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INTRODUCTION
A Message from the President

Doing only what is expected is never enough for the truly committed person. My own outlook has
been that a person’s reach should always exceed his or her grasp. Without that extra stretch, not only
is our own personal growth arrested, but the institution we represent is inevitably consigned to com-
placency and satisfaction with status quo.

Lee University can be proud of its achievements. Our program is what it is because a team of ded-
icated, conscientious men and women have a common goal; to do what is best for our students. We
are always looking for ways to achieve that goal.

I call on you to join with me in evaluating what we have, determining what we can do to improve,
and identifying what we need to make those improvements. We may never achieve all that we hope
for, but at least we will not be prisoners of cynicism or hostages to despair. Together we can accom-
plish much.

Paul Conn
President
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RELIGIOUS POSITION

As a Christian University operated under the auspices of the Church of God, Lee University is
firmly committed to the conservative, evangelical, Pentecostal religious position of its sponsoring
denomination. This position is expressed in the “Declaration of Faith” as follows:

We believe:

1. In the verbal inspiration of the Bible.
2. In one God eternally existing in three persons; namely, the Father, Son and Holy Ghost.
3. That Jesus Christ is the only begotten Son of the Father, conceived of the Holy Ghost, and

born of the Virgin Mary. That Jesus was crucified, buried, and raised from the dead. That He
ascended to heaven and is today at the right hand of the Father as the Intercessor.

4. That all have sinned and come short of the glory of God, and that repentance is commanded
of God for all and necessary for forgiveness of sins.

5. That justification, regeneration, and the new birth are wrought by faith in the blood of Jesus
Christ.

6. In the sanctification subsequent to the new birth, through faith in the blood of Christ; through
the Word, and by the Holy Ghost.

7. Holiness to be God’s standard of living for His people.
8. In the baptism of the Holy Ghost subsequent to a clean heart.
9. In speaking with other tongues as the Spirit gives utterance, and that it is the initial evidence

of the baptism of the Holy Ghost.
10. In water baptism by immersion, and all who repent should be baptized in the name of the

Father, and of the Son, and of the Holy Ghost.
11. Divine healing is provided for all in the atonement.
12. In the Lord’s Supper and washing of the saint’s feet.
13. In the premillennial second coming of Jesus. First, to resurrect the dead and to catch away the

living saints to Him in the air. Second, to reign on the earth a thousand years.
14. In the bodily resurrection; eternal life for the righteous and eternal punishment for the wicked.

All employees are encouraged to support the church of their choice with regular church attendance
and finances, especially in view of the spiritual blessing involved.
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HISTORICAL SKETCH OF LEE UNIVERSITY

In response to its need for trained Christian workers, the Church of God considered the establish-
ing of a Bible training school at its sixth annual General Assembly in 1911. The Assembly appointed
a committee to locate a site and erect a building and established a board of education consisting of
seven men. However, six years passed before these early plans bore fruit. The General Assembly of
1917 passed measures to institute a school, with classes to meet in the Council Chamber of the Church
of God Publishing House in Cleveland, Tennessee. The Reverend A. J. Tomlinson, Superintendent of
Education, opened the first term on January 1, 1918. There were twelve students with Mrs. Nora B.
Chambers as the only teacher.

By the beginning of the fifth term one room was no longer sufficient to house the school. A vacant
church building on Twenty-fourth and Peoples Streets was converted into classrooms and a dormito-
ry in 1920. Again the school outgrew its facilities. In 1925 it was moved to the Church of God
Auditorium on Twenty-fourth and Montgomery Avenue.

A high school division was added in 1930 and continued to be a part of the school’s program until
1965. In 1938 the Murphy Collegiate Institute was purchased, and the Bible Training School moved
from Cleveland to Sevierville, Tennessee. A junior-college division was added in 1941. This division
was accredited by the Commission on Colleges of the Southern Association of Colleges and Schools
in 1960. The school returned to Cleveland in 1947 after purchasing the Bob Jones College campus, a
site which as early as 1885 had housed Centenary College and Music School, a Methodist institution.
Upon returning to Cleveland, Bible Training School received its new name, Lee College, in honor of
its second President, the Reverend F. J. Lee.

The college curriculum was expanded in 1953 with the institution of a four-year Bible College
offering a bachelor of arts degree in biblical education. In 1959 this program achieved accreditation
by the American Association of Bible Colleges. An effort was made in 1957 to expand the junior col-
lege to a four-year college of liberal arts, but it was abandoned after two cohorts were graduated. In
1965 plans were successfully initiated to expand the junior-college division to a four-year college of
liberal arts and education. This college received approval of the Tennessee State Department of
Education in 1968. It then became possible to combine the Bible College and the College of Liberal
Arts and Education into one school consisting of three divisions of instruction: Arts and Sciences,
Religion, and Teacher Education. In December 1969, Lee College was accredited by the Commission
on Colleges of the Southern Association of Colleges and Schools as a Level II institution. 

The needs of an increasing enrollment were met with a building and remodeling program which
began in 1962. The Higginbotham Administration Building was completed in 1963 and replaced what
was then known as Old Main. The Science Building was constructed in 1965 and in 1988 was named
for Dr. Lois Underwood Beach, a leader of the science faculty for four decades. Student housing has
been an emphasis of the building program at Lee. Hughes Hall, a men’s dormitory, was built in 1967,
and Cross Hall was built in 1969. 

Throughout the decade of the 1970s, Lee College continued to grow and prosper, adding major
programs and expanding campus facilities. During this time, Lee also became a member of the
Council of Christian Colleges and Universities and of the Tennessee Independent Colleges and
Universities. The Pentecostal Research Center was instituted in 1972 as a collection of materials by
and about Pentecostals. Now housed in the Squires Library, this collection is used for research by
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scholars from around the world and is considered to be one of the most complete compilations of
Pentecostal materials in the world. 

Carroll Court, an apartment complex for married students, was completed in 1973, and the Charles
W. Conn Center for the Performing Arts and Christian Studies was completed in 1977. By 1979, the
college endowment had reached $2,000,000; teaching facilities had been significantly upgraded; the
enrollment had climbed to 1,342; and the percentage of faculty with terminal degrees had reached
forty-five percent. 

The 1980s began with a financial crisis which saw a downturn in enrollment, loss of a portion of
the endowment through fraud by the investment company, sky-rocketing inflation and utility costs,
and loss of a sizeable government grant. From 1980-1983, the college struggled to regain its equilib-
rium. Enrollment reached a low of 1,026 in the fall of 1983 as faculty and staff positions were cut and
promotions and tenure were frozen. Despite the austerity, a capital funds campaign resulted in the con-
struction of the Pentecostal Resource Center in 1984, the refurbishing of a men’s residence hall, and
the remodeling and expansion of the gymnasium which was renamed Paul Dana Walker Arena.

In the fall of 1984, enrollment began to increase, and the college began a vigorous recruitment and
development program. In 1985 Lee entered into an exchange agreement with Henan University in the
People’s Republic of China and also launched the Summer Honors Semester, bringing promising high
school juniors and seniors to campus. In 1987 the campus began to undergo a physical transformation
of staggering proportion. A city street running through the middle of the campus was closed and con-
verted into a pedestrian mall with seating areas and an amphitheater. The old auditorium, abandoned
when the Conn Center was completed, was demolished; and the old library was renovated into a class-
room and office building.

Enrollment continued to climb, jumping by more than 200 between 1987 and 1988. A new tennis
center was completed in 1989, and Sharp and Davis Residence Halls were ready for occupancy in
1990. In 1992 Lee added the Dixon Center, which includes a theater and communications complex
with offices, a TV studio and an editing suite; and the Watkins Building. The curriculum expanded
with the facilities as did study-abroad opportunities which now include a semester in Cambridge and
summer experiences in countries around the world.

Recreation Center opened January 1993.

In November of 1993, arsonists destroyed Ellis Hall. Although seventy-eight residents were sleep-
ing in the building at the time of the sudden inferno, no one was killed as residents jumped from the
second story to safety. Full recovery took several months, and a significant amount of energy and
effort went into caring for the young men affected by the blaze, but by August of 1994 a new men’s
residence, Atkins-Ellis, replaced the demolished residence.

The back of the campus was also refurbished, and in 1994 the Curtsinger Music Building was ded-
icated along with a new women’s apartment building, Livingston Hall. In 1996 Lee added the Deacon
Jones Dining Hall and a men’s apartment building, Hicks Hall. These added facilities made it possi-
ble for Lee to serve as the Olympic Village for the white-water events in the 1996 Olympics.

With the new Curtsinger Music Building, Lee was in a position to offer its first graduate program
in Church Music in the fall of 1995. With full approval from the Southern Association of Colleges and
Schools, Lee moved from a Level II to a Level III institution. A Master of Education in Classroom
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Teaching was added the following year, and a Master of Liberal Arts was begun in the spring of 1998,
with a Master of Science in Counseling Psychology beginning in August. In 1997 the faculty approved
a new general education core which went into effect in the fall of 1998.

In May 1997 Lee made the transition from Lee College to Lee University, organized into a College
of Arts and Sciences, a College of Education, a School of Music, and a School of Religion. This year
also saw the publication of the first graduate catalog and the appointment of the first Graduate Council.
Construction completed in 1998 included the Helen DeVos College of Education and the complete
remodeling of East Wing, once a residence hall, to create new office space. 

Keeble Hall, a women’s apartment building, opened in the fall of 1999, and construction began on
the Paul Conn Student Union and Storms Men’s Apartments in the same year. The Board of Directors
also approved the addition of two new master’s degrees, an M.A. in Bible and Theology and an M.A.
in Youth and Family Ministry, following the addition of a Master of Arts in Teaching, added in the
summer of 1999.

The north end of campus along Parker Street changed dramatically between 2000 and 2003, with
the completion of Bowdle and O’Bannon Halls, the McKenzie Athletic Training Facility, two new
softball fields, and a park with a paved exercise trail and picnic areas. A new 50,000 square foot aca-
demic building housing the Behavioral and Social Sciences will open in 2004.

With a record enrollment of more than 3,800 students, Lee is growing faster than ever before in its
h i s t o r y. Although the curriculum has changed dramatically since 1918, and the campus has been almost
totally reconstructed since the 1960s, Lee’s purpose remains unchanged – preparing individuals to do
G o d ’s work in the world, whether through traditional Christian ministry or secular professions.

ORGANIZATION OF THE UNIVERSITY

The charter and bylaws of the university authorize the Lee University Board of Directors to fulfill
the governance function and to set policies for the operation of the institution. The Board of Directors
consists of 17 members appointed biennially by the Executive Committee of the Church of God.

As chief executive, the President is responsible for the general welfare and progress of the uni-
versity. The President is responsible to the Board of Directors for the administration of the institution.

The President’s Cabinet is a body of administrators who meet periodically with the President to
advise and consult on matters pertaining to the overall operation of the University. The Cabinet
includes the chief officer from each of the five sectors of the University (Vice President for Academic
Affairs, Vice President for Business and Finance, Vice President for Enrollment Management and
University Relations, Vice President for Operations, and Vice President for Student Life). Its meetings
are called and chaired by the President.
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Lee University
Organization Chart
PRESIDENT’S OFFICE
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Lee University Organization Chart
ACADEMIC AFFAIRS

Vice President for Academic Affairs

The Vice President for Academic Affairs serves as the chief academic officer of the university and
reports directly to the President. This person is responsible to the President for development and super-
vision of the faculty, the curriculum, instructional processes, academic resources, and the recognition
of student achievement by the faculty culminating in the awarding of the appropriate degrees.
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Vice President for Business and Finance

The Vice President for Business and Finance is the chief business officer of the university. This
person is directly responsible to the President and performs any duties assigned by the President.
Responsibilities include finance, human resources and information systems, which include the tele-
phone system, computer services and the campus post office. 
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Enrollment and University Relations

The Vice President for Enrollment and University Relations is responsible for contact with people
connected with Lee University outside the campus family. These contacts include supporters, alumni,
and prospective students and their families. The Vice President for Enrollment and University
Relations supervises the Director of Admissions, the Director of Alumni, the Director of Church
Relations, the Director of Community Relations, the Director of Financial Aid, the Director of Public
Information, the Director of Student Records and Registrar, and the Director of University Relations.
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Operations

The Operations Sector is responsible for the day-to-day operations of Lee University. The Vice
President for Operations supervises the Director of Campus Safety, the Director of Physical Plant, the
Supervisor of Maintenance, the Supervisor of Custodial Services, the Athletic Director, the
Coordinator of Special Projects, the House Manager of the Conn Center and Dixon Center, and the
Director of Sports Information. 
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Vice President for Student Life

The Vice President for Student Life has the responsibility of guiding the development of policies, pro-
grams, and procedures (in cooperation with colleagues and under the leadership of the President) per-
taining to the student life program. This person is the chief administrator of the student life program. 
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INSTITUTIONAL STATEMENT OF MISSION

Lee University is a Christian institution which offers liberal arts and professional education on
both the baccalaureate and master’s levels. It seeks to provide education that integrates biblical truth
as revealed in the Holy Scriptures with truth discovered through the study of arts and sciences and in
the practice of various professions. A personal commitment to Jesus Christ as Savior is the controlling
perspective from which the educational enterprise is carried out. The foundational purpose of all edu-
cational programs is to develop within the students knowledge, appreciation, understanding, ability
and skills which will prepare them for responsible Christian living in the modern world.

Founded as the Bible Training School in 1918 by the Church of God, Cleveland, Tennessee, the
institution was renamed in 1947 to honor its second President, the Reverend F.J. Lee, and attained uni-
versity status in 1997. The original purpose was to provide both general and biblical training for those
persons entering the Christian ministry, and through the years Lee University has continued this pur-
pose of “ministry,” ever more broadly defined to include both church and non-church vocations.

Enrollment consists primarily of recent high school graduates; sixty percent of the students reside
on campus. In order to maintain a sense of Christian community and enhance the personal, spiritual,
academic, emotional and physical development of students, Lee University seeks to foster a residen-
tial campus experience, with special focus on the needs of freshmen and sophomores. The university
works to create common space on the campus and a common core of residential events around which
the entire community operates. Most of the students are affiliated with the Church of God, although
many come from other denominations. Lee University serves the Church and society by offering grad-
uate programs in various professions and academic disciplines. These post-baccalaureate programs are
designed to deepen one’s understanding of a discipline and/or strengthen one’s skills as a profession-
al. The goal of all graduate degree programs is to nurture scholars and professionals who will better
serve the kingdom of God and the world. In this way, the graduate programs are a natural extension
of the university’s commitment to undergraduate education. 

As an independent institution, Lee University is controlled by a Board of Directors appointed by
the General Executive Committee of the denomination. The President is responsible to this board for
facilitating an educational program presented from a theological perspective that is conservative, evan-
gelical and Pentecostal. In keeping with the amended Charter of Incorporation (1968) and the Bylaws
of Lee University (article I, sections 2 and 4), all board members, administrators and faculty members
certify annually by contract that they will not advocate anything contrary to the Church of God
Declaration of Faith.

Lee University endeavors to employ scholars with the highest academic credentials who present
their disciplines from a distinctly Christian perspective. All truth is perceived to be God’s truth, and
the effective presentation and integration of truth is the goal. Lee University values teaching as the
most important faculty role, and excellence in teaching is the primary standard for retention, tenure
and promotion. Faculty research is seen as essential to teaching excellence. It, too, is an important cri-
terion for faculty advancement. Lee University values and rewards Christian community service and
service to humankind as significant faculty responsibilities.

Lee University identifies its public service region as being generally coterminous with the geo-
graphic scope of the denomination. While most students come from the United States, the student body
typically consists of representatives of a broad range of socioeconomic backgrounds from all fifty
states and more than twenty countries in Central and South America, Europe, Asia and Africa. Because
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of this geographic span, the university serves a racially, ethnically and culturally diverse student body
with 15 percent international or minority students. The institution has adopted the policy that no per-
son in whatever relation with Lee University shall be subject to discrimination because of race, color,
national origin, age, gender or disability.

Lee University has both open admissions and a rapidly expanding scholarship program, attracting
students with widely varied academic skills. The university is committed to serve under-prepared stu-
dents with a variety of support services. While the primary source of funding is from student revenues,
the Church of God provides for the university in its annual budget. The university also receives sup-
port from alumni, businesses, churches, foundations and friends.

All baccalaureate degree students at Lee University must complete a general education core
including eighteen semester hours of religion. The general education courses foster intellectual devel-
opment by enhancing the student’s ability to observe, read, and think critically and to communicate
effectively. The courses also cultivate awareness, understanding and respect for cultural diversity. The
religion core courses are predicated on the Reformation principle of the priesthood of the believers.
The courses are designed to enable the student both to understand and articulate the Christian faith.
The campus curriculum is enriched by American, Latin American, European African, and Asian stud-
ies programs, study tours, and service-to-humankind projects, as well as external studies for non-res-
ident students.

An integral part of the university mission is a commitment to training responsible citizens to con-
tribute their God-given gifts to the community at large. A biblical understanding of service and benev-
olence is introduced in the general education core, actualized through planned, reflective community
engagement and developed in various major courses.

Lee University takes seriously the task of preparing students for responsible Christian living in the
modern world. The goal is pursued within a variety of structures provided within the widest campus
context, such as classroom instruction, extracurricular activities, student development services and
residential living. The university realizes that the knowledge, appreciation, understanding, ability and
skill for such resourceful living will be evident in its students in direct proportion to the success of its
programs and service whereby a healthy physical, mental, social, cultural and spiritual development is
fostered.

The Lee University experience intends to demonstrate that there is a positive correlation between
scholarship and wholeness; that one must approach all learning with a sense of privilege and respon-
sibility under God; that truth is truth wherever it is found, whether test tube, literary masterpiece or
Holy Scripture; that appropriate integration of truth is both intellectual and behavioral in nature; and
that the pursuit and application of truth is, indeed, “ministry.”
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INSTITUTIONAL GOALS

The nature and range of this commitment are demonstrated in the objectives of the institution. Lee
University seeks to:

1. Provide a general education program which will equip students with quantitative, verbal and tech-
nological skills; enhance their appreciation of their cultural and religious heritage; strengthen their
commitment to the liberal arts; and give them a view of their responsibility as Christian scholars
in the community and the wider world.

2. Provide sufficient religious education to enable students to be conversant in the Christian faith, to
articulate their own beliefs and to actualize their faith through consistent growth and practice by
the integration of faith with all aspects of life.

3. Provide undergraduate programs of sufficient quality to prepare students for success in graduate
and professional school and in the early stages of their careers.

4. Provide graduate programs in various areas which will prepare students for success in post grad-
uate programs.

5. Achieve the quality of instruction and resources necessary for the national accreditation of select-
ed areas and the development of the additional graduate programs where appropriate.

6. Provide academic support through computer facilities, library resources, student support services
and faculty development opportunities to ensure quality instruction and a challenging academic
environment.

7. Provide a campus environment that supports and encourages students in their personal, social,
spiritual, cultural and physical development.

8. Prepare students for successful personal and professional life by developing in them a commit-
ment to Christian values in vocational goals and lifestyle choices.

9. Prepare students for citizenship as Christians in the world through reflective community interac-
tions and teach commitment to ideals of service, benevolence, civic virtue and social justice.

10. Increase the diversity of the faculty and student body, address the unique needs of a diverse cam-
pus population, and encourage academic inquiry into minority concerns.

11. Recruit, develop and retain a diverse community of teaching professionals, administrators and
support staff who demonstrate excellence in their professional roles and effectively implement the
mission of the university in their lifestyles and co-curricular involvement.

12. Continue the growth of the student enrollment and development of the capital assets to optimize
student opportunities.

13. Preserve the evangelical and Pentecostal heritage and message of the Church of God and provide
positive direction for its future.

14. Provide quality academic, spiritual, cultural and recreational services to its various publics.
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PURPOSE

This Handbook has been prepared to set forth the employment policies, procedures and work rules
for the Administrative and Support Staff of Lee University. General employment practices, fringe ben-
efits and employee guidelines have been stated for all employees. Sections specific to the
Administrative Staff employee as well as to the Support Staff are stated separately. The information
contained in this Handbook supersedes any prior conditions or statements from previous employment
materials, handbooks or notification.

Legal, social, economic and other factors may require the university to amend, delete or revise its
policies, procedures and work rules from time to time. In consideration of continued employment,
employees shall read and keep this Handbook for ready reference, understanding the university may
add, delete or revise its policies, procedures and work rules, including this Handbook, in whole or in
part, at any time.

The Lee University Handbook for Administrative and Support Staff is not a contract of employ-
ment and shall not be construed as such.
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EMPLOYMENT PRACTICES

DISCRIMINATION

No person in whatever relation with Lee University shall be subject to discrimination because of
race, color, national origin, age, sex, or disability.

DRUG FREE WORKPLACE

The possession or consumption of alcoholic beverages or illegal drugs in any form, on-campus, is
strictly prohibited. Employees who fail to abide by the terms of the Employee Agreement will face
immediate discharge from their job. Any individual unwilling to sign an Employee Agreement will not
be employed by the university.

Employees involved in any illegal activity related to drugs or alcohol will be referred to the appro-
priate law enforcement agency. Counseling is available for employees who find themselves in this sit-
uation unwillingly.

The use of tobacco in any form is strictly forbidden. Inasmuch as Lee University is a “smoke-free”
environment, the use of tobacco in any form is not permitted on campus. (See “Rules of Discipline,”
7-1).

EMPLOYMENT OF RELATIVES

It shall be the policy of Lee University to employ only one member of a respective family within
the same department. Exceptions to this policy must be approved by the President. 

HARASSMENT

Lee University is committed to providing a work environment free of harassment and/or hostility.
The University maintains a strict policy prohibiting harassment because of race, color, sex, religion,
disability, national origin, age, veterans’ status, or other basis protected by law.

This Policy applies to all persons involved in the operations of the University. The University will
not tolerate harassment, towards or by any faculty, supervisor, co-worker, student, visitor or represen-
tatives of other businesses with whom you interact as part of your employment.  

Unlawful harassment may include:

(i) racial epithets, derogatory remarks relating to one of the categories protected by federal,
state, or local law (e.g., race, color, religion, sex, national origin, age, disability, and veter-
ans’ status), and unwanted sexual advances, invitations, or comments;

(ii) any discriminatory conduct that creates a hostile work environment for employees because
of their race, sex, age, national origin, religion, color, disability, veteran status, or other basis
protected by law;

(iii) retaliation for having reported or threatened to report harassment, or participating in an
investigation.
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SEXUAL HARASSMENT 

The Equal Employment Opportunity Commission (EEOC) has issued guidelines interpreting the
Civil Rights Act of 1964’s (Title VII) sexual harassment prohibition.  Sexual harassment is defined in
these guidelines as follows:

... Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature constitute sexual harassment when (1) submission to such conduct is made either
explicitly or implicitly a term or condition of an individual’s employment, (2) submission to or rejec -
tion of such conduct by an individual is used as the basis for employment decisions affecting such indi -
vidual, or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive working environment. 29 C.F.R.
€1604.11 (1993).

Any sexually harassing conduct in the workplace, whether committed by supervisor, non-supervi-
sory personnel, or customers, is strictly prohibited, including, but not limited to:

1. Unwelcome sexual flirtations, advances, or propositions; 
2. Verbal or written abuse of a sexual nature; 
3. Graphic verbal comments about an individual’s body;
4. Sexually degrading words used to describe an individual; and
5. The display in the workplace of sexually suggestive objects or pictures.

Reporting Harassment

While the University encourages you to communicate directly with the alleged harasser, and make
it clear that the harasser’s behavior is unacceptable, offensive, or inappropriate, it is not required that
you do so.  It is essential, however, that you notify your supervisor and, if necessary, any other mem-
ber of management or Director of Human Resources immediately even if you are not sure the offend-
ing behavior is considered harassment.  If the complaint involves your supervisor, you are to contact
the Director of Human Resources.  If the complaint involves the Director of Human Resources, you
are to contact the Vice President for Business and Finance.  Appropriate investigation (in a manner that
seeks to ensure confidentiality) and disciplinary action will be taken. 

Allegations of unlawful harassment will be taken seriously and will be promptly investigated.
Any employee found to be responsible for unlawful harassment will be disciplined as appropriate, up
to and including termination of employment. 

The University prohibits any employee from discriminating or retaliating in any way against any-
one who has raised any concern about harassment or discrimination against another individual.  No
adverse employment action will be taken for any employee solely for making a good faith report of
alleged harassment.  In fact, any employee found to be responsible for discrimination or retaliation
against anyone who has raised any concern about harassment or discrimination will be disciplined as
appropriate, up to and including termination from employment.

The University recognizes that the question of whether a particular course of conduct constitutes
sexual harassment requires a factual determination.  The University recognizes also that false accusa-
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tions of sexual harassment can have serious effects on innocent persons.  If an investigation results in
a finding that a person who has accused another of sexual harassment has maliciously or recklessly
made false accusations, the accuser will be subject to appropriate disciplinary action including dis-
charge.

MISCONDUCT

Lee University follows in the tradition set by other institutions of higher learning to maintain a tra-
dition of integrity, honesty, professionalism and dignity and appreciates the support of all employees.
Therefore, the University sets forth the following policy regarding the reporting and investigation of
any acts of unprofessional or illegal conduct.  

All employees of the university are required to report any alleged or suspected unprofessional or
illegal activity directly to the President or an individual appointed directly by the President for this pur-
pose. Unprofessional or illegal activity is discouraged and appropriate disciplinary action will be taken
against any of the university’s employees, volunteers or students who, after an investigation have been
deemed to have participated in such unprofessional or illegal conduct. If the unprofessional or illegal
conduct is of such a character that outside agencies are needed, the university, in its discretion and in
its sole judgment will cooperate with appropriate federal, state and local agencies. All university
employees are encouraged to report any suspected unprofessional or illegal activity in order to main-
tain the integrity and dignity of Lee University.

Every reasonable effort will be made to limit voluntary disclosure of information about any sus-
pected unprofessional or illegal conduct to those within or outside the university. Certain records of
the University, however, are open to the public and the university cannot limit access to those records.  

Any employee believing he/she has knowledge of or suspects unprofessional or illegal activity by
any employee, volunteer or student at Lee University is responsible to communicate this information
to the President or the individual designated by the President to receive this information. The infor-
mation will be reviewed, and if deemed necessary, an inquiry will be initiated into the allegations.  All
reasonable efforts will be made to protect the confidentiality of the individual who reports the alleged
unprofessional or illegal activity. This includes every reasonable effort to prevent retaliation by any
employee of the university. However, if the allegation is deemed to be false and motives other than
those set forth in this policy are determined in the investigation, the university reserves the right to
pursue disciplinary action against the individual who reported the false allegation.

As a part of the investigation process, the President or the duly appointed representative may
request the individual making the allegations and the individual against whom the allegations are made
to present evidence on their behalf, either orally or in writing. Additionally, a three member panel may
be appointed by the President, or the duly appointed representative. The three member panel may be
made up of one senior member of administration, one tenured university professor and another appro-
priate individual selected by the President. The three member panel will conduct an investigation and
make a report to the President within sixty days regarding the allegations or unprofessional or illegal
conduct.  The report must include evidence the committee reviewed, including the individuals with
whom the committee talked and all documents reviewed. Based on the report of the committee, the
university will determine the appropriate disciplinary action to be taken.

If an allegation of unprofessional or illegal conduct, after investigation, proves to be unfounded,
the President will undertake diligent efforts to give notice to all participants of the inquiry or those
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involved in the inquiry that the allegations against the individual were unfounded. The President, or
the duly appointed representative, will initiate the appropriate disciplinary procedures.  

Failure to report any unprofessional or illegal activity will result in disciplinary procedures insti-
tuted against the employee failing to report the activity.

CONFLICT OF INTEREST POLICY

This statement sets forth the policy and procedures of Lee University (the “University”) regarding
conflicts of interest as they apply to all employees of the University. The policy and procedures set
forth here are subject to modification from time to time as the University determines appropriate.

A. Defining Conflict of Interest

Generally, a conflict of interest occurs when an employee either (1) has an existing or potential
financial or other interest which impairs, or might appear to impair, the employee’s independent
judgment in the discharge of responsibilities to the School or (2) may receive a material financial
or other benefit from knowledge or information confidential to the School.

An employee shall be considered as having a personal interest, not only if he/she has a direct per-
sonal interest, but also if there will be benefit to a member of his/her family (by which is meant
the employee’s spouse or domestic partner and dependent children) or to any business enterprise
in which the employee has a substantial interest or to any business enterprise in which any mem-
ber of his/her family has a substantial interest or to any business enterprise in which he/she or a
family member serves as a director, trustee or officer.

A conflict of interest arises from the situation, rather than from the character, or even the actions,
of the individual. Thus, when an employee has a financial interest at variance with his/her duty to
the University, a conflict of interest will exist, even if the employee acts without regard to his/her
financial interest.

Employees should conduct their affairs so as to avoid or minimize conflicts of interest and must
respond appropriately when a conflict of interest arises. Any employee who has a question as to
whether a situation will give rise to a conflict of interest is urged to discuss the matter promptly
with the Vice President for Academic Affairs and/or the Vice President for Business and Finance.

B. Required Disclosures

All conflicts of interest must be disclosed to the Vice President for Academic Affairs and/or to the
Vice President for Business and Finance.  Moreover, common sense must prevail in the interpre-
tation of the disclosure requirements of this policy. That is, if a reasonable person could be expect-
ed to question a relationship or financial interest, it should be disclosed and approval sought. 

Without limiting the generality of the foregoing, the following applies to conflicts of interest rela-
tion to any project sponsored by a governmental agency or other third party.

1. Initial Disclosures in Connection with Sponsored Projects

Prior to the University entering into any sponsored project proposal in which any employee
who is an intended investigator on the project, or any member of his/her family, has a “sig-
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nificant financial interest,” as defined below, the employee must disclose that interest to the
Vice President for Academic Affairs and/or the Vice President for Business and Finance.

A “significant financial interest” means anything of monetary value, including but not limit-
ed to salary or other payment for services (e.g., consulting fees or honoraria); equity interest
(e.g., stocks, stock options or other ownership interest): and intellectual property rights (e.g.,
patents, copyrights and royalties from such rights).

Examples of a “significant financial interest” by an employee or a family member in a proj-
ect include, but are not limited to, an employment or consulting arrangement with, and/or
other financial interest in, the proposed sponsor of the project or any proposed subcontractor,
vendor, collaborator or any entity affiliated with any of the foregoing.

The employee must disclose both existing and pending relationships with any of the forego-
ing entities, the relationship of the proposed University project or other activity to that entity
and the means by which the employee will ensure separation of his or her role in the project
from the role or interest of the employee (or his/her family member) in the entity.

2. Subsequent Disclosures in Connection with Sponsored Projects

During the period of any sponsored project, each employee working in that project must
update any initial disclosure of a “significant financial interest” annually or at such more fre-
quent intervals as the University may require.

In addition, each employee who is involved in the project must immediately disclose any sub-
sequent “significant financial interest” at the time it arises.

C. Review of Disclosures

The Vice President for Academic Affairs and the Vice President for Business and Finance are des-
ignated by the University to review all disclosures under this policy.  In this capacity, they will
determine whether a conflict of interest exists and determine what conditions or restrictions, if any,
should be imposed to reduce or eliminate such conflict of interest.

In appropriate circumstances, a conflict, or potential conflict, of interest may be referred to any
outside entity for management. For example, a conflict related to an NSF project may be referred
to the NSF’s Office of General Counsel.

D. Enforcement of this Policy

A violation of any provision of this policy may subject an employee to sanctions, up to and includ-
ing termination of employment.

REHIRE POLICY

An employee with a break in service greater than 3 months will be considered as a new employ-
ee if rehired by Lee University. This rehire policy applies to all benefits, vacation accrual, sick days,
and seniority.
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FRINGE BENEFITS

BEREAVEMENT LEAVE

In case of death in the immediate family, employees are granted when necessary, up to three (3)
days leave with pay. Immediate family consists of spouse, parent, child, sibling, grandparent, grand-
child, mother-in-law, father-in-law, daughter-in-law, son-in-law, spouse’s grandparent, or a relative
living in the employee’s residence.

CHRISTMAS GIFT

As funds are available, employees of Lee University will be given an amount equal to one week’s
pay as a Christmas gift. The check will be written during the first week in December.

1. Employees who have been employed one full year or more on or before November 15 shall
receive one week’s salary.

2. Those employees who have been employed less than one year, but more than eight months on
November 15, shall receive 75% of one week’s salary.

3. Those employees who have been employed less than eight months, but more than three
months on November 15, shall receive 50% of one week’s salary.

4. Those employees who have been employed less than three months on November 15, shall
receive 25% of one week’s salary.

5. Those employees who work less than forty hours per week shall receive a gift according to the
same schedule as full-time employees based on their average weekly hours.

COMPUTER PURCHASE

A full-time employee interested in purchasing a computer through the university should contact
the Office of the Vice President for Business and Finance to apply for a payroll deducted loan. The
loan must be paid in full by May in the year of the loan. Computers purchased for home use will be
sold at the university’s cost, however, all ongoing support will be the responsibility of the employee
and the vendor. If an employee wishes to use his/her Gateway computer on campus and utilize the
backbone for connecting to the Internet and campus related file servers, the Information Services and
Technology staff will assist in the setup and maintenance of the computer, provided enterprise hard-
ware standards are followed.

CREDIT UNION

Two credit unions are available for membership by university employees and their immediate fam-
ily members. Cleveland/Bradley County Teachers Federal Credit Union and Pathway Credit Union
offer a full range of financial services for their members. These services include but are not limited to
savings accounts, draft accounts, loans and/or automobile insurance by payroll deduction. In addition,
tax deferred contributions to Individual Retirement Accounts (IRA) can be handled through payroll
deduction. Applications for membership in the Pathway Credit Union are available in the Office of
Human Resources. Membership applications are made directly to the Cleveland/Bradley County
Teachers Federal Credit Union office at 420 Central Avenue.
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DEVOS RECREATION COMPLEX

All employees may have access to the DeVos Recreation Complex under the following guidelines:
(1) Entrance is obtained by showing your Lee University staff identification card. Family members
must also present a Lee University identification card. Cards may be obtained in the Campus Safety
Office. (2) Children under the age of 16 MUST be supervised. (3) Guest passes may be obtained
through the Student Life office and are the property of the staff member. Staff must accompany their
guests when visiting the complex.

EMPLOYEE COUNSELING

In an effort to help employees perform well and succeed, cost-free counseling service is available.
Any employee may schedule a counseling session by calling the Office Coordinator in the Office of
Counseling and Testing.

EMPLOYEE WELLNESS PROGRAM

All staff working 20 hours or more per week are eligible to participate in HealthSmart, the uni-
versity’s wellness program, at no cost to the employee. HealthSmart includes a Health Risk
Assessment, Wellness Profile, and educational follow-up. Incentives are given to all program partici-
pants.

FAMILY AND MEDICAL LEAVE

Under the Family and Medical Leave Act of 1993 (FMLA), qualified employees are entitled to up
to 12 weeks of unpaid leave per year for the birth or adoption of a child, to care for a spouse or an
immediate family member with a serious health condition, or when unable to work because of a seri-
ous health condition. Employees must have worked one year, and 1250 hours during the previous 12
months, in order to be eligible for Family and Medical Leave. 

The employee must request a Family and Medical Leave through his/her supervisor. FMLA
request forms are available in Human Resources. Employees participating in Lee University insurance
plans will continue to be covered during the leave period as long as the employee continues payment
for their portion of the insurance premiums. The employee will be reinstated to the same or an equiv-
alent position upon return to work after the leave period ends. 

FLEXIBLE BENEFITS PLAN

New full-time employees may elect to participate in the Flexible Benefits Plan after 90 days of
employment. Flex consists of five types of accounts: Insurance Premium Redirection Account, Health
Care Reimbursement Account, Dependent Care Reimbursement Account, Individual Purchased
Insurance Premium Reimbursement Account, and Transportation Expenses Account. The Insurance
Premium Redirection Account allows an employee to pay for insurance premiums tax-exempt. The
Health Care Reimbursement Account allows an employee to set aside money tax-exempt to help pay
for expenses not covered by medical insurance. The Dependent Care Reimbursement Account allows
an employee to set aside money tax-exempt to help pay for dependent care services that are necessary
in order for the employee or spouse to go to work.  The Individual Purchased Insurance Premium
Reimbursement Account offers the employee the opportunity to be reimbursed for privately purchased

LEE UNIVERSITY ADMINISTRATIVE/SUPPORT STAFF HANDBOOK

3-2



insurance premiums, including health, disability, cancer, and term life insurance. Group insurance pre-
miums deducted from the employee’s paycheck for employer-sponsored plans do not qualify within
this category. Nor are the insurance premiums deducted from an employee’s spouse’s employer eligi-
ble. The Transportation Expenses Account allows for reimbursement for costs associated with a com-
muter highway vehicle to travel to and from work each year.

Employees may elect to participate or make changes in their Flex accounts during the month of
October for the following plan year (November 1-October 31). This benefit plan is covered under the
Health Insurance Portability and Accountability Act (HIPAA) of 1996. A Privacy Statement will be
disseminated to all new participants of the plan at the time of enrollment.  

GROUP INSURANCE PLAN

Health Insurance

Health insurance is available to all full-time employees. Eligibility begins after 90 days of employ-
ment.  Fifty percent of the employee’s premium and twenty-five percent of the premium for depend-
ent coverage will be paid by the university.

Dental Insurance

All full-time employees are eligible to participate in a dental insurance plan after 90 days of
employment. Fifty percent of the employee’s premium and twenty-five percent of the premium for
dependent coverage will be paid by the university.

Consolidated Budget Reconciliation Act (COBRA) of 1985

Under COBRA, plan participants (employees and insured family members) who receive coverage
under a Group Health Plan may be eligible to elect to purchase continued coverage at group rates if a
qualifying event occurs (termination of employment, reduction to part-time status, retirement, death,
divorce, or disability). If requirements are met, employees may extend their coverage for 18 months.
Disabled employees may extend their coverage for 29 months. If a covered dependent child ceases to
be eligible for dependent coverage under a Plan, the child can elect to purchase COBRA coverage for
up to 36 months. The university is permitted to charge up to two percent of the premium as an admin-
istrative fee.

Health Insurance Portability and Accountability Act (HIPAA) of 1996

HIPAA provides better access to health insurance coverage for those employees who change or
lose their jobs; limits exclusions for pre-existing conditions; prohibits discrimination against employ-
ees and dependents based on their health status, provides for guaranteed renewability and availability
of health coverage to certain employees and individuals, administrative simplification of health plans
and develops privacy standards for the protection of an individual’s medical information.

The employee must show that his/her previous health insurance coverage was “creditable cover-
age” provided by a group health plan, an individual policy, Medicare, Medicaid, Military coverage, or
state coverage such as: Tenncare. Creditable coverage is lost if the individual has a break in coverage
that exceeds 63 days.  
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With the passage of HIPAA, Lee University and its employees are unable to discuss specific med-
ical history, treatment, and/or condition of any employee. These types of questions may be discussed
with our insurance plan provider directly.  Contact information is available through Human Resources.

Life Insurance

A $15,000 Life/AD&D insurance policy is available to all full-time employees after 90 days of
continuous employment. Dependent life coverage includes $5,000 for an employee’s spouse and cov-
erage for dependents based on age. Ninety percent of the premiums will be paid by the university.

Long Term Disability Insurance

Long-term Disability Insurance provides financial protection for employees in the event of dis-
ability. Eligibility for participation is open to all full-time employees after 30 days of continuous serv-
ice. Fifty percent of the employee’s premium is paid by the university.

HEALTH CLINIC

Employees have access to health care services provided by the Lee University Health Clinic at no
charge as follows:  limited treatment for minor illnesses, first aid, and blood pressure checks. Allergy
injections ordered by a physician may be administered by Health Clinic staff when a physician is pres-
ent. An employee may make an appointment to see the attending physician after he/she has been exam-
ined by the nurse. If the medical condition requires on-going care, the employee will be referred to a
private physician. Laboratory tests ordered by the physician may be administered by Health Clinic
staff at a reduced cost. Flu vaccines are offered each Fall at a minimal charge.

JURY DUTY

Lee University encourages employees to serve as jurors when summoned for jury duty. In the
event jury service requires the employee to be absent from his/her normal work shift, the employee
should notify the supervisor immediately upon receipt of a jury summons. The University will pay the
difference between jury pay and the employee’s regular pay. The employee should submit a statement
from the court clerk, showing hours served and amount paid for jury service, to the supervisor.
Employees will accrue seniority and benefits while serving on a jury and will be reinstated to the same
or an equivalent position upon their return from jury service.

LEAVE OF ABSENCE

An employee may apply to the President through his/her supervisor for professional leave without
pay.  In the event that a leave is approved, the employee will continue to accrue seniority. During a
professional leave of absence, all fringe benefits cease. Group health and dental insurance benefits will
cease unless the employee elects to continue coverage as provided by COBRA (3-12). COBRA elec-
tion and payment of premiums may be arranged through Human Resources.

MATERNAL INFANT BONDING LEAVE

As provided by the Tennessee Maternal Infant Bonding Leave, full-time female employees who
have worked at least 12 consecutive months may take up to four months of unpaid leave for pregnan-
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cy or childbirth. Employees participating in Lee University insurance plans will continue to be cov-
ered during the leave period as long as the employee’s portion of premiums continues to be paid. The
employee must give at least three months advance notice of intent to take such a leave (unless a med-
ical emergency makes the leave necessary) in order to be reinstated to the same or equivalent position
upon returning to work.

MILITARY LEAVE

Lee University supports armed forces personnel by granting military leave when an employee is
called to active duty. When the necessity for military leave is known in advance, the employee should
provide his/her supervisor at least two weeks’ written notice. Otherwise, the employee should give
notice as soon as possible. Military leave is unpaid. The employee will accrue seniority and benefits
while on military leave. The employee should notify his/her supervisor at least two weeks prior to
returning from active duty to arrange reinstatement. Upon return from military leave, the employee
will be reinstated to the same or an equivalent position.

OPTIONAL INSURANCE PROGRAM

The university sponsors several optional insurance plans for permanent employees. Eligible
employees may purchase insurance for short-term disability, cancer, intensive care, long-term care,
accident protection, hospital indemnity, and term life at discounted rates. Premiums are paid 100 per-
cent by the employee through payroll deduction. Enrollment materials and information are available
in Human Resources.

PAID HOLIDAYS

New Year’s Day Fall Break (Friday)
Spring Break (Friday) Thanksgiving Day & Friday
Good Friday Christmas Eve & Christmas Day
Independence Day

When any of the above holidays fall on a weekend, a paid work day will be given as approved by
the President.

PERSONAL DAYS

Each employee will be granted two personal days a year which must be approved by the supervi-
sor. An employee will not receive pay for personal days not taken at the end of the calendar year nor
will the employee be allowed to accumulate personal days.

PURCHASE DISCOUNTS

Lee University employees will receive purchase discounts as follows:

Pathway Bookstore, Pathway Press 20% discount (cash), 15% discount (credit)
Follet Campus Store 10% discount
Deacon Jones Dining Hall discounted meal prices
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RETIREMENT PLANS

Two retirement plans are offered to employees: the Church of God Minister’s Retirement Plan and
the Lee University Retirement Plan through Teachers Insurance and Annuity Association-College
Retirement Equities Fund (TIAA-CREF).

Church of God Minister’s Retirement Plan

The Church of God Retirement Plan was established January 1, 1983, to provide benefits to the
plan members and their surviving spouses and beneficiaries upon the retirement, disability, or death of
such members in accordance with plan provisions. Each participant may contribute any amount of
his/her salary up to 20% annually through a salary-reduction agreement. The university will forward
these contributions to the Church of God Benefits Board.

Lee University Retirement Plan

An employee becomes eligible to participate in the TIAA/CREF defined contribution retirement
plan at the beginning of the 12-month period during which they are credited with at least 1,000 hours
of service and have attained the age of 21. Students are not eligible to participate in the Plan if employ-
ment is incidental to an educational program. Plan contributions are made on a before-tax (salary
reduction) basis.  

PLAN CONTRIBUTIONS AS A PERCENTAGE OF REGULAR SALARY

CONTRIBUTIONS SCHEDULE BY YOU* BY YOUR INSTITUTION*
0 2

or 1 2
or 2 2
or 3 3
or 4 4
or 5 5

*The Institution will contribute 2% for all Eligible Employees, whether or not they elect to make
a contribution. All employee contributions are voluntary. An opportunity is given twice annually,
January and July, for employees to change their contribution election. The Institution will match
employee contributions beyond the 2% level if the employee contributes 3, 4, or 5%. The university’s
contribution percentage is paid on an employee’s base pay which does not include overtime, bonuses
or other types of excess pay.

Employees will receive an enrollment kit from Human Resources prior to their eligibility date to
allow time to complete the application process. The application must be completed in order for uni-
versity contributions to begin.

TAX-DEFERRED ANNUITY PLAN

Employees may participate in a Tax-Deferred Annuity Plan (TDA) through TIAA-CREF.
Eligibility begins immediately following employment at the university. Students are not eligible to
participate in the Plan if employment is incidental to education. Enrollment materials are available in
Human Resources.
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WORKERS COMPENSATION

All Lee University employees are covered by insurance as specified in the Wo r k e r’s
Compensation Law. In the event an employee is injured on the job, no matter how slight, he/she should
report the injury to his/her supervisor within 24 hours of the occurrence. The supervisor will file an
Accident Report with Human Resources and the University Health Clinic. 

Medical treatment is available at no cost to the employee if he/she selects a doctor from the Panel
of Physicians. This panel contains health care providers approved by the University for treating on-
the-job injuries and is posted on the Human Resources bulletin board in the Higginbotham
Administration Building, and on the Physical Plant bulletin board.  The Lee University Health Clinic
staff is also available to treat the employee, if he/she so desires. Human Resources will notify the
Workers’ Compensation Insurance carrier when a work injury occurs. Documentation of an injury
must be reported in a timely manner in order for benefits to be paid.
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GUIDELINES FOR EMPLOYEES

ABSENCE

Lee University recognizes the fact that there are occasions when an employee will, of necessity,
have to be away from his job. In such cases, the supervisor will be as understanding and generous as
possible. When an employee must miss work, his/her supervisor should be notified in advance, if pos-
sible, in order to give prior approval of the absence.  (See “Rules of Discipline,” 7-1).

CHAPEL ATTENDANCE

During the school year, chapel services are held each week on Sunday, Tuesday and Thursday. All
employees are encouraged to attend and participate in the Tuesday and Thursday chapel services held
from 10:40 a.m. until 11:30 a.m. Employees will be paid during the time they attend the week-day
chapel services.

COMPANY-OWNED EQUIPMENT

Personal use of university-owned tools, equipment, property, etc. shall be governed by the man-
agement of the responsible department. Employees wishing to borrow Lee University property for per-
sonal use must receive permission from management before this equipment can be taken from the
premises.

CONFIDENTIALITY AGREEMENT

By the nature of some positions within the university and the exposure to certain confidential
information and/or other information regarding the overall business operations and/or the overall oper-
ations of the department, an employee may be required to sign an Employee Confidentiality
Agreement. This agreement asks that the employee not divulge or pass any confidential information
to any other school, university, and/or other individual or entity for any reason.  The consequences of
breaking this agreement may be a formal reprimand or termination.

DRESS/ATTIRE

The following is a set of guidelines which will apply to all employees when they are on the job:

1. The appropriateness of apparel will be judged by two standards: modesty and professionalism.
All employees should dress in a manner that meets a scriptural standard of personal modesty
and which reflects the professional role which the employee plays in the workplace.

2. When these two standards are met, there is no basis for specifically prohibiting the wearing of
dress slacks or pantsuits by female employees.

3. The vice president of each sector is responsible for assuring that these two standards are main-
tained, and will have the authority to modify guidelines, or to specify dress for any employee
within his/her scope of supervision.
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4. Two specific guidelines will continue to be observed throughout the university:
a. The wearing of jeans, shorts, stretch pants, or stirrup pants will be considered inappropri-

ate for any employee, unless specifically approved in individual cases.
b. Male administrators will wear a coat and tie during regular office hours.

SELLING MERCHANDISE

Anyone wishing to sell merchandise on campus for organizations or for personal reasons should
first obtain prior approval from the supervisor of the department visited.

SOLICITATION FOR GIFTS

All solicitation of funds for gifts to employees must be approved by the supervisor and confined
to the department in which he/she has been working.

TARDINESS

The work schedule for Lee University employees is Monday through Friday, 8:00 a.m. until 5:00
p.m. Breaks for lunch will vary among departments. Employees should be on time and tardiness is
subject to disciplinary action. (See “Rules of Discipline,” 7-1).

TECHNOLOGY & INTERNET USE 

Employees of the university may be provided access to technology resources such as computers,
telephones, copiers, audio/video equipment and the Internet to assist in performing the employee’s job.
A policy has been established to govern the use of Lee University’s technology and Internet resources.  

No privacy is afforded employees in anything viewed, downloaded, created, stored, sent or
received on the computer system. It is not a practice of the university to monitor all electronic com-
munications; however, the university reserves the right to examine any electronic communication or
data if inappropriate use is suspected.  A decision to intercept and examine electronic communications
must be by consensus of the appropriate sector Vice President and the President.  As a provider of a
communications service, Lee University may monitor or log usage originating from its systems and
equipment.

By acknowledging receipt and acceptance of the university’s Technology and Internet Use Policy,
each employee consents to Lee University’s interception of email messages and other forms of elec-
tronic communications. The computer system belongs to Lee University and is intended for business
purposes. The Policy may be read in it’s entirety in the Office of Information Services and Technology
or Human Resources. New employees who are provided access to technology resources will be given
a copy of the Policy and asked to acknowledge receipt and acceptance of the Policy.

Employees may not illegally copy material protected under copyright law or make that material
available to others for copying. Employees are responsible for complying with copyright law and
applicable licenses that may apply to software, files, graphics, documents, messages, and other mate-
rial they wish to download or copy.
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TELEPHONE CALLS

Employees should refrain from making personal calls during work hours and are instructed to
advise friends and family to call only when absolutely necessary.  Personal long distance calls are per-
mitted only when the employee uses his/her personal telephone credit calling card or charges the call
to his/her home telephone.

VISITS FROM FAMILY OR FRIENDS

Frequent visits from employee’s children, spouse or friends are discouraged.
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ADMINISTRATIVE STAFF

Administrative Staff employees provide direct support to sector Vice Presidents. Responsibilities
include setting departmental goals and outcomes, managing departmental budgets, directing the oper-
ations of the unit, supervising and/or recommending employees for hire, promotion, and/or termina-
tion, and exercising discretion and independent judgment in carrying out the mission of the universi-
ty. This position carries an exempt status and affords the employee associate faculty status. An annu-
al salary award letter is provided to the administrative staff employee with an understanding that either
party (the employee or the institution) may end the arrangement with a 30 day notice.

Associate faculty status does not inherently include rank, tenure status or voting privileges; how-
ever, some administrators may hold certain faculty privileges as a result of prior service or as award-
ed through the appropriate faculty processes. Administrative staff employees are encouraged to attend
all faculty meetings. In the event the administrative staff employee teaches a class, the Faculty
Handbook should be consulted in reference to his/her behavior in the classroom and regarding pay-
ment for those types of services.

Administrative staff employees are expected to represent the university in their respective fields
of expertise and the community in a way that upholds the mission and values of the university. They
are also expected to conduct themselves in a way that does not contradict the established doctrines of
the Church of God.

ASSESSMENT OF NON-ACADEMIC UNITS

In all non-academic units, directors are responsible for assessing the administrative objectives of
their unit. Through the Lee Effectiveness Assessment Plan (LEAP), non-academic units select three to
five administrative objectives annually and measure them according to “best practices” in assessment.
The six aspects of the LEAP are described below: 

(1) Mission – The unit mission statement describes the general purpose of the unit within the con-
text of the institution.  In addition to a general statement of purpose, the mission identifies the
services and processes through which this statement of purpose is accomplished.  The mission
statement is likely to remain the same from year to year unless your unit undergoes strategic
changes.

(2) Administrative Objectives (Long-list) – The long-list of administrative objectives is an
exhaustive list of the services and processes through which the unit fulfills its mission and
contributes to the overall effectiveness of the institution.  The format for the administrative
objectives includes three parts: (1) action verb(s) (2) what/who receives this action (3) a
description of the purpose of the action.

Example: (1) Cultivate relationships (2) with private foundations and government granting
agencies (3) to develop new sources for financial support of the institution.

The exhaustive list of administrative objectives (long-list) is likely to remain the same from
year to year unless your unit undergoes strategic changes.
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(3) Administrative Objectives (Short-list) – Three to five administrative objectives will be select-
ed (word for word) annually from the administrative objectives (long-list).  These three to five
objectives are often selected because you deem them as the most important in relation to your
unit’s mission or you deem them as the objectives in need of the most improvement.  These
three to five administrative objectives make up the short-list and consequently the basis for the
current year’s annual assessment report.

(4) Means of Assessment – For each administrative objective selected (short-list), you should cre-
ate two means of assessment.  In a typical assessment cycle, the administrative objectives
(short-list) and means of assessment are selected and defined at the beginning of the assess-
ment cycle.  Means of assessment may be quantitative or qualitative, depending on the objec-
tive itself and the information available.  While it is possible to utilize qualitative assessment
of objectives, it should be noted that the results should be based on appropriate measures of
effectiveness.  These measures include:

Measures of volume activity (i.e., number of clients served, circulation data, gross sales).
Measures of efficiency (i.e., average turnaround time for filling requests, timely
service/prompt response, budget information).
Measures of service quality (i.e., error rates, accuracy of information provided).
Client satisfaction surveys (i.e., student satisfaction survey, alumni survey, employer survey,
customer survey).
Other methods to obtain client feedback (i.e., focus groups, comments via email, evaluation
forms, suggestion box, hotline).
Staff discussions/evaluations of services to clients.
Review of existing data (i.e., departmental routine records/reports, institutional data, audits).
Standards/guidelines provided by professional associations such as SCUP, NACUBO.
Standards set by federal, state, country, city or Lee regulations.
External evaluators/auditors.
Benchmark/comparisons with peer institutions.

Means of assessment should be stated in future tense. In other words, you should be stating
what you expect to find if you indeed are meeting your administrative objective.  If a meas-
ure of client satisfaction is a means of assessment for an administrative objective, be explicit
in the level of satisfaction you expect in order to meet or exceed the objective.  The measure
should inform the reader how the institution/unit knows the administrative objective is being
fulfilled.

(5) Data from Assessment – The data from assessment section of the annual assessment report
simply reports the results of the analysis at the end of the annual cycle.  For each means of
assessment, did you meet your acceptable performance levels as stated in the means of assess-
ment section.

(6) Use of Results – The final section of the annual assessment report is the use of results section.
This section simply informs the reader what changes were made as a result of the assessment
process. This is commonly referred to as “closing the loop.”  If you collected data from the
assessment and you met your pre-stated means of assessment, then you have two choices: (1)
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up the ante next year, or (2) remove the objective from your short-list and select a new one for
the following year.  If you did not meet your pre-stated means of assessment, you indicate
what changes you are going to make to ensure that you meet your acceptable performance
level in the next annual assessment cycle.

EDUCATIONAL BENEFITS

Undergraduate Tuition

Full-time employees are eligible to take 6 undergraduate credit hours tuition-free per semester.
The number of hours that may be taken during working hours will be limited to three (3) during any
one semester. Prior approval of his/her immediate supervisor should be obtained before scheduling a
class. His/her spouse and dependent children are entitled to 100% tuition remission. Other fees are to
be paid by the employee. Disqualification may occur because of chapel probation. (Student Handbook,
p. 20). Any judgments or interpretation regarding this policy are to be made by the President. 

The university Cabinet has set a two-trip maximum for employees using their tuition benefit for
payment toward a Study Abroad trip.

Graduate Tuition

Full-time employees are eligible to apply for a graduate tuition scholarship provided by the uni-
versity. The scholarship is awarded on a semester basis to qualified employees, their spouse and
dependent children. The scholarship provides 100 percent of the tuition expense for six hours of grad-
uate level courses for the employee.  Additionally, the scholarship provides 100 percent of the tuition
expense for the spouse of an employee and 50 percent of the tuition expense for the dependent chil-
dren of the employee taking graduate level courses.

EVALUATION PROCESS       

Lee University is committed to periodic evaluation of the performance of administrators to pro-
mote professional development and effectiveness of all operational sectors in achieving the goals of
the institution.  Administrative staff are evaluated in two basic ways.  First, evaluation is a continuous
process involving appropriate supervision and monitoring by the administrator’s supervisor with reg-
ular feedback as needed.  As a means of monitoring progress, administrative staff members are asked
to make weekly progress reports to their supervisor or vice president who in turn submits a sector
progress report each week to the President.

Second, annual evaluations of administrative staff are used to assess progress in achieving annu-
al goals and to make personnel decisions such as reappointment or promotion. Methods and techniques
of evaluation of administrative staff vary from sector to sector and are determined by the respective
vice presidents. Each spring the vice presidents are asked to prepare evaluations of their administra-
tive staff personnel in a report to the President along with recommendations concerning reappoint-
ment, salary adjustments, etc. The President makes his annual personnel recommendations of admin-
istrators to the Board of Directors and, as needed, evaluations of administrative staff whose appoint-
ments are being renewed.
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GLOBAL PERSPECTIVES

Administrative staff members may lead or accompany Lee University-sponsored off-campus
study trips by meeting all of the following requirements:

Meet the SACS requirement (18 hours of graduate-level work in the respective field) for college-
level instruction;
Have the approval of his/her vice president to participate in the trip and to be away from the office
during the trip;
Have the approval of the respective department chair to teach the course(s) in question and to lead
the trip;
Have the trip approved by the Global Perspectives Office and be approved by that office to lead
the trip.

For specific instructions on how to submit a study abroad program proposal to the Office of Global
Perspectives, administrative staff members should refer to the Global Perspectives Faculty Manual.

GRIEVANCE PROCEDURE

Lee University recognizes that problems involving employer-employee relations will arise from
time to time. We believe that it is in the best interest of both Lee University and our employees to
resolve these matters as soon as possible at the lowest possible level. In order that employees may be
assured fair consideration of their problem(s), a means of review and appeal, without prejudice, to
higher levels of authority has been established. This procedure provides an internal administrative
remedy; it does not, of course, preclude outside action in the courts. Employee problems or concerns
regarding Lee University rules, regulations, working conditions, or their application should be taken
up in the following manner.

The employee should first attempt to adjust the grievance informally by discussing it with his or
her immediate supervisor. If the matter is not adjusted to the employee’s satisfaction through informal
discussion, the employee may proceed to the formal grievance stage by presenting the grievance in
writing to the immediate supervisor, describing the adjustment desired. The supervisor will have 5 cal-
endar days in which to provide the employee an answer in writing.

If the employee is not satisfied with the answer from the immediate supervisor, he or she may take
the grievance to the second level of review. The grievance must be presented in writing to the second
level of review - the vice president of the respective sector. The second-level reviewing officer will
have 5 calendar days in which to provide the employee an answer in writing.

If the employee is not satisfied with the answer received from the second level of review, he or
she may take the grievance to the third and final level review. The third level of review will be the
president of the university. The president will have 10 calendar days in which to provide the employ-
ee an answer in writing. The decision of the president will be final and binding on all parties.

(Copies of all written grievances must be forwarded to Human Resources to be placed in the
employee’s permanent personnel file.)
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SALARY

Administrative salaries are set commensurate with experience within the approved university
salary structure for each employee classification.  Administrative salaries are paid in twelve monthly
checks on the fourth Friday of the month. The December check is paid before the Christmas holidays.
The period of a position appointment is from July 1 through June 30. Upon request, checks may be
deposited electronically. On the tenth of each month, upon a written request to the Business Office, an
administrative staff employee may receive an advance payment of up to $500. The balance of the
monthly salary will be paid on the fourth Friday of the month.  

Merit increases will be considered an important factor in the benefits received by an employee, as
recommended by the employee’s supervisor through the evaluation process and approved by the
President.

SICK LEAVE

Sick leave may be accumulated on the basis of one day for every month of full-time employment.
Accumulated sick leave may not exceed 30 work days. Sick leave should not be used for purposes
other than the illness of the employee or of an immediate family member of the employee. A physi-
cian’s statement may be required at the option of the supervisor.

TERMINATION OF EMPLOYMENT

Any employee wishing to terminate his/her service at Lee University should give no less than thir-
ty days notice, in writing, to his/her supervisor.

Involuntary termination may also occur for various violations of university employment policies
and practices. (See “Rules of Discipline,” 7-1 ).  Involuntary termination concerning the employment
of any administrator who has reached tenure status at Lee University only applies to the administra-
tive position in question. Removal of tenure status must follow due process as defined in Section IV
of Article V in the Faculty Constitution.  

VACATION

During the first year of employment, an employee may accumulate one day per month. Paid vaca-
tions are granted to employees according to the following scale:

Full 12 months 10 days
Five consecutive years 15 days
Ten consecutive years 20 days
Twenty or more consecutive years 25 days

The above scale is merely a guideline and not exclusive. This scale is not intended to imply the
Administrative Staff employee may only receive the stated amount of time off.  According to the work-
load of the department and requirements of the position, vacation time may be altered at the discretion
of the sector Vice President or President in order to benefit the institution or the employee. All vaca-
tion time must be approved by the sector Vice President and must be taken within the calendar year.
(Exceptions must be approved by the President).
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SUPPORT STAFF

Support Staff employees fall into two categories, exempt and non-exempt employees. Non-exempt
employees are eligible for overtime pay and one and one half times his/her regular pay rate for hours
worked more than 40 hours per week. An exempt employee is paid a salary and is exempt from any
overtime pay.

Support staff employees are expected to represent the university in the community in a way that
upholds the mission and values of the university. They are also expected to conduct themselves in a
way that does not contradict the established doctrines of the Church of God.

DEPARTMENTAL TRANSFERS

An employee may apply for a position in a different department if he/she so chooses. It is request-
ed that the employee give his/her supervisor prior notification of this application.

EDUCATIONAL BENEFITS

Undergraduate Tuition

Full-time employees are eligible to take 6 undergraduate credit hours tuition-free per semester
(benefit does not apply to summer sessions). The number of hours that may be taken during working
hours will be limited to three (3) during any one semester. Time away from the employee’s scheduled
work day must be made-up or the hours not reported to payroll. Prior approval of his/her immediate
supervisor should be obtained before scheduling a class. The university Cabinet has set a two-trip
maximum for employees using their tuition benefit for payment toward a Study Abroad trip.

When the employee has been continuously employed by the university for four years, the employ-
ee’s spouse and dependent children will be entitled to a 50 percent tuition discount. After eight years
of continuous employment, the discount will be 100 percent. This does not apply to fees other than
tuition. Disqualification may occur because of chapel probation. (Student Handbook, p. 20). Any judg-
ments or interpretation regarding this policy are to be made by the President. 

Graduate Tuition

Full-time employees are eligible to apply for a graduate tuition scholarship provided by the uni-
versity. The scholarship is awarded on a semester basis to qualified employees, their spouse and
dependent children. The scholarship provides 50 percent of the tuition expense for taking graduate
level courses.  

General Education Diploma

The university will provide financial assistance, including all applicable fees, to any employee
who chooses to complete a GED program. A cash bonus will be awarded to an employee who earns
the GED.
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EMPLOYEE AGREEMENT

Each new staff member is required to sign an Employee Agreement and return the completed form
to Human Resources. The Employee Agreement serves as verification that the employee has read and
understands the policies of the University. A copy of this form can be found in this Handbook (8-1).

GRIEVANCE PROCEDURE

Lee University recognizes that problems involving employer-employee relations will arise from
time to time. We believe that it is in the best interest of both Lee University and our employees to
resolve these matters as soon as possible at the lowest possible level. In order that employees may be
assured fair consideration of their problem(s), a means of review and appeal, without prejudice, to
higher levels of authority has been established. This procedure provides an internal administrative
remedy; it does not, of course, preclude outside action in the courts. Employee problems or concerns
regarding Lee University rules, regulations, working conditions, or their application should be taken
up in the following manner.

The employee should first attempt to adjust the grievance informally by discussing it with his or
her immediate supervisor. If the matter is not adjusted to the employee’s satisfaction through informal
discussion, the employee may proceed to the formal grievance stage by presenting the grievance in
writing to the immediate supervisor, describing the adjustment desired.  The supervisor will have 5
calendar days in which to provide the employee an answer in writing.

If the employee is not satisfied with the answer from the immediate supervisor, he or she may take
the grievance to the second level of review. The grievance must be presented in writing to the second
level of review - the immediate supervisor’s superior. The second-level reviewing officer will have 5
calendar days in which to provide the employee an answer in writing.

If the employee is not satisfied with the answer received from the second level of review, he or
she may take the grievance to the third and final level review. The third level of review will be the vice
president of the respective sector. The vice president will have 10 calendar days in which to provide
the employee an answer in writing. The decision of the vice president will be final and binding on all
parties.

(Copies of all written grievances must be forwarded to Human Resources to be placed in the
employee’s permanent personnel file)

MAKE-UP TIME

An employee will be allowed to make-up any time lost in order to maintain the work schedule.
Prior permission must be granted by the supervisor.

OVERTIME

Overtime will be allowed when working conditions demand it in order to maintain work sched-
ules. An employee will be paid one and one half times his/her regular hourly rate for all approved time
worked in excess of forty hours in one work week. Overtime must be approved by the supervisor and
the sector Vice President.
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PART-TIME EMPLOYEES

Part-time employees are those persons who work less than 30 hours a week on a regular schedule.
These employees are subject to all employment policies and practices as stated in the Handbook. Part-
time employees are not eligible to receive fringe benefits, with the exception of paid holidays, pro-
rated vacation days, and Christmas Gift.

PAYMENT OF WAGES

Nonexempt support staff wages are paid in weekly checks on Friday of each week. The December
check is paid before the Christmas holidays. The first week’s paycheck is held until the second week’s
payroll. Time cards are due to the Payroll Bookkeeper by noon on Monday immediately following
each work week. Upon request, checks may be deposited electronically.

Exempt support staff salaries are paid on a 12 month basis and checks are distributed on the fourth
Friday of each month. The December check is paid before the Christmas holidays. Upon request,
checks may be deposited electronically. On the tenth of each month, upon a written request to the
Business Office, an exempt support staff employee may receive an advance payment of up to $500.
The balance of the monthly salary will be paid on the fourth Friday of the month.

All salary increases are given in accordance with the salary structure.  Merit increases will be con-
sidered an important factor in the benefits received by an employee, as approved by the President.

SICK LEAVE

Sick leave may be used for illnesses suffered by the employee. Employee sick leave shall be given
according to the following schedule, based on the calendar year:

Employees with three months service be granted two days sick leave with pay.
Employees with one year’s service be granted three days sick leave with pay.
Employees with two years of unbroken service be granted four days sick leave per year with pay.
Employees with three years of unbroken service be granted six days sick leave per year with pay.
Employees with four years of unbroken service be granted eight days sick leave per year with pay.
Employees with five years of unbroken service be granted ten days sick leave per year with pay.
Employees will be allowed to accumulate up to thirty days of sick leave.

A physician’s statement may be required at the option of the supervisor.
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STAFF ADVISORY COUNCIL

The Staff Advisory Council consists of six staff members who are elected every April by the
Support Staff. Its functions are (1) to advise the President concerning staff interests and (2) to sched-
ule meetings with the President to discuss staff interests and concerns. The Council may consult with
other staff members as needed. Staff members may submit recommendations or questions in writing
to the Council. The Staff Advisory Council will meet periodically to discuss these recommendations
and any other issues pertaining to the overall development of the Support Staff. The chairperson shall
be elected among these members.

TERMINATION OF EMPLOYMENT

Any employee wishing to terminate his/her service at Lee University should give no less than two
weeks notice, in writing, to his/her supervisor.

Involuntary termination may also occur for various violations of university employment policies
and practices. (See “Rules of Discipline,” 7-1).

VACATION

During the first year of employment, an employee may accumulate one day per month. Paid vaca-
tions are granted to employees according to the following scale:

Full 12 months 10 days
Five consecutive years 15 days
Ten consecutive years 20 days
Twenty or more consecutive years 25 days

All vacation time must be approved by the supervisor and must be taken within the calendar year.
(Exceptions must be approved by the President).
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RULES OF DISCIPLINE 

NOTE:  Disciplinary action generally consistent with certain specific violations is listed below and on
the following pages. This list of violations and discipline is not exclusive and is not intended to imply
any employee may only be disciplined or terminated for the reasons specified and only in the manner
specified. ALL SUSPENSIONS ARE WITHOUT PAY.

FIRST SECOND THIRD FOURTH

1. Use of tobacco products on company 3-day suspension Discharge
premises.

2. Possession or use of alcoholic beverages Discharge
on company premises.

3. Reporting for work under the influence Discharge
of alcohol or drugs.

4. Possession of illegal weapons or firearms Discharge
on company premises.

5. Theft of property from company or Discharge
other employee.

6. Intentionally punching another employee’s Written warning Discharge
time card or having one’s own time card 
punched by another.

7. Assault on supervisor or other employee. Discharge

8. Falsifying company records. Discharge

9. Intentionally misusing or damaging 3-day suspension Discharge
company property of another employee.

10. Repeated failure to punch time card. Written warning 1-day suspension Discharge

11. Leaving premises during working hours 1-day suspension 3-day suspension Discharge
without permission.

12. Unauthorized operation of tools, Oral warning Written warning 1-day suspension 3-day suspension
machinery or equipment.

13. Disregard of safety rules. Written warning 1-day suspension 3-day suspension Discharge

14. Failure to wear specified safety Oral warning Written warning 1-day suspension 3-day suspension
equipment.

15. Stopping work before shift ends. Oral warning Written warning 1-day suspension 3-day suspension

16. Unauthorized absence. Written warning 3-day suspension Discharge

17. Creating or contributing to unsanitary Oral warning Written warning 1-day suspension 3-day suspension
conditions by poor housekeeping.

18. Insubordination by refusing supervisor’s 3-day suspension Discharge
order.
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FIRST SECOND THIRD FOURTH

19. Unauthorized soliciting of contributions Oral warning Written warning 1-day suspension 3-day suspension
on premises.

20. Lateness. Oral warning Written warning 1-day suspension 3-day suspension

21. Distributing printed matter on company Oral warning Written warning 1-day suspension 3-day suspension
premises without permission.

22. Failure to follow job instructions. Oral warning Written warning 1-day suspension 3-day suspension

23. Inability or unwillingness to work Oral warning Written warning 3-day suspension Discharge
harmoniously with other employees.

24. Removal of company records or release Discharge
of confidential information.
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EMPLOYEE AGREEMENT

I HAVE READ THE “LEE UNIVERSITY ADMINISTATIVE STAFF/SUPPORT STAFF HANDBOOK” AND UNDER-
STAND THE DUTIES, REGULATIONS AND POLICIES SET FORTH IN THE HANDBOOK. THE LEE UNI-
VERSITY EMPLOYEE AGREEMENT IS NOT A CONTRACT OF EMPLOYMENT
AND SHALL NOT BE CONSTRUED AS SUCH.

I understand that, Lee University reserves the right to skip any step in the discipline process depending upon the
severity of the offense.

Employee’s Name (please print)

Employee’s Signature Date Signed

Witness’ Signature Date Signed

NOTE: Return Original to Human Resources


