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Important Topics 
 
 
While it’s important for you to be familiar with the handbook’s content in general, be sure to read about the 
following topics included in this handbook: 
 
Contingent Employee Policies and Benefits:  The Board of Regents and Salisbury University policies and 
processes relating to contingent employment have been summarized in this handbook.  
 
Family and Medical Leave Act (FMLA):  While this Federal law is not new, it is critical that you understand 
your role in complying with FMLA.  It may be your legal obligation to notify employees of their rights under 
FMLA. 
 
Gull Card & Plus 1 Membership Program:   



 
WHAT’S NEW AND REVISED 

 
 
The updates to the Staff handbook include the amendment of the Affirmative Action and Equal Opportunity 
statement, the Sick Leave policy and Family & Medical Leave policy in regard to the inclusion of the Genetic 
Information Non-discrimination Act (GINA) guidelines.   Another new and revised SU policy previously 
implemented and included in this handbook is:  Smoke Free Campus -- see the following pages for updates: 
 
Smoke Free Environment – page 16 
 
Title II of the Genetic Information Nondiscrimination Act (GINA) – page 13, 37, 42, 58 
 
Smoke Free Campus Policy – page 93 

 
 
 
 
 
 
 
 
 
 
 
 





Salisbury University’s Values 
 
The core values of Salisbury University are excellence, student-centeredness, learning, community, civic 
engagement, and diversity.  We believe these values must be lived and experienced as integral to everyday 
campus life so that students make the connection between what they learn and how they live.  The goals and 
objectives of our strategic, academic, facilities, and enrollment plans, as well as our fiscal commitments, reflect 
our fundamental values.  In addition to these principal values, the University embraces the long-honored 
tradition of honesty and mutual regard that is and should be a defining characteristic of higher education.  The 
“Salisbury University Promise” is a statement of integrity and respect for others to which we ask all new 
students to commit as a way of highlighting the University’s values and expectations for our students.    
 
Excellence: Excellence, the standard against which all University activities and outcomes are measured, 
connotes the perfection and the quality for which we strive and hold ourselves accountable.  We accept the 
notion that the quality of a university depends on the heads and hearts of those in it. 
 
Student-Centeredness-



Human Resources Mission Statement 

 

Human Resources is dedicated to providing quality services, guidance and assistance to faculty, staff and 
members of our community as we align our efforts in support of the goals and objectives of the University.  
 
We are committed to excellence, honesty and integrity in all that we do and strive to build and maintain 
effective partnerships while promoting an environment in which human values and relationships are respected, 
diversity is supported, and people are recognized as our most valuable resource.  

http://www.salisbury.edu/hr 
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Campus Expectations 
 
Affirmative Action and Equal Opportunity 

Salisbury University has a strong institutional commitment to diversity and is an Equal Opportunity/ Affirmative 
Action employer, providing equal employment and educational opportunities to all those qualified, without 
regard to race, color, religion, national origin, gender, age, marital status, disability, genetic information or 
sexual orientation.  The University adheres to the EEO/AA policies set forth by federal and state 
governments.  Although the AA/EEO has specific responsibilities to affirmative action and equal opportunity, 
each office, student, and employee is an essential component in fostering diversity and respect for differences.   

Salisbury University values diversity among our students, faculty, and staff and believes that interactions with 
those holding varying perspectives, backgrounds, and beliefs contribute to a well-rounded educational 
experience and promotes personal and professional development.  



Some types of harassment cases can be defined as “hostile environment” which involves conduct that 
unreasonably interferes with the victim’s work performance or creates an intimidating, hostile, or offensive 
working environment.  Additionally, cases can arise where a supervisor creates or condones an atmosphere 
tainted by unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a 
sexual nature, even through the behavior may not be directly linked to a tangible job benefit.  This behavior 
generally requires showing a pattern of offensive conduct unless the conduct is severe.  In assessing whether a 
particular act constitutes sexual harassment forbidden under this policy, the rules of common sense and reason 
shall prevail.    
 
Other types of prohibited discrimination include harassment based on race, color, religion, gender, age, sexual 
orientation, national origin and disability.  The same general principles (such as unwelcome, severity or 
pervasiveness, hostile environment) also apply to these types of harassment.   Examples of such harassment 
include: 

�x Using nicknames, slurs or stereotypes 
�x Threatening, intimidating, or engaging in hostile acts that relate to a protected characteristic 
�x Offensive jokes or pranks targeted at members of a protected group 
�x Placing on walls, bulletin boards or elsewhere on SU’s premises, or circulating in the workplace by oral, 

written, electronic or graphic means any materials that belittle, mocks or shows hostility toward a person 
or group because of protected characteristics. 

 
The standard of other discriminatory harassment is essentially the same as that for sexual harassment – the 
harassment must be offensive to a reasonable person in the position of the person being harassed, cons



Drug-Free Workplace 
Salisbury University strives to maintain a workplace free from the illegal use, possession, or distribution of 
controlled substances.  Unlawful manufacture, distribution, dispensation, possession, or use of controlled 
substances by employees in the workplace is prohibited.  Employees found to be in violation of the State of 
Maryland Substance Abuse policy shall be subject to disciplinary action as well as any legal penalties under 
federal and state law.  Employees are encouraged to seek assistance for substance abuse problems.  
Employees receive a copy of the State of Maryland Substance Abuse Policy – Executive Order 01.01.1991.16 
upon start of employment; additional copies are available from the Office of Human Resources.  In compliance 
with the Executive Order on Substance Abuse, SU has defined certain positions as “sensitive” in accordance 
with the guidelines of the Executive Order.  SU’s Policy on Definition of Sensitive Positions may be found in the 
Source Documents section in the back of this manual. 
 
Risk Management 
Salisbury University considers its personnel to be among its most important and valuable assets and realizes 
that the health and well-being of its employees, as well as the protection of its physical resources, are as 
important as the work activities being performed.  Salisbury University seeks to protect human and physical 
resources by reducing or eliminating where possible, potential health and physical hazards, by increasing 
employee awareness of hazards that cannot be easily eliminated, and by encouraging the use of common sense 
in conducting work activities safely. 
 
Salisbury University recognizes its responsibility for providing its employees with a safe and healthful work 
environment and is committed to meeting its obligations under federal and state fire codes.  The University is 
also committed to meeting standards of national consensus such as those published by the National Safety 
Council, National Fire Protection Association, and the American National Standards Institute.   
 
In recognition of these obligations, the University has implemented and is actively supporting the provisions of 
the Maryland State Employee Risk Management Program in accordance with the Executive Order 
01.01.1989.15.  Additionally, a Health & Safety Committee has been created to be the primary advisory group 



Campus Sustainability & Environmental Safety Director.  After the investigation, the employee and the supervisor 
will be advised of the results of the investigation in writing. 
 
Uniforms 
In certain departments and/or positions, employees will be required to wear uniforms.  Where required, the 
employee must wear the required uniform, including required safety shoes (when applicable).   The University 
provides both at no cost to the employee. 
 
Workplace Violence 
Salisbury University is committed to maintaining a work environment that is as free as possible from acts or 
threats of violence or intimidation.  The safety and security of staff, faculty, students, and visitors are of vital 
importance.  Violent or threatening behavior will not be tolerated.   SU’s Threats of Violence Policy applies to 
any acts of violence or threats made on SU property, at SU events, or under other circumstances that may 
negatively affect SU’s ability to conduct business. Included in this prohibition are such acts or threats of violence 
made directly or indirectly, by words, gestures, or symbols that infringe on the University’s right or obligation to 
provide a safe workplace for its employees, students, and visitors.   The Threats of Violence Policy can be found 
in the Source Documents section in the back of this manual. 
 
Smoke-Free Environment & Salisbury University Smoking Policy 
Salisbury University is committed to promoting a healthy and safe environment for students, faculty, staff and 
visitors. Therefore, smoking is prohibited on the campus of Salisbury University (“University”). This consists of 
all buildings, including residence halls; all grounds, including exterior open spaces, parking lots and garages, 
on-



UNDERSTANDING YOUR JOB 
 

 
 
SU Hiring Practices 
 
Salisbury University hiring practices follow guidelines supporting equal opportunity, diversity and employment 
law compliance.  Any manager who wishes to pursue hiring for a PIN or contingent position must first complete 
a Personnel Requisition Form which can be found on the SU Human Resources website or in the Office of 
Human Resources.  SU’s policy on Dual Employment is located in the Source Document section in the event 
secondary employment is being requested for a current SU employee. 
 
More Information?  See BOR-USM Policy VII - 1.01 Policy on Recruitment and Selection; and the SU Policy 
on Staff Hiring Practices and the SU Dual Employment Policy can be reviewed in the Source Document section 
in the back of this manual. 
 
 

Job Specification and Job Description   
Job Specification is a statement of the essential components of a job class including a summary of the work to 
be performed, primary duties and responsibilities, and the minimum qualifications and requirements necessary 
to perform the essential functions of the job.  The Office of Human Resources maintains USM Job Specifications 
for nonexempt positions.  Because these specifications are system-wide, they cannot be changed, deleted, or 
amended without the approval of the Chancellor.   
 
Job description, on the other hand, is the statement of the actual duties and responsibilities that an employee 
performs.  It is more detailed and specific than the Job Specification.  At SU, a Position Description (PD) Form 
is used for exempt positions to record an employee's actual duties and responsibilities.  The PD is a 
comprehensive position description that provides information that is needed to assess the exemption status 
under the Fair Labor Standards Act (FLSA) regulations.  Each exempt employee must have a PD.  For non-
exempt employees, the Position Information form (PI) is used. 
 
 

Position Reclassification for Non-Exempt Employees 
 
Reclassification of a position may occur when significant and substantial changes occur in the primary duties of 
the position and only when the job class to which a position is assigned is changed by raising it to a higher class, 
reducing it to a lower class or changing it to another class at the same level.   
 
Reclassification requests may be submitted to the Human Resources Office at any time when the job duties and 
responsibilities have significantly and substantially changed.  When the Vice President of Administration and 
Finance approves a job reclassification request, the decision will be retroactive to the first full pay period after 
the submission of the reclassification request to the Human Resources Office.  The University reserves the right 
to suspend acceptance of job reclassification requests for fiscal reasons.   
 





�x Have received a rating of “meets standard” or better on the employee’s performance evaluation (PMP) 
preceding the date of the employee’s application 

�x Have proof of possession of the posted minimum qualifications and skills necessary for the position.   
Proof of qualifications and skills necessary to perform the duties of a position must be evident and 
clearly documented for any individual applying for a promotional opportunity. 

�x Have no active disciplinary actions  
 
More Information?  See BOR-USM Policy VII – 1.01 Policy on Recruitment and Selection; and the SU Policy 
on Staff Hiring Practices 
 
 
Work Schedules and Overtime 
 
For nonexempt employees, the standard workweek is eight hours per day, 40 hours per week.  For Regular 
(PIN) employees, the workweek begins at 12:00 a.m. on Wednesday and ends at 11:59 p.m. on Tuesday.  For 
Contingent employees, the work week begins at 12:00 am on Thursday and ends at 11:59 pm on Wednesday. 
All offices must be open and maintain telephone coverage from 8:00 a.m. until 5:00 p.m. weekdays.   With the 
approval of his/her supervisor, an employee works one of the following work schedules:   
 
 8:00 a.m. to 5:00 p.m. with a full hour lunch break 
 8:00 a.m. to 4:30 p.m. with a half-hour lunch break 
 8:30 a.m. to 5:00 p.m. with a half-hour lunch break 
 
Employees may be required to work shifts or different work schedules as necessary to meet campus needs.  A 
permanent change in work schedule requires a 14-calendar day advance written notice to the employee.  The 
Permanent Schedule Change form should be utilized to communicate the change in work schedule.  This form 
can be found on the HR Forms web site under Forms for Supervisors/Managers.  A copy of the completed form 
is forwarded to Human Resource to be filed in the personnel folder. 
 
Specific guidelines for non-exempt employees’ work schedules: 
 



�x Reasonable efforts will be made to distribute overtime opportunities as equally as possible among all 
qualified and interested employees within a specific job classification in their respective departments.    

�x In circumstances when a special event is scheduled, a notice shall be posted for employees to 
volunteer to work during the event.     

�x In circumstances when mandatory work schedules are released in advance, the employee must 
provide proper rationale and documentation of the inability to accept the assignment no later than two 
weeks after release of the schedule, or at least one work shift in advance, whichever occurs first.  

�x When an insufficient number of employees are available or willing to accept the overtime offer, or no 
employee willing to work the overtime is deemed capable of performing the overtime work, the 
supervisor or department head may require any employee who is capable to perform the work to work 
the overtime. 

 
Employees in exempt positions are expected to work the hours necessary to satisfactorily complete the 
requirements of their job.  A full-time commitment typically requires a minimum of 80 hours per biweekly payroll 
period.  
 
Specific guidelines for exempt employees’ work schedules and overtime: 
 

�x Employees shall note on their time sheets “D” (Duty Days) to record days worked and the appropriate 
code to record annual and personal leave, sick leave, or holiday leave time.    Annual, personal and sick 
leave may be taken in one (1) hour increments; holiday leave must be taken in full days.  

�x Employees are not entitled to compensatory pay or compensatory leave in accordance with the Fair 
Labor Standards Act.  The University recognizes that in exceptional or limited situations, employees 
who are exempt from the overtime provisions of the federal Fair Labor Standards Act ('FLSA exempt') 
may be required to temporarily work significantly longer work hours or work weeks than normally are 
required. The work of employees in exempt positions is not measured solely by the hours worked.  
Employees in exempt positions are expected to work the hours necessary to complete assignments on 
a schedule that satisfies the requirements of the job. In these circumstances, a supervisor has the ability 
to adjust work schedules to help meet necessary deliverables and subsequently may make a minor 
adjustment in the employee’s work schedule in recognition of the extra hours worked.  Consistent with 
the Fair Labor Standards Act (FLSA), SU exempt employees will note on their timesheets "D" (duty day) 
to record job duty fulfillment for the position.  

 
More Information? See BOR-USM Policy VII - 6.10 Policy on Work Schedules for Regular Exempt 
Employees.    
 
 
 



Shift Differential 
 
Eligibility applies to a departmental unit that operates on two or more regularly scheduled shifts daily and to 
those nonexempt Regular employees assigned to a departmental unit that operates on regularly





�x If there is a decrease in the maximum salary within a salary range, affected employees shall not 
experience a reduction in current pay.  

�x Employees whose salaries are at or exceed the maximum salary within the range will receive any 
COLA increases even if their adjusted salary exceeds the salary range maximum adjusted by the 
COLA. 

�x Employees whose salaries are at/above the maximum salary within the range routinely will receive 
merit only to the extent their adjusted salary does not exceed the salary range maximum.   

�x Upon a reclassification promotion, the salary of a non-exempt employee shall increase at 6 percent 
(6%) or to the minimum of the new pay range/grade, whichever is the greater.  

�x Upon a reclassification demotion, if the maximum of the pay rate in the new lower pay range/grade 
is greater than the employee’s current rate of pay, the employee’s rate of pay will remain unchanged.  
If the employee’s rate of pay before the demotion is above the maximum of the new pay 
range/grade, the employee’s rate of pay shall be reduced to the maximum of the new pay 
range/grade. 

�x If a reclassification and/or a demotion is the result of disciplinary action, the employee’s rate of pay 
shall be reduced to the maximum of the lower new pay range/grade or by 6 percent (6%), whichever 
is the greater deduction. 

 
More Information?  See BOR-USM Policy VII - 9.20 Policy on Salary Increases and Bonuses. 
 
 
Pay Periods 
Employees are paid every two weeks on a Wednesday.  For Regular employees the pay period begins on a 
Wednesday and ends on a Tuesday two weeks later; Contractual employees’ pay periods begin on a Thursday 
and end on a Wednesday two weeks later.  EE  



 
For non-exempt employees who swipe in and out of the ADI time-keeping system, a copy of their time sheet will 
be available for review from 11 am until 12 noon on the Wednesday following the close of the pay period.  During 
pay periods when payroll has to be processed early (i.e., due to holidays), copies of time sheets will be available 
some time after the close of the pay period.   See your Timekeeper for more details. 
 
 
Probationary Period 
 
Non-exempt employees 
A probationary period is a trial employment period in which employees demonstrate their ability to perform the 
duties and responsibilities of their positions.  All newly hired non-exempt employees shall serve a six-month 
probationary period.   During a probationary period, non-exempt employees shall receive a written 
performance evaluation at the following intervals: 

�x Mid-way through the initial probationary period 
�x At the end of the initial probationary period. 

For the probationary period performance evaluations, the Probationary & Below Standards Performance 
Evaluation form is used, which can be found on the HR Forms web site under Forms for 
Supervisors/Managers.   The supervisor is responsible for the completion of the probationary evaluation form.  
Upon the successful completion of the probationary period, the non-exempt Regular employee receives a 2.5 
percent salary increase.  Contingent I and II employees are not eligible for a probationary increase. 
 
During the probationary period, the supervisor, with the approval of the department head and written 
notification to the Office of Human Resources, may separate the employee without reason at any time with a 
two-week written notification.  An employee has the right to appeal the rejection within five workdays of receipt 



Performance Evaluation 
 
Employee performance is evaluated using the Performance Management Process (PMP).  This process 
provides a method and form to evaluate employee performance in a manner that is individually tailored to the 
employee.  Supervisors must inform new employees of the factors they will be evaluated on during probation.  
Supervisors must also provide periodic feedback on new employees' performance during probation (see the 
Probationary Period section in this handbook for more information about non-exempt probationary performance 
evaluations).  At the completion of probation and at least annually in subsequent years, the supervisors meet 
with the employees to provide them with an evaluation of their performance.  The evaluation is based on goals 
and objectives previously agreed upon by the employee and supervisor and performance factors pertaining to 
the employee's position.  The employee’s performance is evaluated on the following rating scale:  Above 
Standards, Meets Standards, and Below Standards.   A copy of the form used in the PMP is available via the 
Office of Human Resources web page at http://www.salisbury.edu/hr/forms.html   In general, the following 
guidelines should be followed: 
 

�x The annual performance cycle is 4/1 through 3/31.   
�x The PMP is intended to be much more than a "rating" and should be used as a developmental 

tool/guide throughout the performance cycle.  PMPs are required for all “PIN” and Contingent II staff. 
�x In April, at the beginning of the review period (if not already done at the end of the previous cycle in 

March), managers and employees should have completed Part I of the PMP to establish 
accountabilities and goals as well as establish weightings.  Those goals and weightings should remain 
with the employee and supervisor; it is not necessary to send the form to HR at this time. 

�x Throughout the performance cycle managers and employees should be giving (or asking for) informal 
or formal performance feedback as well as specific recommendations on how to develop skills and 
improve performance.  (The end of the performance cycle should not be the first/only time an 
employee is made aware that performance issues exist!)  You are encouraged to make written note of 
examples for later reference as needed.  HR is available to assist you with feedback/coaching 
sessions if you would like.   

�x In March, PMP written evaluations should be prepared by the manager/supervisor and shared with the 
employee.  Some managers/supervisors solicit input from the employee in the same format, but the 
employee's written evaluation is not intended to be the manager's written evaluation.  Managers also 
may solicit input from peers, colleagues, other internal co-workers with whom the employee interacts 
with/provides service to.  The manager must discuss that feedback and the evaluation with the 
employee prior to the PMP being submitted to HR.  Ideally this is the same time the manager and 
employee begin work on performance and development goals for the next year.  While the employee 
may be comfortable signing the PMP at the time of the meeting, the employee also must be given the 
option to review and respond before signing.  All completed PMPs must be submitted to HR by mid-
April in order for merit increase processing to occur for eligible employees by Central Payroll Bureau 
deadlines.     

�x For non-exempt employees who completed their probationary period successfully during January – 
March, and the supervisor completed and forwarded the Probationary & Below Standards 
Performance Evaluation form to Human Resources, it is not required to complete a formal PMP in 
March of that same calendar year.  The probationary period evaluation is used to determine eligibility 
for an approved merit increase.    Annually, hereafter, the official PMP will be required. 

 













Reassignment 
An employee’s ongoing duties and responsibilities may be changed or modified by his or her supervisor at any 
time.  Unless there is an emergency situation, the supervisor shall provide the employee with a written notice 
two (2) weeks before the reassignment takes place.  Also, the supervisor shall work with the employee to develop 
a revised job description and forward the revised description to the Office of Human Resources. 
 
Reassignment can move a nonexempt employee from one position in a given class to another position in the 
same class. Failure of a nonexempt employee to accept a reassignment shall result in disciplinary action.  
 
In the case of the exempt 



�x Exempt positions affected by a layoff are determined by the department head with the review of the 
Director of Human Resources.  An employee who is laid off shall be recalled for reappointment within 
one year if the specific position from which the layoff occurred is reestablished.  If the employee is 
appointed to any USM position within three years of the layoff, the employee shall be considered 
reinstated. 

 
More Information?  See BOR-USM Policy VII - 1.30 Policy on Layoff for Unclassified and Classified 
Personnel; BOR-USM Policy VII - 1.31 Policy on Reemployment; and BOR-USM Policy VII - 1.32 Policy on 
Layoff and Recall of Regular Exempt Employees. 



LEAVE POLICIES FOR  
REGULAR STATE EMPLOYEES 

 
 
The following leave policies and leave codes only apply to Regular State employees.  Contingent Employees 
should reference the section at the end of this manual for applicable information about leave policies. 
 
Leave Codes 
 
ACCLV   Accident Leave (Human Resources Approval required) 
ADMIN  Administrative Leave (Human Resources Approval required) 
ADMIN2 Administrative Leave – Union (Human Resources Approval required) 
ANNLV  Annual Leave (Vacation) 
HOL  Holiday Leave 
JURY  Jury Duty 
MIL  Military Leave (Human Resources Approval required) 
PER  Personal Leave 
SICK1  Sick – Illness 
SICK2  Sick – Birth/Adoption 
SICK3  Sick – Bereavement 
SICK4  Sick – Sick Leave Advanced (Human Resources Approval required) 
SICK5  Sick – Sick Leave Extended (Human Resources Approval required) 
SICK6  Sick – Family Illness 
SICK7  Sick – USM Leave Reserve Fund (Human Resources Approval required) 
SUS1  Suspension with Pay 
SUS2  Suspension without Pay 
UNPD  Unpaid Leave (for swipers) 
LNP  Leave No Pay (for non-swipers) 
 
 
Holiday Leave 
 
Eligible employees are entitled to 11 paid holidays (12 in a general or congressional election year).  Three (3) 
additional University holidays are to be earned each calendar year and observed at the discretion of the 
President of SU or designee.  Part-time employees who are employed on at least 50 percent of a full-time basis 
earn prorated holiday leave.  The actual dates of observation for the holidays and administrative leave vary from 
year to year.  Employees may find the current year listing of observed dates on the University Human Resources 
web page.  Each holiday is earned on the day it occurs during the calendar year: 





Personal Leave 
 
Employees are eligible for three (3) days or 24 hours of personal leave per calendar year.  An employee must 
be in paid active status to receive the personal leave accrual.   If an employee is in an unpaid status on January 
1st, personal leave is earned when returned to paid status. 
 
Specific Personal Leave guidelines: 
 

�x Personal leave should be entered on (web) time sheets with leave code “PER” 
�x Part-time employees who are employed on at least 50 percent of a full-time basis earn prorated personal 

leave 
�x Personal leave is subject to approval by the supervisor, and employees must notify their supervisor 

before taking personal leave. Unless a critical staffing shortage occurs, personal leave shall be granted. 
�x Personal leave must be taken in one-hour increments.   
�x Requests for personal leave to attend religious observances shall be honored. 
�x Any unused personal leave will not be paid out after separation from service.   Any unused personal 



Full-time Exempt employees are eligible for 22 days of annual leave per calendar year and earn leave at 
the rate of 6.77 hours per pay period.   Beginning with the 21st year of service, annual leave shall be 
earned at the rate of 25 days per calendar year. 
 
�x Annual Leave may be taken in one (1) hour  increments 
�x There is no 6-month waiting period for exempt employees during the first year of employment before 

any leave time may be used 
�x Exempt employees in a 10-month 26-pay status are not eligible for annual leave.   Any time taken off 

at their request and when no holiday or personal leave is available for use must be taken as unpaid 
leave and will cause a proration of their biweekly salary.    

 
Information applying to both nonexempt and exempt employees’ annual leave: 

 
�x Annual leave should be entered on (web) time sheets with leave code “ANNLV” 
�x Part-time employees working on at least a 50 percent basis shall earn annual leave on a prorated 

basis. 
�x If worked fewer than 80 hours in a pay period and no paid leave was taken in lieu of any time missed, 

the annual leave accrual will be prorated accordingly 
�x Annual Leave may be taken at any time that is mutually agreeable with the employee and the 

supervisor and should be requested at least 24 hours in advance.  Supervisors have the right to refuse 
a request for annual leave. 

�x Earned but unused annual leave may roll over to the next calendar year up to a maximum of 50 days 
or 400 hours.  This maximum is prorated for employees working on a part-time basis.    

�x An individual leaving employment shall be paid for any earned but unused annual leave, which has been 
credited and is available for use on the day of separation. 

�x If an employee’s request for annual leave is denied, the employee may request through their supervisor 
payment for annual leave in excess of the maximum accumulation.  Such requests shall be 
accompanied by the employee’s written request for leave as well as the written response from the 
supervisor stating why the leave was denied.  The Director of Human Resources reviews all requests 
for payment for denied annual leave. 

�x When an employee transfers to another institution within the University System of Maryland or to another 
department, or to SU, all unused accumulated annual leave shall be transferred with the employee. 

 
More Information?  See BOR-USM Policy VII – 7.00 Policy on Annual Leave for Administrative and Classified 
Personnel and BOR-USM Policy VII - 7.01 Policy on Annual Leave for Regular Exempt Employees  
 
Sick Leave 
 
Employees earn 15 days of sick leave per year.  Part-time employees on at least a 50 percent of full-time basis 
earn sick leave proportionate to their employment.  Sick leave may be accumulated without limitation.   
 

�x Sick leave used for personal illness/injury or medical appointments should be entered on (web) time 
sheets with leave code “Sick1” = Sick - Illness 

�x If worked fewer than 80 hours in a pay period and no paid leave was taken in lieu of any time missed, 
the sick leave accrual will be prorated accordingly 

�x There is no 6-month waiting period during the initial contract year before any days may be used 



�x Sick leave is to be used for personal illness/injury, medical appointments, or when needed to care for 
the employee’s sick spouse, child, or other immediate family member.  See the applicable section 
below for more details  

�x Non-exempt staff may use sick leave in any increments; exempt staff may use sick leave in one (1) 
hour increments 

�x Sick leave for scheduled medical appointments must be approved in advance by the supervisor to be 
considered “excused or planned”. 

�x In the event of an absence due to illness/injury, it is the employees’ responsibility to notify their 
supervisor as soon as possible to explain the reason and to state when they expect to return to work.  
The supervisor/manager may require a medical note for more than three (3) consecutive days of 
absence.  Any medical documentation received must be forwarded to Human Resources 

�x Should the use of sick leave becoe



�x Sick leave for scheduled medical appointments must be approved in advance by the supervisor to be 
considered “excused or planned”. 

�x The supervisor/manager may require a medical note for more than three (3) consecutive days of 
absence.  Any medical documentation received must be forwarded to Human Resources. 

�x Should the use of sick leave become excessive, or other concerns about the employee’s sick leave 
usage have been identified, the employee may be required to provide medical documentation for each 
future occasion regardless of duration (Medical Certificate/Sick Slip requirement).   Prior to imposing a 
requirement for documentation of sick leave usage, the departmental supervisor must have 
concurrence from the HR Director.  Such a requirement shall be imposed for not more than six (6) 
months with the option (of Departmental Supervisor or designee) to extend the requirement for cause.    

 
Birth or Adoption of a Child 
An employee may use sick leave if she is temporarily disabled during pregnancy or childbirth.  Written 
documentation of the need to be absent signed by a qualified practitioner is required.  In addition, an employee 
may use up to a maximum of 30 earned sick days following the birth or adoption of a child.  If both parents are 
employees of SU, sick leave for this purpose is available to only one parent. 
 

�x     For absences of five (5) or more consecutive days related to the birth or adoption of a child, employees 
should contact Human Resources to request a Family and Medical Leave 

�x     Sick leave used for absences after the birth or adoption of a child should be entered on (web) time 
sheets with leave code “Sick2” = Sick – Birth/Adoption 

�x     Sick leave used for absences due to being disabled as a result of a pregnancy should be entered on 
(web) time sheets with leave code “Sick1” = Sick – Illness 

 
Death of a Relative 
A maximum of five (5) days may be charged to earned sick leave in the event of the death of a spouse, child, 
stepchild, parent of employee or spouse, brother or sister of employee or spouse, grandparent of employee or 
spouse, son-in-law, daughter-in-law, brother-in-law, sister-in-law, or other relative who is a permanent resident 
of the household.  A maximum of one (1) day may be charged to earned sick leave for reasons related to the 
death of an employee's or spouse’s aunt, uncle, niece or nephew. 
 

�x     Sick leave used in the event of a death of a relative should be entered on (web) time sheets with leave 
code “Sick3” = Sick – Bereavement” 

�x     All requests for bereavement leave must be approved by the supervisor 
 
More Information?  See BOR-USM Policy VII - 7.45 Policy on Sick Leave.  
 
Leave Reserve Fund 
 
The USM administers a Leave Reserve fund composed of unused personal leave.    An employee with a serious 
temporary disability or personal illness may request to use up to 20 days of leave from the Reserve Fund.   The 
Director of Human Resources reviews the request and may submit it to the USM Director of Human Resources 
for consideration.  The maximum number of days which may be requested from the Leave Reserve Fund shall 
not exceed one day for each month of creditable service.  To be eligible to receive leave from the Leave Reserve 
Fund, the employee must meet the following requirements: 



�x Have at least one (1) year of USM service 
�x Have a satisfied record of work performance and sick leave usage 
�x Have exhausted all available paid leave, including advanced sick leave, extended sick leave and 

personal leave 
�x Have a reasonable expectation of returning to work 

 
While using Leave Reserve Fund days, an employee continues to accrue Sick, Annual and Holiday Leave.   
Approved Leave Reserve Fund days/hours shall be entered on (web) time sheets with leave code “Sick 7 = 
USM Leave Reserve Fund”. 
 
More Information?  See BOR-USM Policy VII - 





that either prevents the employee from performing the functions of the employee’s job, or prevents the 
qualified family member from participating in school or other daily activities.  
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of 
more than three consecutive calendar days combined with at least two visits to a health care provider or one 
visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic 
condition. Other conditions may meet the definition of continuing treatment.  
Use of Leave  
An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on 
a reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule 
leave for planned medical treatment so as no





Leave of Absence Without Pay 

Under certain circumstances, an employee may be eligible for voluntary leave without pay.  A primary 
consideration in granting leave of absence without pay is that it shall advance the institution's mission or enhance 
the ability of the individual to support that mission.  Leave without pay may also be granted for personal or health 
reasons.   

Specific guidelines for leave without pay are as follows: 



conditions not to report and take accrued leave instead.  Employees using Liberal Leave are expected to notify 
their supervisors before the start of their regular work day/shift and request the use of either accrued annual, 
personal or holiday leave.   Employees in positions designated as “essential” must report to work.  Individuals 
who are unsure of their position’s status as essential or non-essential should check with their supervisors. 

When the campus closes prior to the start of classes and/or before the start of regular work hours, non-essential 
employees, except those on previously approved leave, are considered to be on paid Administrative Leave.  If 
the campus is closed after the start of normal work hours, all non-essential employees are on paid Administrative 
Leave for the remaining work hours.  Employees who did not report to work as scheduled while the University 
remained open and Liberal Leave was in effect and who are not on previously approved leave shall have the 
option of either using accrued leave or being placed on leave without pay.   

Regular State and Contingent II essential employees who are required to work during the emergency shall in 
addition to their regular pay be compensated with leave or cash payment equal to the amount of administrative 
leave given to non-essential employees.  Essential employees who fail to report to work shall not be paid for the 
day.  Individuals who are unsure of their status should check with their supervisors to determine if they are 
essential or nonessential employees.   

Approved Administrative Leave shall be entered on the (web) time sheet with leave code “ADMIN“ 

More Information?  See BOR-USM Policy VI – 12.00 Policy on Emergency Conditions: Cancellation of Classes 
and Release of Employees; SU’s Internal Policy for Emergency Conditions can be reviewed in the Source 
Document section in the back of this manual. 

Inclement Weather and Emergency Conditions 

Liberal Leave 

In emergency situations such as extreme weather conditions, the campus may be closed.  In such cases, 
announcements will be posted on the campus telephone line, the Gull Line, at 410-546-6426 and campus web 
site (www.salisbury.edu) as soon as possible.  Local radio/television stations will also be notified in the event of 
a closing or delay.   

If the University declares Liberal Leave to be in effect, the campus is still open.  Employees in positions 
designated as “non-essential” for these conditions may make the individual choice given weather/emergency 









BENEFITS FOR REGULAR STATE EMPLOYEES* 

Regular State Employees appointed on at least a 50 percent basis are eligible to enroll in the following benefit 
plans. 

Health and Life Insurance Plans 
Employees are eligible to enroll in any of several flexible health care and insurance plans including but not limited 
to general health care, dental care, vision care, life insurance, personal accident death and dismemberment, 
long-term care, and disability insurance. The University pays a major portion of the benefit premiums for medical, 
prescription, and dental plans and the individual employee pays his/her share through payroll deductions.  All 
other plans are paid entirely by the employee.  Detailed information on the specific current offerings may be 
obtained by calling the Office of Human Resources at 410-543-6035. 

New Enrollment for Health Benefits 
New employees must enroll in health benefits within the first 60 days of employment.  After enrolling, the 
employee and dependents are locked into the selected benefits for the remainder of the calendar year unless 
the family status changes.  If a new employee does not enroll within the first 60 days, the employee shall not 
have access to the benefits until Open Enrollment for Health Benefits or until a Change in Family Status. 

Change in Family Status 
A change in family status is a result of a qualifying event, such as the birth or adoption of a child, loss of a 
dependent, marriage, change in the work status of a spouse, or divorce.  Employees should notify the Office of 
Human Resources immediately when a change in family status occurs.  Documentation may be required to 
implement a change in benefits.  All changes must be implemented within 60 days of the qualifying event. 

Open Enrollment for Health Benefits 
Open enrollment is an annual period, generally in the Spring, during which employees have the option of 
enrolling/changing one or more of their health plans through the State Group Health Benefits Plans.  The dates 
for open enrollment will be communicated to employees from the Office of Hume1 2 (i)6 (fgTe(a)10 ( (e,)2 )6 (i)(m)7 (n of)e )10 (dat)-2.e(aS)-1 (n)-7 (g)]TJ
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Extended Coverage 
An employee and/or dependent who lose eligibility for subsidized health benefits may receive extended coverage 
through the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA). The employee and/or 
dependent may remain in the State Group Health Benefits Plan on an unsubsidized basis for 18 to 36 months, 
depending on the situation.  Enrolling in COBRA assures no break in health coverage.  Information on COBRA 
may be obtained by calling the Office of Human Resources.  

More Information? See website: http://www.dbm.maryland.gov and click on “Employee Services” 

Tuition Remission 

Employee Tuition Remission 
A Regular employee who has completed his/her probationary period may is eligible to receive tuition remission 
for courses taken at any teaching campus within the USM.  Full-time employees receive 100 percent tuition 
remission for up to eight credit hours per semester.  For employees working on at least a 50 percent basis, 
tuition remission is proportionate to the percent of time employed.  

Eligible employees will be permitted, with supervisory approval, to adjust their work schedules or, at the 
employee’s discretion, to use available leave to take a course or courses totaling no more than four (4) credit 
hours per regular academic semester (does not apply to special sessions), provided that any time missed to 
attend class be made up by the employee during the regular work week in which the time is missed, and 
provided the course cannot otherwise be scheduled during non-work hours. 

For Contingent II employees employed on at least a 50 percent basis and full-time Non-Tenure Track Faculty 
members, tuition remission may be available for courses taken at Salisbury University only; they are not 
eligible for tuition remission at other USM institutions. See Tuition Remission in the Contingent Employee 
Benefits/Policies section of this handbook or contact Human Resources for more details.   

Information and application forms for tuition remission are available in Human Resources.   The USM Tuition 
Waiver form to request for tuition remission is also available on the HR website at 
http://www.salisbury.edu/hr/forms.html.    

C

http://www.dbm.maryland.gov/
http://www.salisbury.edu/hr/forms.html


Spouses and dependent children of regular faculty and staff whose period of employment began 
after January 1, 1990 and before July 1, 1992 may receive tuition remission of 100 percent on courses 
toward a first undergraduate degree at Salisbury University.   If the academic program is not available at 
Salisbury University, the spouse or dependent child may, with approval from the Office of Human Resources, 
register for courses at other institutions of the University System with 50 percent tuition remission.  For 
spouses and dependents of regular employees working on at least a 50 percent basis, tuition remission is 
proportionate to the percent of time employed.   

Spouses and dependent children of regular faculty and staff whose period of employment began on 
or after July 1, 1992 may receive tuition remission of 100 percent on courses toward a first undergraduate 
degree at Salisbury University.   This tuition remission benefit for regular employees' spouses and dependent 

http://www.sra.state.md.us/






Maggs Physical Activities Center 
 
The Maggs Center has a swimming pool, strength rooms, fitness room, racquetball/handball courts, dance 
studio, a main gymnasium, auxiliary gym and classrooms.  Employees may use the facilities when they are open 
and not in use for classes or other scheduled activities.  Athletic equipment may be checked out with a valid Gull 
Card/employee identification card.  For more information, contact Maggs Physical Activities Center at 410-543-
6345. 
 
University Fitness Club 
 
The University Fitness Club is home to 4 racquetball courts, a state-of-the-art group fitness studio, a weight room 
featuring new Hammer Strength equipment, two cardiovascular rooms with new Life Fitness equipment, a cycling 
studio, and a Nautilus training room.  Membership to the UFC is available to all Salisbury University faculty/staff 
members for a fee of $50 for the academic year. A faculty/staff membership application is required, and payment 
is made directly to the cashier.  For more information, contact the UFC at 410-677-6715 or visit the UFC web 
site at: http://www.salisbury.edu/fitnessclub/membership.html 
 
Blackwell Library 
 
Blackwell Library serves faculty, staff, and students of Salisbury University.  The library participates in a 
collaborative circulation system with other institutions of the University System of Maryland (USM).  The library 
also cooperates with other USM libraries for subscription to electronic databases that can be accessed on the 
web.  For additional details about the library, visit the SU website or call 410-543-6130. 
 
Parking 
 
Employees are required to register personal vehicles parked on campus 



http://www.usmd.edu/Leadership/BoardOfRegents/Bylaws/SectionVII
http://www.salisbury.edu/hr
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