confirmed by , Vehicle Coordinator  Date
Reservation Denied by , Vehicle Coordinator  Date
Vehicle

Assigned
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