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WELCOME TO DONNELLY COLLEGE 
 
 

We are delighted to have you as an integral part of Donnelly College. We pride ourselves on hiring 

people, like you, who believe in our Mission and students, and who strive to do the best job possible in 

every situation. 
 

This Employee Manual is intended to provide you with a general understanding of the basic 

personnel policies of Donnelly College and the guidelines concerning your duties as an 
employee of Donnelly College. It contains general statements of policy and should not be 
read as including the fine details of each policy. All employees are responsible for reading 

this Manual and becoming familiar with its contents, as it will answer many commonly asked 
questions concerning your employment with Donnelly College. This Manual cannot, 
however, anticipate and address every specific situation or answer every question about your 
employment. If you have any questions regarding our personnel policies, procedures, 

guidelines or benefits, or you do not understand any provisions of this Manual, you are 
responsible for bringing your questions to our attention and discussing the matter with a 
member of the administration. 

 

This Manual is not a contract regarding the terms, conditions or duration of your employment, and the 

policies set forth in this Manual are not intended to create contractual obligations of any kind between 

you and Donnelly College. Your employment with Donnelly College is specifically “at will”, 

which means that your employment may be terminated either by you or by Donnelly College at 

any time, with or without cause or prior notice unless you are employed under a contract 

outlining the terms, duration, and conditions of your employment. 
 

Nothing contained in this Manual or in any other statement (whether written or oral) concerning the 
policies or philosophies of Donnelly College or the terms and conditions of your employment, including 

any statements made in connection with your offer of employment or any performance reviews, should be 
considered an express or implied promise of continuing employment under any circumstance. 

 

Donnelly College may, in its sole discretion, add to, change, revise, eliminate or deviate from any of the 

policies, procedures and/or benefits described in this Manual at any time, without prior notice. Donnelly 

College will attempt to keep this Manual current, but there may be times when polices will change before 

the material in this Manual can be revised. Certain policies and procedures set forth in this Manual may be 

applied differently in any given situation at the discretion of Donnelly College. As this document is 

frequently updated, employees should always view the most recently approved Manual that will be available 

for view and personal printing on the Donnelly College Website.  As the Manual references other official 

publications at the College, should there be a conflict between this manual and the other referenced 

sources, the information contained in this Manual will be considered current and in effect. 
 

Upon receipt of this Manual, you are required to read, sign and date the Acknowledgement of Receipt form 

attached to this Manual and promptly return it to the Human Resources Office. 
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HISTORY OF DONNELLY COLLEGE 

Donnelly College is an independent, co-educational college. Founded in 1949 by the Benedictine Sisters at 

Mount St. Scholastica in Atchison, Kansas and the Archdiocese of Kansas City in Kansas, it is a Catholic 

college affiliated with the archdiocese. Donnelly College has remained in the heart of Kansas City, Kansas 

since its founding. As a Catholic liberal arts college, Donnelly’s institutional vision derives from a belief in 

God and in the dignity of each person. As an educational institution, Donnelly believes that education can 

lead people to recognize their potential and value as human beings, to be aware of their relationship to 

God, and to function as constructive members of society. Over the years the College has expanded its 

programming to include Associates Degrees in a variety of disciplines; a Nursing Program; Bachelor’s 

degree programs in Organizational Leadership, Urban Teacher Education, and Information Services; dual 

credit programs with several local school districts; and a prison education program in several correctional 

facilities. 
 

MISSION 

Donnelly College is a Catholic institution of higher education that seeks to continue the mission of Jesus 

Christ in our time by making the love of God tangible in our world. 
 

Specifically, the mission of Donnelly College is to provide education and community services with a 

personal concern for the needs and abilities of each student, especially those who might not otherwise be 

served. 
 

ADDING, DELETING, REVISING POLICIES AND PROCEDURES 

Among other sources, recommended changes to the Employee Policy Manual may be brought through 

Administrative Council, or in the case of legal/federal mandated policies through the Vice President of 

Business Affairs. If approved through Administrative Council, the Vice President of Business Affairs will 

review the policy, review/collaborate with legal counsel, and then forward it to the President with a 

recommendation regarding approval. If the change/revision is due to a legal/federal mandate, the Vice 

President of Business Affairs will submit the policy with a recommendation regarding approval. If the 

change/mandate requires a vote by the Board, the President will present the change at a Board meeting. 

Those that do not require a vote of the Board will be approved by the President for inclusion in the Manual. 
 

The Vice President of Business Affairs will be responsible for updating and tracking all President- 

approved changes/additions to this manual and will present a report to the Finance Committee and 

Board of Directors at each scheduled meeting detailing all such changes. 
 

DONNELLY COLLEGE EMPLOYEE CODE OF CONDUCT 

As part of its mission, Donnelly College promotes an environment conducive to academic, social, spiritual, 

personal and physical growth for persons from a variety of economic, social, religious, racial, ethnic and 

national backgrounds. An individual who enters this college community voluntarily assumes obligations to 

accept the code of conduct of the institution and to promote its purposes and functions. The College may 

take disciplinary actions whenever employee conduct interferes with its responsibility of providing an 

opportunity for educational achievement or of protecting the rights, health and safety of the College 

Community. 
 

Employees are expected to maintain standards of conduct befitting mature and responsible citizens in an 

academic community and reflecting the mission of the College, including but not limited to the following: 
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1. All members of the community are expected to exhibit integrity and personal honesty in the 

classroom and in other campus affairs. 

2. Conduct which leads to embarrassment, physical harm, or indignities to other persons will not be 

tolerated. 

3. A genuine interest in all students and community members will be apparent/visible at all times, 

with a dedication to helping them learn to help themselves. 

4. The privacy of others will be respected, and information obtained in the course of duties will be 

held in the strictest of confidence. 

5. The rights and views of colleagues and those served will be honored, and all individuals will be 

treated with respect, courtesy, and in good faith. 

6. Harassment or discrimination in any form will not be tolerated or condoned at any time. 

7. Those that have the responsibility for employing and evaluating staff performance will do so in a 

responsible, considerate and equitable fashion. 

8. Individuals will not use their professional relationship to further their own interests, financial or 

otherwise. 

9. All personal behavior of community members must conform to standards of propriety congenial to 

the College's heritage and aims, as well as to the laws of the state and nation. 
 

Donnelly College adheres to the principle of equal education and employment opportunity without regard 

to age, race, sex, disability, or national origin. Further, the College is committed to the maintenance of an 

atmosphere of civility and respect for all students, faculty, and staff. 
 

Violation of the College’s Code of Conduct as described above may lead to disciplinary action(s) which may 

include termination. 
 

 

EMPLOYEE MISCONDUCT 

All employees share responsibility for keeping Donnelly College operating in a professional, safe, 
productive, efficient and orderly manner. Accordingly, any employee misconduct will not be tolerated, and 
may result in disciplinary action, up to and including immediate discharge, with or without a prior warning. 

 

While it is not possible to list all the forms of conduct and behavior that are considered unacceptable in 
the workplace or work-related settings, the following are examples of gross misconduct or infractions 

which jeopardize good working relationships, interfere with professional, safe, productive, efficient and 
orderly operations, and will not be tolerated: 

• Sexual harassment or any other unlawful harassment. 

• Discourteous treatment of other Donnelly College employees, students and suppliers. 

• Refusal or failure to perform assigned duties. 

• Insubordination or lying to a member of the administration, or other disrespectful or dishonest 
conduct. 

• Incompetence or failure to achieve and maintain reasonable levels of productivity and accuracy in 
performing duties. 

• Engaging in horseplay, or unsafe or negligent conduct that could or does result in personal injury or 

property damage. 

• Failure to immediately report a workplace or work-related accident. 

• Fighting, intimidation or threatening violence. 

• Intoxication or other violations of Donnelly College’s Drug and Alcohol policy. 

• Sleeping on the job. 
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• Removing Donnelly College property without permission, or waste or neglect of Donnelly College 
property. 

• Possession on Donnelly College’s premises or at an Donnelly College event (except to the extent that 
may be specifically permitted by applicable law), of firearms, weapons, explosives, or any other 
articles of a nature which may be hazardous to the health and safety of other employees or customers. 

• Unexcused absences or tardiness. 

• Theft or any other illegal activity. 

• Any other violations of any of the policies set forth in this Manual or established from time to time by 
the administration. 

 

Please remember that the foregoing list merely contains examples of misconduct or infractions which 
are deemed unacceptable and may result in disciplinary action, up to and including immediate discharge. 
There may be other situations in which the administration believes disciplinary action is appropriate 
considering an employee’s conduct or behavior. 

 

 

CONFLICTS OF INTEREST 

In connection with federal regulation 24 CFR 84 (Institutions of Higher Education, non-profit organizations), 

Donnelly College has developed the following addendum to the Code of Conduct that prohibits real and 

apparent conflicts of interest.  These may arise among officers, employees, or agents. This policy prohibits 

the solicitation and acceptance of gifts or gratuities for personal benefit in excess of minimal value. 
 

A conflict of interest exists when an employee takes work-related action because it benefits him/her 

personally. Biased decision-making may constitute corrupt conduct. 
 

As an example, no employee, officer, or agent shall participate in the selection, award, or administration of 

a contract supported by Federal funds if a real or apparent conflict of interest would be involved. Such a 

conflict would arise when the employee, officer, or agent, any member of his or her immediate family, his 

or her partner, or an organization which employs or is about to employ any of the parties indicated herein, 

has a financial or other interest in the firm selected for an award. 

The officers, employees, and agents of Donnelly College shall neither solicit nor accept gratuities, favors, 

or anything of monetary value from contractors, or parties to sub- agreements. However, the College may 

set standards for situations in which the financial interest is not substantial, or the gift is an unsolicited 

item of nominal value. The standards of conduct shall provide for disciplinary actions to be applied for 

violations of such standards by officers, employees, or agents of the College. 
 

An individual employee may often be the only person aware of the potential for conflict. It is therefore 

his/her responsibility to avoid any financial or other interest that could compromise the impartial 

performance of their duties, and disclose any potential, or actual conflicts of interest to their supervisor or 

other senior staff member. If employees are uncertain whether a conflict exists, they should discuss the 

related matter with their supervisor and attempt to resolve any conflicts of interest that may exist. 
 

To resolve any conflicts of interest that occur, or could occur, a range of options is available depending on 

the significance of the conflict. These options include: 
 

a) Documenting the details of the disclosure while taking no further action because the potential for 

conflict is minimal or can be eliminated by disclosure, or effective supervision. 

b) Relinquishing the personal interest. 

c) Being removed from the task/activity/situation where the conflict could occur. 
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d) Disputes over alleged conflicts of interest may be resolved through an appeal through the 

President’s Office. 
 

Acceptance of gifts or benefits 
 

a) Employees should not accept a gift or benefit that is intended to, or is likely to, cause them to 

give preferential consideration in the course of their duties. 

b) Employees should report to their immediate supervisor if they believe they have received or 

been offered a favor or benefit. 

c) Employees dealing with, or having access to, sensitive investigations, or sensitive commercial 

information, should be particularly alert to inappropriate attempts to influence them. 
 

The above limitations on gifts do not apply to wedding gifts and gifts exchanged between individuals on 

birthdays, holidays and other similar occasions, provided that the gifts exchanged are not substantially 

disproportionate in value. 

 
SAFETY 

 

Campus Crime Report 

Under the regulations of the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics 

Act, Donnelly College files an Annual Security Report with the United States Department of education which 

among many other things includes campus crime statistics. The full report is found on the Donnelly College 

website at www.donnelly.edu/clery. 

Campus Security 

Security Personnel can be contacted by calling 913-433-3350.  In emergency situations call 911. 
 

Safety 

Each person is responsible for his/her belongings. Taking another’s belongings will not be tolerated and  

will result in disciplinary action. 
 

Children are welcome on campus only when accompanied by a parent or guardian. The presence of 

children in classes is only permitted in unusual circumstances and requires the permission of the instructor. 

Children of employees are permitted on campus with approval of appropriate division head. 
 

Accident and Incident Reports 

In the event of a serious emergency or accident, call 911. Then report the accident/incident to the Manager 

of Security and Maintenance at 913-433-3350. Incident reports should be filled out for all emergencies, 

accidents or incidents. Incident reports are found on the Donnelly College Website and are given to the 

Vice President of Business Affairs. Incident reports are maintained by the Vice President of Business Affairs. 
 

POLICY FOR THE PREVENTION OF DRUG USE AND ALCOHOL ABUSE 

In 1989 the United States Congress passed the Drug-Free Schools and Communities Act as amendments to 

the 1965 Higher Education Act. The legislation, which was signed into law in December of 1989, requires 

institutions that receive federal funds to implement a program to prevent the illicit use of drugs and the 

abuse of alcohol by students and employees. 
 

Donnelly is committed to the maintenance of a drug-free environment and workplace for students and 

employees. In order to provide a drug-free campus for the benefit of students and employees, the College 

adopts the following policy statement with reference to employees and students at the college. 
 

http://www.donnelly.edu/clery


Donnelly College Employee Policy Manual—Approved February 17, 2016 updated 6-1-2021 Page 9  

1. Donnelly College supports and endorses the 1989 Drug-Free Schools and Communities Act. The 

college is committed to a program to prevent the abuse of alcohol and the illegal use of drugs on 

the campus. The college prohibits the unlawful possession, use, manufacture or distribution of 

drugs, or alcohol by students and employees on its campus, or as part of any college program or 

activity. 

2. Employees of the college who are found to be abusing alcohol or using, possessing, manufacturing, 

or distributing a controlled substance in violation of the law on college property or as a part of 

college events shall be subject to disciplinary sanction. 

3. Illegal possession or use of drugs or alcohol may subject individuals to criminal prosecution under 

the provision of Kansas and Federal laws as applicable. Internal investigations regarding violation 

of any laws will immediately be turned over to the appropriate local/state/federal authorities and 

Donnelly College will actively cooperate with and provide assistance with full prosecution of such 

violations as permitted by law. 

As a condition of employment, all employees must understand that the College prohibits unlawful 

manufacture, distribution, dispensing, possession or use of a controlled substance in the workplace. 
 

Employees also agree to notify the College within five days of any controlled substance offense conviction. 

Employees convicted of controlled substance offenses may be required to participate satisfactorily in a 

drug abuse assistance or rehabilitation program and/or be subject to appropriate personnel actions up to 

and including termination. 
 

An employee who violates this policy is subject to sanctions including suspension, non-renewal of contract, 

and/or termination of employment. 

 

SMOKING POLICY 

All Donnelly College buildings have been declared smoke-free. Smoking is prohibited in all college-owned 
buildings, vehicles and on all grounds of the College campus.  

 
WORKPLACE ACCOMMODATIONS 

It is Donnelly College’s policy to consider all requests for workplace accommodations, and to make 
reasonable accommodations for specific employee needs where necessary, appropriate, feasible and 
required by law. It is your responsibility to inform the administration if you need any workplace 
accommodations. 

 

EQUAL EMPLOYMENT OPPORTUNITY 
 

It is the policy of Donnelly College to provide equal employment including but not limited to without regard 
to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, 
genetic information or any other protected characteristic under applicable law. This policy relates to all 
phases of employment, including, but not limited to: recruiting, employment, placement, promotion, 

transfer, demotion, reduction of workforce and termination, compensation, selection for training, the use 
of all facilities, and participation in all company-sponsored employee activities. Provisions in applicable laws 
providing for bona fide occupational qualifications, business necessity or age limitations will be adhered to 

by the College where appropriate. 

 
As part of the College’s equal employment opportunity policy, Donnelly College will also take affirmative 
action as called for by applicable laws and Executive Orders to ensure that minority group individuals, 

females, disabled veterans, recently separated veterans, other protected veterans, Armed Forces service 
medal veterans, and qualified disabled persons are introduced into our workforce and considered for 
promotional opportunities. 
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Employees and applicants shall not be subjected to harassment, intimidation or any type of retaliation 
because they have (1) filed a complaint; (2) assisted or participated in an investigation, compliance review, 

hearing or any other activity related to the administration of any federal, state or local law requiring equal 
employment opportunity; (3) opposed any act or practice made unlawful by any federal, state or local law 
requiring equal opportunity; or (4) exercised any other legal right protected by federal, state or local law 
requiring equal opportunity. 

 
The above-mentioned policies shall be periodically brought to the attention of supervisors and shall be 

appropriately administered. It is the responsibility of each supervisor of the company to ensure affirmative 
implementation of these policies to avoid any discrimination in employment. All employees are expected 
to recognize these policies and cooperate with their implementation. Violation of these policies is a 
disciplinary offense. 

 
The Vice President of Business Affairs who is named Affirmative Action Officer has been assigned to direct 
the establishment and to monitor the implementation of personnel procedures to guide the affirmative 

action program throughout Donnelly College. 
 

NO HARASSMENT 

Donnelly College is committed to providing a work environment that is free of unlawful harassment, 

including, but not limited to, sexual harassment. Accordingly, Donnelly College strictly prohibits and will 

not tolerate any unlawful harassment based on factors such as gender, sexual orientation, race, religion, 

creed, color, national origin, ancestry, age, pregnancy, marital status, veteran status, disability, or any other 

status, condition or characteristic protected by applicable law, to the extent the status, condition or 

characteristic is protected by applicable law. This prohibition covers harassment by anyone in the workplace 

itself or in any work-related settings, including supervisors, managers, co-workers and non- employees. 
 

The term "harassment" includes, but is not limited to, actions, slurs, jokes and other offensive verbal, 

graphic, visual or physical conduct (both overt and subtle) relating to a legally protected status, condition 

or characteristic that creates an intimidating, hostile or offensive working environment or that unreasonably 

interferes with job performance. The term "sexual harassment" includes unwelcome or unwanted sexual 

advances, requests for sexual favors, or visual, verbal or physical conduct of a sexual nature when: (1) 

submission to such conduct is made either explicitly or implicitly a term or condition of employment; (2) 

submission to or rejection of such conduct is used as a basis for any employment decision affecting the 

individual; or (3) such conduct has the purpose or effect of unreasonably interfering with the individual’s 

work performance or creates an intimidating, hostile or offensive work environment.  It is unlawful for 

males to sexually harass females or other males, and for females to sexually harass males or other females. 
 

While it is impossible to anticipate every type of behavior which may constitute harassment in a 

situation, the following types of behavior come within this prohibition: 

• unwelcome touching, impeding or blocking movements. 

• offering employment benefits in exchange for sexual favors. 

• making or threatening reprisals after a negative response to sexual advances. 

• offensive facial expressions, leering, sexual gestures or movements. 

• displaying sexually suggestive objects, pictures, cartoons, calendars or posters. 

• graphic advances or propositions. 

• graphic comments about another employee's body or clothes. 

• use of derogatory names, slurs, epithets or comments, especially of a sexual nature. 

• unwelcome discussion of sexual experience, activity or jokes. 

• sexually degrading words used to describe another employee; and 
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• suggestive or obscene letters, notes or invitations including emails and texts. 
 

Such behavior, and any other harassing or discriminatory activity, is unacceptable in the workplace itself or 
in any work-related settings. 

 
Remember that it is not always possible to tell whether jokes or suggestive comments are "welcome" to 
another employee. The best policy is to refrain from all such joking, comments or activity in the workplace. 
It is also important to understand that a third party can be offended by jokes or comments that are overhead. 

 
VIOLATION OF THIS POLICY WILL SUBJECT AN EMPLOYEE TO DISCIPLINARY ACTION UP TO 

AND INCLUDING IMMEDIATE DISCHARGE. 

 
Employees who believe they have been subjected to or witnessed any unlawful harassment should 
immediately report the matter to their immediate supervisor, the Vice President of Business Affairs, or the 

President. Employees are not required to complain first to any supervisor who they believe has engaged in 
or condoned the harassment. 

 

Any supervisor who receives a complaint or report of any alleged unlawful harassment must immediately 
refer the matter either to the Vice President of Business Affairs or the President.  Further, any supervisor who 

knows or has reason to know that any employee is being subjected to unlawful harassment is instructed and 
required to immediately take appropriate corrective action to stop any ongoing harassment, regardless of 
whether the supervisor has received a complaint or report regarding the harassment and must immediately 

thereafter report the matter to the Vice President of Business Affairs or the President.  Any supervisors or 
managers who fail to abide by this policy will be subject to disciplinary action up to and including immediate 
discharge or removal from office. 
 

Donnelly College will protect the confidentiality of harassment complaints to the extent possible, except as 
necessary to conduct a thorough investigation or to take an appropriate action.  Please do not assume that 
Donnelly College administration is aware of any incidents of sexual or other unlawful harassment. It is your 

responsibility to bring any such incidents to our attention so that we can promptly investigate and attempt 
to resolve the matter. 

 
Donnelly College will promptly commence a thorough, impartial and objective investigation of all incidents of 
alleged sexual or other unlawful harassment that are reported to the administration. 
 

Upon completion of the investigation, Donnelly College will make a determination as to whether unlawful 
harassment has occurred, and to the extent appropriate will provide an explanation of the results of the 
investigation to the individual(s) who made the complaint or report and to the accused harasser(s). If 
Donnelly College decides that unlawful harassment has occurred, Donnelly College will promptly take 

appropriate remedial action commensurate with the circumstances. Appropriate disciplinary action will be 
taken against any employee who Donnelly College determines has violated this policy, up to and including 
immediate discharge. Appropriate remedial measures will also be taken to correct the effects of the 

harassment and to deter any future harassment. To the extent appropriate, whatever remedial action is 
taken by Donnelly College will be communicated to the individuals involved in the matter. 

 
Donnelly College strictly prohibits and will not tolerate, any retaliation or retribution, directly or indirectly, 
against any employee who in good faith: (1) makes a complaint of harassment; (2) reports the harassment 
of another employee; (3) opposes any prohibited discrimination or harassment; or (4) participates in, provides 

information in connection with, or otherwise assists in the investigation of any incidents of alleged sexual or 
other unlawful harassment conducted by Donnelly College or by any governmental agency.  Any employee 
who engages in or encourages any such retribution or retaliation, directly or indirectly, will be subject to 

disciplinary action, up to and including immediate discharge. Further, any employee who knowingly and 
intentionally provides false or misleading information regarding any complaints or reports of alleged sexual  
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or other unlawful harassment will be subject to disciplinary action, up to and including immediate discharge. 
 

Upon receipt of this Manual, as part of the new hire intake process, you will be required to promptly read, 

sign and date the attached Acknowledgment of No Harassment Policy form which will be placed in your 

personnel file. During your employment with Donnelly College, you may be required, from time to time, to 

read, sign and date the same or a similar acknowledgment form at the request of the Human Resources 

office. 

 

SEXUAL MISCONDUCT - TITLE IX POLICY 

Without limiting any other rules regarding improper conduct, Donnelly College will not tolerate any acts of 

sexual misconduct committed by or against any member of our community which includes students, staff, 

faculty, approved volunteers, visitors, and vendors. 
 

Title IX of the Education Amendments of 1972 (“Title IX”), 20 U.S.C. §1681 et seq., is a Federal civil rights 

law that prohibits discrimination based on sex in education programs and activities. All public and private 

elementary and secondary schools, school districts, colleges, and universities (hereinafter “schools”) receiving 

any Federal funds must comply with Title IX. Under Title IX, discrimination based on sex can include sexual 

harassment or sexual violence, such as rape, sexual assault, sexual battery, and sexual coercion. Donnelly 

College has established a Policy pursuant to Title IX regarding sexual misconduct on campus. This policy 

primarily relates to students and their rights when sexual misconduct occurs. However, employees must be  

familiar with the policy and must take Title IX training upon hire. In addition, the College has responsibility 

under the requirements of Title IX compliance to require employee attendance/participation in among other 

things online training, seminars, and webinars as designed by the Title IX Coordinator or designate. 

 
WORKPLACE VIOLENCE POLICY 

Donnelly College maintains a policy of zero tolerance for violence. If you engage in any violence in the 

workplace, or threaten violence in the workplace, your employment will be subject to appropriate disciplinary 

action, up to and including termination. No talk of violence or joking about violence will be tolerated. 
 

Violence includes but is not limited to, physically harming others, shoving, pushing, harassing, intimidating, 

coercing, brandishing weapons, and threatening to or talking of engaging in any of those activities. 

 

WORK-RELATED INJURY OR ILLNESS 

Employees who sustain work-related injuries or illness must immediately inform their immediate supervisor, 

the Vice President of Business Affairs, or another member of the administration.  No matter how minor an 

on-the-job injury or work-related illness may appear, it is important that it be reported the same day it occurs 

or as soon as possible. It is the responsibility of managers to report the work- related injury or illness to the 

Vice President of Business Affairs in a timely and efficient manner.  
 

RETURN OF COMPANY PROPERTY 

Employees are responsible for all Donnelly College property, materials and/or written information issued to 

them or in their possession or control. This includes any keys, computers, documents, equipment, tools, 

identification cards, uniforms, and/or any other business-related items which may be delivered to you in the 

course of your employment. Employees must return all property to Donnelly College immediately upon 

request, or upon termination of their employment for any reason, whether voluntary or involuntary.  In the 

event an employee or former employee fails to return any Donnelly College property upon request, or upon 

termination of their employment, the individual may be held financially and legally responsible, and may be 

subject to prosecution and criminal liability in accordance with applicable law. Donnelly College may take all 
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legal action deemed appropriate to recover or protect its property. 

 

NON-DISCLOSURE OF CONFIDENTIAL INFORMATION 

During employment with Donnelly College, employees will become exposed to certain trade secrets and other 

valuable and confidential information concerning matters relating to Donnelly College and its students, 

vendors, donors and service providers. The protection of confidential business information and trade secrets 

is vital to the interests and success of Donnelly College.  All information concerning the business affairs of 

the College its students, suppliers, donors, funders, employees or personnel with which it is associated is 

considered confidential information and is the sole and exclusive property of Donnelly College.  Employees 

shall not use, disclose or reveal any such confidential information, at any time either during or following their 

employment with Donnelly College, except in the course of performing their duties for the College, under the 

direction and approval of the administration, or as may be required by law. If you are not sure whether 

information constitutes confidential information, then please refer your inquiries to your supervisor or the 

Human Resources office. 
 

Such confidential information and trade secrets shall specifically include, among other things, without 

limitation, the following: 

• Compensation data 

• Financial information of Donnelly and/or its students 

• Personally, identifiable student information (FERPA) 

• Operating strategies 

• Pending projects and proposals 

• Funding sources 

• Contracts 

• Personnel information 

• Business & Marketing Plans & Strategies 

• Budgets 

• Computer Processes 

• Student and Donor Lists 

• Student and Donor Programs 

• Student and Donor Preferences 

• Student and Donor Leads 

• Past Projects & Proposals 

• Grant and funding information 

• Proprietary Operations Procedures/Manuals  

• Pricing Information & Costing Sheets 

• The Identity of Donnelly College’s Preferred Vendors 
 

Employees who improperly use or disclose trade secrets or other confidential business 

information to anyone outside Donnelly College, or to anyone within the College who is not 

authorized to receive the information, may be subject to disciplinary action, up to and 

including termination of employment, even if they do not actually benefit from the use or 

disclosure of such information.  Further, current or former employees who misappropriate or 

improperly use or disclose Donnelly College’s trade secrets or other confidential information 

may be subject to legal action, in accordance with applicable law. 
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PAYROLL ADMINISTRATION 

Donnelly College is on a bi-weekly pay frequency. There are months when there will be three pay periods.  

The Payroll/Human Resources (HR) Specialist will publish an annual official calendar of pay dates. 

Employees are strongly encouraged to enroll in Direct Deposit by bringing a cancelled check and fill out 

the Direct Deposit Form in the Payroll/HR Specialist Office. 
 

Employees should contact the Payroll office regarding any errors on their paychecks. Adjustments will 

appear on the next paycheck. If an employee loses a paycheck, they should notify the Payroll office 

immediately. The check will be replaced (after bank authorization). A stop payment fee may be charged 

to the employee. 
 

Non-exempt employees will register their worked hours in Paylocity. The Payroll schedule is posted on the 

Donnelly College web site. Supervisors should approve all timecards in Paylocity by Monday, Noon of 

payroll week. Payroll is closed on Monday at 1:00 p.m. of payroll week. 

 

FRINGE BENEFITS 

Donnelly College makes available a balanced program of benefits which includes 401K plan, medical, dental, 

vision and life insurance programs as well as educational benefits in the form of tuition remission. These 

benefits are subject to change based upon the discretion and decision of Donnelly College. Only full-time 

personnel are eligible for employee fringe benefits.    
 

Employee Insurance Benefits 

Donnelly College offers the following employee insurance benefits: health insurance, vision insurance, 

dental insurance, life insurance, short-term and long-term disability insurance, and a variety of accident 

and critical illness insurance options. Donnelly College shares in the premium payments of health, dental, 

life, and short-term and long-term disability plans. Premiums for vision and the various accident and critical 

illness plans are totally the responsibility of the employee. At the time of employment, the Human Resources 

Office will provide information and enrollment forms for such programs. Benefits are available for all full-

time instructional and non-instructional employees.  The College reserves the right to amend or terminate  

any benefit plan at any time or require or alter the amount of employee premium contributions. Please see 

the Guide to Benefits for the current year, which explains all benefits offered to eligible employees on The 

Archdiocese of Kansas City in Kansas website at www.archkck.org. Select THE ARCHDIOCESE, Human 

Resources and Benefits, Benefit Information and then navigate to the current year Employee Benefit Guide. 

 
Archdiocesan 401K Plan 

All full-time employees participate in the Archdiocesan 401K Plan. An enrollment form is required for each 

employee. The enrollment form is completed as part of the new hire process.  Plan information can be 

obtained from the Archdiocese of Kansas City in Kansas website at www.archkck.org. Select THE 

ARCHDIOCESE, Human Resources and Benefits, Benefit Information and then navigate to the 401(k) 

Retirement Plan link. 
  

Tuition Waiver 

The College grants waiver of tuition for attendance at Donnelly to all full-time employees and to the spouses 

and dependent children of same, provided such students have necessary academic entrance requirements 

and maintain the academic standards of the College. These students will be required to apply for Financial 

Aid. This waiver does not apply to non-credit classes or audit of classes. 

 
 

http://www.archkck.org/
http://www.archkck.org/
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Tuition Remission 

The College has entered into tuition remission agreements with several other institutions. See the Human 

Resources Office for details. The terms and conditions of these agreements are subject to change at any 

time. 

 

Supplementary Retirement Plan 

The College has established a supplementary 403B retirement plan through the Teachers Insurance Annuity 

Association- College Retirement Equities Fund (TIAA-CREF). This is a voluntary plan in which any employee 

may participate and serves to supplement the Archdiocesan 401K plan. Details are available from the Human 

Resources Office. 

 
Family and Medical Leave Act  

It is the intent of Donnelly College to comply with all applicable provisions of the Family and Medical Leave 

Act, 29U.S.C. && 261 et. seq. Under the FMLA, eligible employees with a minimum of twelve (12) months 

of service are entitled to take up to twelve (12) weeks of leave per fiscal year in certain circumstances for 

personal and family medical reasons. The leave is unpaid. Details can be obtained by contacting the Human 

Resources Office. 

 

Leave for Victims of Domestic Violence, Abuse and Sexual Assault 

Employees who are victims of domestic abuse (including physical violence and/or sexual assault), may take 
leave from work to: 

• Obtain protection for the employee or his/her child(ren), such as restraining orders or 
injunctions, 

• Seek medical attention for injuries caused by the abuse, 

• Seek help from domestic violence shelters or programs, or 

• Make court appearances in connection with the abuse. 

Such leave should be scheduled in advance with the President or his designee whenever possible. The 
employee must provide documentation to certify the nature of the leave. If the leave is scheduled in advance, 
the employee must submit the documentation within 48 hours after returning from the scheduled leave. If 
the leave is unscheduled, the employee must submit the documentation within 48 hours after the start of the 
unscheduled leave. Such documentation should be given to the President or his designee and may consist of 
one or more of the following: 

• A police report indicating that the employee was a victim of domestic abuse, 

• A court order protecting the employee from the perpetrator of the abuse, or other evidence 

that the employee has appeared in court in relation to domestic abuse, or 

• Documentation from a health care provider, an advocate for victims of domestic violence or 

sexual assault, or a counselor that the employee was undergoing treatment for physical or 

mental injuries caused by an act of domestic abuse. 

 

Employees requiring this type of leave may use any accrued PTO.  Once this accrued time is exhausted, 

the employee may use unpaid time off. The total number of days available for leave under this policy is 

limited to eight days per calendar year. 
 

For the purposes of this policy, domestic abuse means any of the following when caused by a domestic 

partner or household member: 

• Intentional infliction of bodily harm,  

• Causing fear of bodily harm by physical threat, or 
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• With respect to a child under the age of 16 (who is not the spouse of the offender), sexual 

intercourse, lewd fondling or touching of either the minor or the offender with the intention or 

arousing of satisfying sexual desires. 
 

The President or his designee will take all necessary precautions to protect the confidentiality of the 

employee and any documentation provided to substantiate a request for time off under this policy. 

 

PERSONNEL RECORDS 

Employee’s personnel records are solely the property of Donnelly College, and may be accessed only by 

persons with a legitimate need in the performance of their duties as determined in Donnelly College’s 

sole discretion, or by others as required by law, subpoena or court order. Without limiting the foregoing, an 

employee does have the right to view that employee’s own personnel records in the presence of a Human 

Resource Personnel. 
 

In order to keep personnel, payroll and benefit records current each employee is responsible for notifying 

the Human Resources office in writing as in an email of any of the changes in the following: 
 

• Name 

• Address 

• Telephone number 

• Marital status 

• Dependents 

• Citizenship or work authorization 

• Person to be notified in case of emergency 

• Registration, certification, licensure 

• Other information having a bearing on employment 

 

The division supervisor will be responsible for providing the Human Resources Office with employee records 

of approved leave of PTO, jury duty, emergency, etc. Personnel records are maintained to document 

employment related decisions and to comply with government recordkeeping and employment 

requirements. 

 

NEPOTISM/EMPLOYMENT OF CLOSELY RELATED INDIVIDUALS 

Present and prospective employees shall be evaluated based on individual merit without respect 

to race, sex, religion, national origin, disability or any factors not involving professional 

qualifications and performance. In accordance with this principle, the following restrictions are 

adopted to avoid the possibility of favoritism based on family relationships for all College 

employees. 

1. The College shall not employ two (2) or more persons concurrently who are “closely related” in 

positions which would result in one person of such relationship supervising another closely related 

person or having a substantial influence over employment, salary or wages, or other management 

or personnel actions pertaining to the close relative. 

2. “Closely related” is defined to mean mother, father, brother, sister, son, daughter, father-in- law, 

mother-in-law, son-in-law, daughter-in-law, sister-in-law, brother-in-law, grandmother, 

grandfather, grandson, granddaughter, uncle, aunt, nephew, niece, husband, wife, first cousin, 

stepparent, stepchild, step-brother, step-sister, guardian or ward, or persons engaged in an 

amorous, physical, or romantic relationship and any person who lives in the same household. 
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3. With respect to the concurrent service of closely related persons within the same academic 

department or other comparable institutional subdivision of employment, neither relative shall be 

permitted, either individually or as a member of a committee, to participate in the evaluation of the 

other relative. 

4. Board members and College employees shall not take part in any official action regarding the 

employment of a “closely related” family member that results in financial gain to the Board 

member. For any official action regarding the employment status of a family member that would 

result in the financial gain to the Board member or the employee, the Board member will disclose 

the conflict to the full Board and will not take part in the official action, unless otherwise allowed 

by law. 

 

PARTISAN POLITICAL ACTIVITY PROHIBITION 

As a 501 C3 organization, Donnelly College prohibits employees who engage in partisan political activity 

from representing themselves as spokespersons for the College. Such actions are also prohibited during 

work time or using Donnelly College resources. Employees involved in partisan political activity must see 

that this is clearly recognized as the exercise of their individual rights and has no association with the 

College. 

 

EXIT INTERVIEW AND FINAL PAYCHECK 

Each employee who terminates employment will have an exit interview with the Vice President of Business 

Affairs and/or a Human Resources Office designate. Upon termination of employment, the employee will 

turn over all Donnelly College property. The final paycheck will be received on the next scheduled payroll 

after the employee termination date. 

    

SUSPECTED MISCONDUCT, DISHONESTY, FRAUD AND WHISTLE-BLOWER PROTECTION 

If any person knows of or has suspicion of misconduct, dishonesty or fraud, the President or any other 

Officer other than the involved parties should be contacted. 
 

If the Vice President of Business Affairs, President or other officer of the organization receives information 

about misconduct, dishonesty or fraud, they shall inform the Board Chair, Chair Elect, or any member of 
the Board (or other designated committee, if one exists), which shall determine the procedure for 
investigating all credible allegations. 

 

At all times, to the extent appropriate, the privacy and reputation of individuals involved will be respected. 
There will be no punishment or other retaliation for the good faith reporting of conduct under this policy. 
If the person providing the information requests anonymity, this request will be respected to the extent 
that doing so does not impede any investigation. 

 

For the purposes of this policy, the definition of misconduct, dishonesty, and fraud includes but is not limited 

to: 

• Acts which are inconsistent with college policy 

• Theft or other misappropriation of college assets 

• Misstatements or other irregularities in college records 

• Incorrect financial reporting 

• Misuse of college resources 

• Illegal activities 

• Forgery or alteration of documents 
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• Any other form of fraud 

 

CLASSIFICATION AND EMPLOYMENT STATUS 

Full-time regular: A full-time regular employee who works in a staff or administrative capacity will work 

a minimum of 30 hours of the normal work week consisting of 35 hours.  

Faculty on 9- or 12-month contracts are considered to be full-time employees for classification purposes 

and most benefit programs, not including PTO. Only full-time personnel are eligible to participate in 

employee fringe benefits, PTO benefits programs.  
 

Part-time regular:  A part-time regular employee is one who normally works less than 30 hours per 

week. Part-time regular employees are not eligible to participate in any employee fringe benefits, PTO 

benefits programs. Instructors on Adjunct Contracts and Clinical Instructors are part-time regular 

employees for classification purposes. 
 

Non-exempt employees: These employees receive overtime pay for any hours in excess of more than 

40 hours per week. Without limiting any other requirements or procedure, non-exempt employees are 

required to record all time worked, but are prohibited from doing any work outside of approved working 

hours without the prior consent of the Division Manager of their program or department.  

 

The Federal Labor Standards Act requires that employers compensate non-exempt employees at a rate 

of one and one-half times the regular rate for more than forty hours of work per week. When non- 

exempt employees work more than thirty-five (35) hours in a week, they will be paid at their normal 

hourly rate for up to five (5) hours over the regular thirty-five (35) hours for that week. PTO and Jury 

Duty do not apply towards the calculation of overtime. 
 

Exempt employees:  These employees are paid a set salary per pay period and are not entitled to 

overtime except as may be required under applicable law. 
 

PROBATIONARY PERIOD OF EMPLOYMENT 

The first ninety (90) days of employment is a probationary period.  During probation period, the supervisor 
will guide the employee in the responsibilities of the position.   

 

PAID HOLIDAYS 

Donnelly College observes the following holidays: 

1. Christmas Eve through New Year’s Day, inclusive 

2. Martin Luther King, Jr. Day 

3. Good Friday 

4. Three days scheduled during Spring Break 

5. Memorial Day 

6. Independence Day 

7. Labor Day 

8. Wednesday before Thanksgiving, Thanksgiving and the following Friday 
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PAID TIME OFF 
This policy pertains to 12-month employees only. 

 
PTO Accrual 

• There are no vacation days, personal days, or sick days; there is just PTO (Personal Time Off). 

• Accrual is per pay period and starts on employee’s first pay cycle. PTO accrues to a maximum of 240 

hours and does not expire. However, after 240 hours, PTO accrual per pay period stops and only 

resumes after the employee drops back below 240. 

• All exempt and non-exempt employees will accrue PTO according to years of service based on the 

schedule below:  

 

Yrs. of Service PTO   accumulated/yr. | 
HRS 

PTO acc/pay period 

0-2 years 17 days per year  = 136 .65 days  = 5.2 hrs 

3-5 years 21 days per year = 168 .81 days  = 6.48 hrs 

6-10 years 25 days per year = 200 .96 days  = 7.68 hrs 

11 years+ 30 days per year  = 240 1.15 days  = 9.2 hrs 

 
• This policy is exclusive of the 8 summer flex days, the three emergency days and the 

 18 paid holidays per calendar year. 
 

New Year’s Day 1 = 8 hrs 

MLK 1 = 8 

Spring Break 3 = 24 

Easter 1 = 8 

Memorial Day 1 = 8 

July 4 1 = 8 

Labor Day 1 = 8 

Thanksgiving 3 = 24 

Christmas  8 = 64 

 
PTO Usage 
• All PTO must be approved by the supervisor with advanced notice. Notify supervisor within 24 hours 

of extreme illness. 

• Non-exempt employees may take PTO in either half day/4-hour or full day/8-hour increments; exempt 

employees must take PTO in full day/8-hour increments (per federal law) 

• Employees are not allowed to go negative in their account, except for new employees in the 

probationary period who receive approval from their supervisor. During a new hire’s probationary 

period (90 days), PTO will be approved on a case-by case basis by supervisor. 

• Employees must report jury duty to their supervisors, but jury duty service days will not be charged 

against PTO. 

• This policy starts on January 1, 2020. In subsequent years PTO will not expire and there will be no 
reset at the end of the calendar year or fiscal year. 

• Upon departure from Donnelly, employees will be paid for 30% of the balance in his/her PTO bank 

only if they have given at least 14 days’ notice of resignation to their supervisor. Employees are not 

allowed to use any/more than 2 days of PTO after giving resignation notice. 

 
Policy Transition Plan 

• This policy starts January 1, 2021.  

• This year only, current employees may roll over more than 240 hours of accrued sick days, current 

year vacation days, and personal days. Any accrued prior year vacation will expire if not used by 



Donnelly College Employee Policy Manual—Approved February 17, 2016 updated 6-1-2021 Page 20  

December 31, 2020. Employees who roll over more than 240 hours will not resume accruing PTO 
until they drop back below the 240-hour cap. 

Bereavement or Emergency Leave 

All full-time regular employees except for Faculty on contracts less than 12 months are eligible for 

Emergency Leave. Emergency leave can be used for employee absence necessitated by death in the 

immediate family (parents, stepparents, siblings, spouse, children, step-children, foster children, in-laws, 

sibling in-laws, grandparents, great grandparents, step-great grandparents, grandchildren, aunts, uncles, 

nieces, and nephews), illness in the family requiring the employee's presence, and other legitimate 

instances to be determined by the President. 
 

Up to Three (3) days bereavement or emergency leave will be granted per year. 
 

Medical Documentation of Illness or Injury 

Employees who have more than three consecutive days of excused absences because of illness or injury 

must give Donnelly College proof of physician’s care. If an illness or injury prevents an employee from 

performing his or her regularly scheduled duties, a physician’s (or other qualified medical professional) 

statement must be provided verifying: 

• existence of a medical condition that impacts scheduled work, 

• when the employee will be able to return to work, if applicable, and 

• whether the employee can perform his or her regularly scheduled duties, and if not, what duties 

the employee can perform. 
 
Without an acceptable excuse, the employee may be subject to immediate disciplinary action which may   

include termination. 

Leave necessitated by pregnancy or childbirth conditions will be granted under the PTO Policy. FMLA 

standards will apply. 
 

Jury Duty 

Donnelly encourages responsible citizenship among its employees. If notification is received by an 

employee to report for jury duty, the supervisor should be notified immediately and be provided a copy of 

the summons for the record. The division supervisor will approve and keep a record of jury duty leave. 

Employees will continue to receive full college pay while on jury duty. 

 
WORKING HOURS AND EMPLOYEE ATTENDANCE 

   

Non-Exempt and Hourly Employee must clock in and out in the payroll system. Regular working hours for 

most non-faculty full-time employees are from 8:30 a.m. to 4:30 p.m. with one hour for lunch, Monday 

through Friday (35-hour work week). Summer hours may differ as determined by the President but will 

not exceed 35 hours for a full-time employee. The nature of work in some departments necessitates 

arranging special work schedules for some employees. Where necessary, special work hours are assigned 

on a need basis by the division.  
 

When unexpected circumstances occur, which prevent an employee from being at work on time, the 

employee must notify his/her supervisor prior to the employee's starting time or within a reasonable time 

thereafter in the event of an emergency. If direct contact cannot be made with the supervisor, a message 

should be delivered to the supervisor either through voicemail or email in a reasonable and timely manner. 

Employees who fail to adhere to this tardiness policy above will be charged PTO time or, if there is no 

unused PTO a deduction of pay. Employees with an unexcused absence from work are subject to 



Donnelly College Employee Policy Manual—Approved February 17, 2016 updated 6-1-2021 Page 21  

disciplinary action. 

 

EMPLOYEE RESIGNATION 

Exempt and non-exempt employees intending to resign should submit to their immediate supervisor 

written notice of intent no less than 14 days in advance of leaving. Failure to give this advance notice 

cancels all rights to PTO time that may have accumulated. 
 

Faculty are contracted for the year and are expected to fulfill their contract. However, if an instructor must 

resign before the expiration of the contract because of ill health or family circumstances, a written notice of 

intent must be submitted to the President at least 14 days in advance of leaving when possible. Payment 

due will be consistent with the portion of contract fulfilled and any accumulated PTO leave due. 

 

Employees are considered to have resigned when they leave of their own accord, fail to return from an       

authorized leave of absence, or fail to report to work and fail to provide their supervisor with a valid 

excuse. 

 

TERMINATION OF NON-FACULTY EMPLOYEES 

Donnelly College is an at will employer. An employee may be discharged for any lawful reason at any time.  
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ACKNOWLEDGMENT OF RECEIPT 
 

 

I, the undersigned employee of Donnelly College, acknowledge that I have received a copy of Donnelly 

College’s Employee Manual and understand that I am responsible for reading its contents, and for 

contacting a member of the administration and asking questions if I do not understand any portion of the 

Manual. I understand that it is my responsibility to comply with the policies and procedures contained in 

the Manual or otherwise adopted by Donnelly College, as may be amended or revised from time to time 

by Donnelly College. 
 

I specifically acknowledge that my employment with Donnelly College is “at will” and that the policies and 

procedures set forth in the Manual do not establish any contractual relationship between Donnelly College 

and me regarding the terms and conditions of my employment, nor do they guarantee my continued 

employment under any circumstance. Except as may be specifically provided in any written employment 

contracts signed on behalf of both Donnelly College and me, the undersigned, I understand that no 

statements (whether verbal or written) or other representations or promises, regardless of by whom and 

when made, shall be effective to modify the “at will” nature of my employment with Donnelly College so as 

to create any agreement for employment for any specified period of time. 
 

I recognize that any of the policies, procedures or benefits described in the Manual or otherwise adopted 

by Donnelly College may be added to, changed, revised, eliminated or deviated from at any time by 

Donnelly College, without prior notice, at the sole discretion of Donnelly College. 
 
 
 
 
 
 
 
 
 
 
 
 

 

Employee’s Signature Date 
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ACKNOWLEDGMENT OF NO HARASSMENT POLICY 
 

NO HARASSMENT 
 

Donnelly College is committed to providing a work environment that is free of unlawful harassment, 

including, but not limited to, sexual harassment. Accordingly, Donnelly College strictly prohibits and will 

not tolerate any unlawful harassment based on factors such as gender, sexual orientation, race, religion, 

creed, color, national origin, ancestry, age, pregnancy, marital status, veteran status, disability, or any other 

status, condition or characteristic protected by applicable law, to the extent the status, condition or 

characteristic is protected by applicable law. This prohibition covers harassment by anyone in the workplace 

itself or in any work-related settings, including supervisors, managers, co-workers and non- employees. 
 

The term "harassment" includes, but is not limited to, actions, slurs, jokes and other offensive verbal, 

graphic, visual or physical conduct (both overt and subtle) relating to a legally protected status, condition 

or characteristic that creates an intimidating, hostile or offensive working environment or that unreasonably 

interferes with job performance. The term "sexual harassment" includes unwelcome or unwanted sexual 

advances, requests for sexual favors, or visual, verbal or physical conduct of a sexual nature when: (1) 

submission to such conduct is made either explicitly or implicitly a term or condition of employment; (2) 

submission to or rejection of such conduct is used as a basis for any employment decision affecting the 

individual ; or (3) such conduct has the purpose or effect of unreasonably interfering with the individual’s 

work performance or creates an intimidating, hostile or offensive work environment  It is unlawful for males 

to sexually harass females or other males, and for females to sexually harass males or other females. 
 

While it is impossible to anticipate every type of behavior which may constitute harassment in a 

particular situation, the following types of behavior come within this prohibition: 

• unwelcome touching, impeding or blocking movements. 

• offering employment benefits in exchange for sexual favors. 

• making or threatening reprisals after a negative response to sexual advances. 

• offensive facial expressions, leering, sexual gestures or movements. 

• displaying sexually suggestive objects, pictures, cartoons, calendars or posters. 

• graphic advances or propositions. 

• graphic comments about another employee's body or clothes. 

• use of derogatory names, slurs, epithets or comments, especially of a sexual nature. 

• unwelcome discussion of sexual experience, activity or jokes. 

• sexually degrading words used to describe another employee; and 

• suggestive or obscene letters, notes or invitations including emails and texts. 
 

Such behavior, and any other harassing or discriminatory activity, is unacceptable in the workplace itself or 

in any work-related settings. 
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Remember that it is not always possible to tell whether jokes or suggestive comments are "welcome" to 

another employee. The best policy is to refrain from all such joking, comments or activity in the workplace. 

It is also important to understand that a third party can be offended by jokes or comments that are 

overhead. 
 

VIOLATION OF THIS POLICY WILL SUBJECT AN EMPLOYEE TO DISCIPLINARY ACTION UP TO 

AND INCLUDING IMMEDIATE DISCHARGE. 
 

Employees who believe they have been subjected to or witnessed any unlawful harassment should 

immediately report the matter to their immediate supervisor, the Vice President of Business Affairs, or the 

President. Employees are not required to complain first to any supervisor who they believe has engaged in 

or condoned the harassment. 
 

Any supervisor who receives a complaint or report of any alleged unlawful harassment must immediately 

refer the matter to the Vice President of Business Affairs, or the President.  Further, any supervisor who 

knows or has reason to know that any employee is being subjected to unlawful harassment is instructed 

and required to immediately take appropriate corrective action to stop any ongoing harassment, regard 

less of whether the supervisor has received a complaint or report regarding the harassment and must 

immediately thereafter report the matter to the Vice President of Business Affairs, or the President.  Any 

supervisors or managers who fail to abide by this policy will be subject to disciplinary action, up to and 

including immediate discharge or removal from office. 
 

Donnelly College will protect the confidentiality of harassment complaints to the extent possible, except as 

necessary to conduct a thorough investigation or to take an appropriate action.  Please do not assume that 

Donnelly College administration is aware of any incidents of sexual or other unlawful harassment. It is 

your responsibility to bring any such incidents to our attention so that we can promptly investigate and 

attempt to resolve the matter. 
 

Donnelly College will promptly commence a thorough, impartial and objective investigation of all incidents 

of alleged sexual or other unlawful harassment that are reported to the administration. 
 

Upon completion of the investigation, Donnelly College will decide as to whether unlawful harassment has 

occurred, and to the extent appropriate will provide an explanation of the results of the investigation to the 

individual(s) who made the complaint or report and to the accused harasser(s). If Donnelly College decides 

that unlawful harassment has occurred, Donnelly College will promptly take appropriate remedial action 

commensurate with the circumstances. Appropriate disciplinary action will be taken against any employee 

who Donnelly College determines has violated this policy, up to and including immediate discharge. 

Appropriate remedial measures will also be taken to correct the effects of the harassment and to deter any 

future harassment. To the extent appropriate, whatever remedial action is taken by Donnelly College will 

be communicated to the individuals involved in the matter. 
 

Donnelly College strictly prohibits and will not tolerate, any retaliation or retribution, directly or indirectly, 

against any employee who in good faith: (1) makes a complaint of harassment; (2) reports the harassment 

of another employee; (3) opposes any prohibited discrimination or harassment; or (4) participates in, 

provides information in connection with, or otherwise assists in the investigation of any incidents of alleged 

sexual or other. unlawful harassment conducted by Donnelly College or by any governmental agency.  Any 

employee who engages in or encourages any such retribution or retaliation, directly or indirectly, will be 

subject to disciplinary action, up to and including immediate discharge. Further, any employee who 

knowingly and intentionally provides false or misleading information regarding any complaints or reports of 
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alleged sexual or other unlawful harassment will be subject to disciplinary action, up to and including 

immediate discharge. 
 

Upon receipt of this Manual, as part of the new hire intake process, you will be required to promptly read, 

sign and date the attached Acknowledgment of No Harassment Policy form which will be placed in your 

personnel file. During your employment with Donnelly College, you may be required, from time to time, to 

read, sign and date the same or a similar acknowledgment form, at the request of the Human Resources 

office. 
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I, THE UNDERSIGNED EMPLOYEE OF DONNELLY COLLEGE, HAVE RECEIVED, READ AND UNDERSTAND 

THE FOREGOING NO HARASSMENT POLICY. I HAVE BEEN GIVEN A COPY OF THIS POLICY FOR MY 

PERSONAL RECORDS. 
 
 
 
 
    _______________________________________   ___________________________ 

  (Employee signature)    (Date) 
 
 
 
 

   _________________________________ 

 (Employee name – printed) 
 
 
 
 
 
 
 

A signed copy of this form will be placed in the employee’s personnel file. 
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Campus Posting Guidelines 
Approved by Administrative Council 

Approved Date: June 11, 2020 
Responsible Official: Director of Student Affairs 

 
 

Policy Statement 
 
Donnelly College takes pride in its renovated campus which reflects our mission and values. Flyers, posters, 

and signs are frequently used to publicize events, but their proliferation can negatively impact the environment 
as well as detract from the beauty of our academic spaces. Departments are asked to use sustainable materials 
and consider electronic media to reduce these impacts. 
 

The following protocols apply to all student, faculty, and staff postings on the Donnelly College campus. 
Promotional materials are allowed only for events which have been approved by Student Support Services or 
a Donnelly College Administrative officer. Postings within the college must be approved by the Director of 

Student Affairs and date stamped by that office. 
 
Once a flyer or posting has received approval, it may only be placed on the red felt areas located throughout 
the main building and only on the bulletin boards within Marian Hall. All flyers must be removed within three 

days after the scheduled event by the responsible organization. All other postings by outside organizations or 
parties must be submitted to Student Support Services for approval and permitted locations. 
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Cash Management Policy 
Approved Date: May 7, 2020 

Responsible Official: Director of Accounting 
 
Cash Management Policy Overview 
 

The Business Office of Donnelly College is responsible for receiving and dispersing of funds on behalf of 
Donnelly College. Safeguarding these funds is required to ensure all incoming and outgoing funds are 
managed correctly and to avoid any opportunity for fraud. Because of this, the following policies are 

provided to staff, faculty and students to guide the management of funds received and dispersed. 
 
Outgoing Funds  

Outgoing funds include cash, check or credit card payments to vendors and individuals for purchases and/or 

services rendered to staff and faculty for employee reimbursements, and to students as student refunds.  

1. Payments for Purchases/Services 

• All purchases require a Purchase Order (PO) for each transaction to document the accounts to 

be charged and the department manager’s approval of the expense. See the General Purchasing 
Policy for more information regarding purchase order requirements. 

• Purchases from the Donnelly College Amazon account can only be made by assigned Amazon 

account owners. Purchase orders are required for each transaction.  

 
2. Employee Reimbursements  

• If a staff, faculty or student worker incurs a Donnelly related expense and pays for the 

expense out-of-pocket, then a purchase order should be submitted for reimbursement.  

• Mileage reimbursements require both a purchase order and a mileage reimbursement form to 
be completed and approved – supervisor for reimbursement of funds. 

 
3. Student Refunds  

• Student refunds are funds returned to students when the student as a credit balance (funds 
remaining) on their student account after all tuition, fees, and other charges have been paid for 

by the student. 

• Student refunds are generally prepared after Financial Aid loans and grants are awarded and 
dispersed onto student accounts.  

• Student refunds are processed from a separate Student Refund bank account. 

4. Types of Outgoing Payments 

 • Cash – Cash can be obtained from the Business Office’s petty cash fund. A petty cash request 
form is required and requires a department manager’s approval.  

• Checks – Checks prepared on behalf of Donnelly College can only be prepared by the Accounts 
Payable Specialist. All checks require an invoice and an authorized purchase order. Checks are 
usually processed each week, and the deadline for check requests is noon on Tuesday each week 
for the check to be prepared by Thursday of that week.  

• Credit Cards – Donnelly College has separate credit card accounts for the President’s Office, the 
VP of Academic Affairs, the VP of Business Affairs, Student Affairs, Student Services, Advancement 
(Development). See the Credit Card Policy for further information regarding the management of 

credit cards. 
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Incoming Funds  
 

Incoming funds include cash, check or credit card payments to Donnelly College from students, donors/grants, 
and miscellaneous receipts.  

Under no circumstances can students accept cash payments. Students may only accept incoming funds via 
check and Blackbaud Mobile Pay. Students may provide a remit envelope to donors who wish to donate cash 

that is mailed to the Donnelly College Business Office.  

When Staff or Faculty receive payments from donors and/or other payments for Donnelly related events, the 
funds should be promptly delivered to the Business Office and recorded by the Director of Accounting. This 

includes funds received on behalf of student clubs and organizations.  

1. Payments Received from Students  

• Students can make payments to Donnelly College with cash, checks, credit cards, and money 
orders. 

 • Student payments will be recorded in Empower and two (2) receipts printed (one for the 
student, and one for the Daily Cash Receipts report).  

• A Daily Cash Receipt report is prepared at the end of each business day to confirm and post 

payments received and to prepare the bank deposit.  

• For Student Clubs, the Staff/Faculty representative for each club is responsible for managing all 
income and expenses related to the club, and the Business Office is responsible for posting these 
funds to the assigned accounts.  

 
2. Donations and Grants Received  

• Specific policies governing donations given to Donnelly College are recorded in the Gift 
Handling and Receipting Policy. 

 
3. Types of Incoming Payments  

• Cash – A cash receipt must be prepared for all cash received (currency and coins), indicating 

who delivered the cash, the purpose of the payment, and who in the Business Office received 
the cash. The original copy will be given to the one delivering the cash, and a copy of the 
receipt will be attached to the physical cash.  
 

• Checks – Checks are to be made out to Donnelly College and be endorsed with the Donnelly 
College bank stamp. 
 

• Credit Cards – Students can pay tuition and fees with a debit or credit card, and donations can 
be made securely via the Donnelly website, at: https://www.donnelly.edu/give/give-now. See the 
Credit Card Policy for further information regarding the management of credit cards.  
 

4. Handling Cash  
 
• More than one person must account for cash received. The Student Account Specialist receives 

cash payments, and the Director of Accounting reconciles each day’s receipts to the bank 
deposit.  

• The bank deposit must be made on a regular basis during regular business hours. No one may 
take bank deposits home.  

• All cash and other forms of payment must be kept in a locked box and kept in the safe 
overnight. 
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• The Business Office should be supplied with adequate cash to make change for students or 
other customers making cash payments. The change must also be reconciled with every deposit.  

• No Donnelly cash is to be used by any Staff, Faculty or Students for personal purposes.  

• No one, under any circumstances, may borrow any monies from the cash box. 

 
Security  

• If a Staff, Faculty or Student is confronted with an armed assailant, or someone who proclaims 
to be armed, they will not resist and will hand over all monies. When out of danger, the Staff, 
Faculty or Student should call the authorities and then notify the Vice President of Business Affairs. 

• Individuals who have access to the safe combinations should be limited and the combination 
changed annually or after any staff change. 
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COVID 19 Procedures 
Reviewed/Updated Date: June 11, 2020 

Approved by Administrative Council: June 25, 2020 
Responsible Official: VP of Academic Affairs 

 
 

As an Institution of Higher Education, we will need to make significant behavioral changes to reduce the spread 
of COVID-19. We will need to continue these practices when advised from local health agencies. Below is 
adapted from the Wyandotte County Higher Education Reopening Guide during Phase 3:  

• Employees that are seeking a workplace accommodation to work from home or any other type of 
accommodation due to having a high-risk medical condition as defined by the CDC for the COVID-
19 virus should contact Human Resources for further instruction.  

• Stay home if you have symptoms of illness and seek professional medical care if needed. 

 

• Maintain 6-feet social distancing from others as much as possible. Adjust the layout of workspaces 
and common areas to maintain 6 feet of distance between employees. Determine new room 

capacities.  
 

• Employees, students and guests should wash or sanitize hands upon entering and exiting the 
building and throughout the day.  

 

• Enhanced cleanings will be performed throughout the day, including regular cleaning of frequently 
touched surfaces (door handles, hard surfaces, etc.).  
 

• Employees, students, and visitors are always encouraged to wear masks in public areas. 
Employees, visitors, and students may be required to wear masks/face coverings by the 
Wyandotte County Health Department.  

 
 
 
 

 
*Will be updated according to Wyandotte County recommendations. (6/25/20) 
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Force Majeure 
Reviewed/Revised Date: July 2020  

Approved by: Administrative Council  
Responsible Official: President Cabinet 

 
 

Policy Statement 
 
FORCE MAJEURE 

If the College must suspend, close, or adjust operations in response to force majeure, the College is under no 
obligation to adjust or refund tuition, fees, or other auxiliary costs. Force Majeure is defined as any act of God 
(i.e. fire, tornado, explosion, earthquake, flooding, etc.); war, hostilities, (declared or undeclared), invasion, 
act of foreign adversaries, mobilization, requisition, or embargo; rebellion, revolution, insurrection, or military 

or usurped power or civil war; contamination by hazardous material; riot, commotion, strikes, disorder; acts 
or threats of terrorism; plague, epidemic, pandemic, infectious outbreaks, or other public health crises – 
including quarantine or other public health restrictions; and any act(s) of state or governmental that may 

prohibit or impede the ability of the College to fulfill these obligations. If such impediments occur, the College 
will provide a good faith estimate of the expected duration and effects caused by the force majeure event, 
with a primary focus on minimizing disruptions in academic services.  
 

All refund policies pertaining to force majeure, remain at the discretion of the College. 
 
Per federal regulations, in the event the College must suspend or close due to force majeure, the following 
two scenarios may apply in determining a students’ Enrollment Status, Withdrawal Date, and potential Return 

of Title IV funds: 

 • If the College ceases operation during a payment period and fails to reopen by the end of the period, the 
student is considered no longer in attendance and must be considered withdrawn for that period of enrollment.  

• If the College closes and subsequently reopens during the payment period, any student who began 
attendance but failed to return are considered withdrawn effective the midpoint of the semester or the date 
the institution ceased operation. 
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LIABILITY INSURANCE PROTECTS AN ORGANIZATION’S ASSETS AND PAYS FOR 
OBLIGATIONS.  

1. Medical costs incurred if someone, including a student, gets hurt on your property If the person is 

an employee injured during work hours – see Worker’s Compensation Insurance 

 If the person is a volunteer at a location sponsored event – see Volunteer Accident Insurance 

2. Property damages 

3. Legal defense costs 

4. Claims of false or misleading advertising.  

 

If your location has a liability claim for an event that your location sponsored, please call 

Catholic Mutual Group: 

      Brian Durow:  800-228-6108 x2458 

     bdurow@catholicmutual.org 

 

Risk Management Best Practices Manual 

Catholic Mutual Group Coverage Program Reference Guide 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://archkck.org/parish-school/catholic-parishes/parish-business/manage-people/workers-compensation/
https://archkck.org/parish-school/catholic-parishes/parish-business/manage-risk/volunteer-accident-insurance/
mailto:bdurow@catholicmutual.org
https://archkck.org/parish-school/catholic-parishes/parish-business/manage-risk/catholic-mutual-group-coverage/
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IT Equipment Purchasing Policy 
 
Policy Statement  

 
The IT department has established a routine schedule for upgrading and refreshing technology equipment 
specifically for students and related directly to instruction. Any time the IT department is replacing equipment 
as a part of this routine schedule, the IT department has budgeted what is necessary to cover the costs of 

these replacements used for students and in the instructional/office setting.  

However, it is common for a grant or department to determine that it would like to use alternative technology 
equipment, or incorporate additional equipment or accessories, as well as conduct its own refresh. If this is 

the case, please refer to the following information to properly budget, as the site/department making the 
request would be responsible for the cost of the purchase.  

 
Potential IT Equipment Purchasing Categories  

1. Non-Student/Non-Instructional Equipment  

This includes updated equipment for office staff at the site or department level.  

2. Supplemental Equipment  

This includes items such as extra computer monitors, wireless keyboards & mice, additional TV remotes, TVs 
for projection where projectors are already installed, document cameras, etc.  

3. Upgraded Equipment 

This includes replacing standard district-issued equipment with enhanced equipment (computers, laptops, 

projectors, TVs, computer monitors, printers, etc.).  

4. Accessories  

This includes items necessary to make supplemental equipment function properly, provide extra safeguards, 

enhance presentations (adapters, cords, protective cases, wireless presentation remotes, etc.)  

5. Non-Standard Software & Apps  

This includes educational and administrative software that is not provided on an institutional scale.  

 

 
 
 
All site/department software purchases must be approved by the IT department before purchase 
to ensure the ability to support. 
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Marketing, Publicity and Advertising 
Approved Date: April 6, 2020  

Reviewed/Revised Date: April 2020  
Approved by: Administrative Council, Dean of the College,  
President Responsible Official:  
Director of Marketing and Communications 

 
 
Marketing, Publicity and Advertising 

 
All publicity, external publications, digital media and public communication concerning the College is released 
through the Marketing and Communications Department. 

All staff members report to the Marketing and Communications department such newsworthy material about 

themselves, projects carried on in their areas, or other items considered newsworthy. News of an academic 
nature is submitted first to the Dean of the College. The person who is the subject of a news release will 
normally have the opportunity of reviewing the release.  

Website, social media and other digital initiatives - The Marketing and Communications department is 
responsible for publishing the College website and social media accounts with the most up to date information 
about the College they have. Department Directors are responsible for monitoring the content on the website 
pages they represent or that impact their departments and communicate the need for updates and changes 

to the Marketing and Communications department. Best practices would suggest that Department Directors 
review the public communications for their departments at least once every 3 months.  

News Releases - The Marketing and Communications department will make all news and public information 
releases, as well as internal/external posting, for Donnelly College.  

Internal/External Postings and Information - All notices, whether posted by College personnel or external 
advertisers must be cleared and stamped by the Office of Student Affairs. 

Branded items – Any department, program, initiative or student activity group that wishes to have a designed 

item (ex. shirt, jacket, hat, cup, etc.) can request that Marketing and Communications department design the 
item using appropriate branding, and after approval place an order for that item utilizing existing institutional 
pricing with established vendors. If the department, program, initiative or student activity group designs and 
seeks their own vendor, Marketing and Communications must approve the design for appropriate use of 

Donnelly College brand including logos, colors and fonts prior to ordering.  

Publication Info  

Last published version of this policy was in the Administrative Process and Procedures Manual, April 23, 2016.  

Previous policy last revised July 24, 2017.  

Currently revised policy is not published, but it will be included in next version of an applicable policy manual 
document and is distributed to staff and faculty as needed or upon request. 
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Moving and Removal of Furniture  
Reviewed/Revised Date: June 11, 2020  

Approved by: Administrative Council  

Responsible Official: All Donnelly Employees 
 
 
Policy Statement  

As Donnelly College prepares to move into a new academic space in Fall 2020, the placement of furniture has 
been designed with ADA compliance standards. To ensure that furniture remains uniform and in its original 
location, the following protocol are to be followed:  

• Departments can purchase their own furniture with their departmental funds, but all furniture purchases 
must be processed through Facilities to insure a uniform standard and quality. It is the College’s intention to 
standardize around one brand and limited styles of furniture.  

• In no case should furniture be removed from the building or room in which it was originally located except 

by facilities. 

 • Submit a ticket request online to request furniture moves. The Maintenance Office will coordinate the move.  

• All employees of the College must monitor furniture relocation and discourage others from doing so.  

• All employees of the College should submit a ticket request online for furniture removal. 
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