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This document is proprietary and for internal purposes only. KCU reserves the right to change this policy at any time.

UNIVERSITY INFORMATION

Introductory Statement

This handbook was created as a guide to help employees become familiar with Kansas City University
(KCU or the University) by summarizing specific policies and procedures of the University. It is not
intended to be an all-inclusive reference to all of the policies and procedures of the University.

About this Handbook

Here are some things employees need to know before getting started:

1. This handbook is not a contract of employment between the employee and KCU.

2. This handbook is a summary of general policies, procedures, benefits and job performance
expectations for employment with KCU.

3. Only the Board of Trustees, Executive Officers, or designee of KCU are authorized to establish
and/or change any formal policies for the organization. The information found in this handbook,
as well as any KCU procedures, policies, benefits, and expectations are subject to change at the
discretion of management, at any time. We will do our best to communicate changes to the
employee as they occur.

4. Employment with KCU is on an “at-will” basis (other than those employees identified in points
5 and 6 below) which means that either the employee or KCU may end the employment
relationship at any time, for any reason, with or without cause or notice.

5. Certain employees of KCU are members of a union. The terms of their employment are set
forth in an agreement which is their legal contract. Some of the points presented in this
Employee Handbook are also covered in their agreement. Whenever questions arise regarding
interpretation of either document, the language of the agreement will govern.

6. Certain employees of KCU are under employment contracts. Some of the points presented in
this Employee Handbook are also covered within the employment contract. Whenever questions
arise regarding interpretation of either document, the language of the employment contract will
govern.

7. In those instances, where other handbooks and departmental policies at KCU are in conflict
with the Employee Handbook, the guidance within this handbook will prevail.

It is the employee’s responsibility to be familiar with the

handbook and direct any questions to Human Resources.
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KCU Mission, Vision & Core Values

Mission
Kansas City University is a community of professionals committed to excellence
in education, research, patient care and community service while:

Improving the well-being of the communities we serve.

Vision
Changing health care for good.

Core Values

Excellence | Striving for quality, integrity and innovation

Equity | Supporting an inclusive and collaborative environment
Empathy | Caring for our students, our colleagues and our community

CODE OF CONDUCT

Ethics and Acceptable Conduct

KCU is committed to a culture of uncompromising integrity and thus places a high priority on ethical
behavior. Employees shall act in a manner which will inspire public trust in their integrity, impartiality
and devotion to the best interests of the University. KCU expects all employees, as a condition of
employment or engagement, to conduct themselves in accordance with all federal, state and local laws
and KCU Policies/Procedures applicable to its operations. Failure to demonstrate professional conduct
can result in corrective action, up to and including termination.

In general, the use of good judgment, based on high ethical principles, will be the guide with respect to
lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of
action, it is the responsibility of the employee to ask for clarification and/or guidance and disclose to the
immediate supervisor, senior leadership or Human Resources.

Administration, faculty, staff, and students within the KCU COM adhere to the American Osteopathic
Association’s Code of Ethics in addition to the ethics and acceptable conduct described in this handbook.

Again, it is the responsibility of all employees to raise any questions that might arise related to ethical
standards and acceptable behavior to their direct supervisor or to Human Resources. Employees and
others should have the freedom to communicate ethical/compliance-related questions or concerns with
the Director of Legal Affairs and Risk Management at any time, whether to report a suspected violation
or to request guidance on a compliance issue.

In addition, KCU has established a confidential/anonymous Whistleblower Hotline, to which employees
and others may report a violation or suspected violation of law; misconduct or suspected misconduct,
among other things. This should be utilized after an employee has made a good faith effort to follow the
protocol identified above to address any issues pertaining to ethical standards and acceptable behavior.
After reviewing the Whistleblower Policy 1.10 located as a policy on the Intranet Policy Library.
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A concerned person may file a confidential/anonymous report in one of two ways:

m Call the whistleblower hotline: 1-877-350-5822. A representative is available to take the covered
person’s call and will ask a series of questions to ensure accurate recording of the employee’s concerns.

m  Select Whistleblower Complaint on the University’s Intranet. The site will ‘walk’ the user through a
series of prompts, asking for responses to a series of questions.

The Code of Conduct will be strictly and consistently enforced with respect to all — regardless of
position. Violations of the Code of Conduct, whether resulting from carelessness or intentional acts,
put individuals, the KCU’s management, and KCU at risk and may result in corrective action, up to and
including termination.

WORKPLACE GUIDELINES

Equal Opportunity

KCU is committed to promoting an equal employment opportunity workplace environment and is an
equal opportunity employer. Equal opportunity is and shall be provided for all employees and applicants
for employment on the basis of their demonstrated ability and competence without discrimination on
the basis of race, color, religion, sex, age, national origin, genetic information (GINA), physical or mental
disability, pregnancy, sexual orientation, gender identity, marital status, familial status, ancestry, military
and/or veteran status, and/or any other status protected by applicable Federal, State or local law.

Diversity & Inclusion

KCU is deeply committed to cultivating diversity and inclusion on its campuses and to challenge our
students to embrace cultural proficiency and adeptness. As future physicians, psychologists, scientists
and health care professionals, students must understand and embrace cultural diversity in order to be
competent and successful in team-based health care delivery. The University’s faculty and staff must do
the same.

KCU students, faculty and staff serve diverse, underserved, at-risk, urban and rural populations within
geographically diverse communities nation-wide. In addition, KCU’s alumni work to serve diverse
communities all over the United States, as well as internationally.

Furthermore, KCU's institutional strategic plan calls for the University to create a culture of inclusion
by securing more students, faculty and staff from diverse backgrounds and enhance a campus sense of
community. Our University’s strategic plan outlines our priorities and best practices to achieve diversity
through ongoing and vigilant evaluation of our institutional community.
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Non-Harassment Policy

KCU believes that employees should be able to work in an environment free from all forms of
harassment, including conduct which can be considered harassing, coercive, or disruptive to a
productive workplace environment. Consistent with this philosophy, employees are expected to treat
one another with dignity and respect. Harassment based on race, color, religion, gender, citizenship,
national origin, genetic information, age, pregnancy, disability, military and/or veteran status, and/
or any other characteristic protected under applicable Federal, State, or local law will not be tolerated.
KCU will not tolerate harassing behavior toward or by any KCU employee, supervisor, contractor,
vendor or any third party while an employee is engaging in work-related activities or while on KCU
premises.

As stated, harassment based on other factors such as race, color, religion, gender, sexual orientation,
national origin, age, citizenship, pregnancy, military and/or veteran status, disability or any other
status protected by applicable law will not be tolerated. This prohibited conduct may include, but is
not limited to, visual, verbal or physical forms of harassment, such as:

m racially derogatory words or cartoons
m offensive pictures, words, or drawings related to one’s religious beliefs
m inappropriate remarks about another’s national origin or age-related slurs

Any individual found to have engaged in any prohibited form of harassment will be subject to
corrective action, up to or including termination of employment.

Any alleged incident of harassment or related concern must be immediately reported to the employee’s
direct supervisor or Human Resources. At a minimum, an employee should make a report to a member
of Senior Leadership without fear of reprisal. Retaliation against an employee for utilizing this
procedure, raising a complaint, and/or participating in a related matter is prohibited and will not be
tolerated. This reporting procedure should be used to report instances of alleged harassment involving
employees, management, co-workers, and/or any third party with whom the employee is engaging in
work-related activities. Confidentiality will be maintained as is reasonable under the circumstances.

If deemed necessary, KCU will conduct an investigation into the allegations and will take appropriate
corrective action when necessary.

If an investigation is deemed necessary, the process may include interviews with all relevant persons
including the complainant, the accused, and other potential witnesses. Privacy of the complainant and
the person accused of discrimination will be kept as confidential as possible and as reasonable under
the circumstances. Employees are expected to cooperate in any investigation.

If it is determined that behavior occurred which is inconsistent with this policy, immediate and
appropriate corrective action, up to or including termination of employment will be taken in an effort
to stop the discrimination and prevent its recurrence.

Title IX of the Education Amendments of 1972

It is the policy of the University to comply with Title IX of the Education Amendments of 1972 and its
implementing regulations, which prohibit discrimination based on sex in the University’s Programs
and Activities. Title IX and its implementing regulations also prohibit retaliation for asserting
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claims of sex discrimination. For more information, please refer to the complete Title IX and Sexual
Misconduct Policy. The Title IX and Sexual Misconduct Policy applies to: administrators, faculty, and
other University employees; students; applicants for employment; customers; third-party contractors;
and all other persons that participate in the University’s educational programs and activities,
including third-party visitors on campus.

The University has designated its Director of Legal Affairs as the Title IX Coordinator in Kansas
City and the HR Director as its Deputy Coordinator on the Joplin campus to coordinate inquiries
regarding its efforts to carry out this policy, to comply with federal and state laws prohibiting
discrimination, and to receive complaints of discrimination. The Title IX Coordinator and Deputy
Coordinator may be contacted as follows:

Title IX Coordinator: Deputy Coordinator:
Joe Price Jamie Hirshey

Senior Manager, University Compliance HR Director

1750 Independence Avenue 2901 St. Johns Boulevard
Kansas City, MO 64106 Joplin, MO 62802
816.654.7108 417.208.0633
JPrice@kansascity.edu jhirshey@kansascity.edu

A person may also file a complaint of Sexual Harassment with the United States Department of
Education’s Office for Civil Rights regarding an alleged violation of Title IX by visiting wwwz2.ed.gov/
about/offices/list/ocr/complaintintro.html or by calling 1-800-421-3281.

Disability Accommodation

KCU is committed to complying fully with Americans with Disabilities, ADA/ADAAA and its
amendments to ensure equal opportunity in employment for qualified persons with disabilities.

Requests for reasonable accommodations must first be initiated and reviewed directly by Human
Resources directly. All employment decisions are based on the merits of the situation in accordance with
defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
(or changes in compensation) as well as job assignments, classifications, organizational structures,
position descriptions, lines of progression, and seniority lists.

KCU is committed to taking all actions necessary to ensure equal employment opportunity for persons
with disabilities in accordance with the ADA and all other applicable federal, state, and local laws.

Outside Employment

Faculty will not engage in any other employment, paid consulting or business activity during

their employment with KCU, without The Request for Approval for Outside Employment form.

SEM (Safety and Emergency Management) staff will not engage in any other employment or business
activity during their employment with KCU, without the SEM Staff Request for Approval for Outside
Employment form.

LAST UPDATE: 5/2024 KCU EMPLOYEE HANDBOOK | 7



https://mykcu.kansascity.edu/policies/university-wide---governance-policies
https://mykcu.kansascity.edu/policies/university-wide---governance-policies
www2.ed.gov/about/offices/list/ocr/complaintintro.html
www2.ed.gov/about/offices/list/ocr/complaintintro.html
https://cdn.agilitycms.com/kansas-city-university/intranet/human-resources/assets/Faculty Request for Approval for Outside Employment Form.docx
https://cdn.agilitycms.com/kansas-city-university/intranet/human-resources/assets/SEM Staff Request for Approval for Outside Employment .docx
https://cdn.agilitycms.com/kansas-city-university/intranet/human-resources/assets/SEM Staff Request for Approval for Outside Employment .docx

Such activities, if approved, will be done on employee’s own personal time through Paid Time Off.
Employees may serve as unpaid speakers or committee members of national, regional, or local
associations, educational institutions or other companies with written approval from KCU.

Employees must continue to meet the performance standards and will be judged by the same
performance standards and will be subject to KCU'’s scheduled work hours, regardless of any existing
outside work requirements.

If a supervisor determines that employee’s outside work interferes with performance or the ability to
meet the requirements of their job, as they are modified from time to time, the employee may be asked
to terminate the outside employment in order to remain employed with KCU.

With respect to any outside activities in which employees are involved, employees agree that any such
outside engagements will not interfere with the assigned duties and responsibilities for KCU and will
not create an actual, potential, or appearance of a conflict of interest.

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive
any income or material gain from individuals outside KCU for materials produced or services
rendered while performing their jobs with KCU.

KCU reserves the right to determine whether any such outside activities interfere with such assigned
duties or create an impermissible actual, potential, or appearance of conflict of interest.

Gifts, Entertainment and Favors

Employees must not accept entertainment, gifts, or personal favors that could, in any way, influence,
or appear to influence business decisions in favor of any person or organization with whom or with
which KCU has, or is likely to have, business dealings.

Similarly, employees must not accept any other preferential treatment under these circumstances
because their positions with the University might be inclined to, or be perceived to, place them under
obligation to return the preferential treatment.

Conflict of Interest

Employees are expected to perform their responsibilities diligently, legally, honestly and in good

faith, putting the interests of KCU first. If the employee has an actual or potential conflict of interest
in performing their duties for KCU, the employee must disclose the conflict in writing in a timely
fashion to the Director of Human Resources, so that KCU can determine how best to avoid or manage
the conflict. The employee must be sensitive to situations that may pose a conflict of interest or the
appearance of a conflict of interest so that the employee is perceived at all times as objective, ethical,
free from bias or undue influence, professional and fair in performing their duties.

A conflict of interest exists when an outside activity of the employee’s competes with or diminishes
the interest of KCU or interferes with their performance of duties on its behalf. A conflict of interest
also occurs when the outcome of a decision that should be made in the best interest of KCU conflicts
with the employee’s personal or economic interest. Among such decisions that may present conflicts
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are those determining or recommending the use of suppliers or vendors, the use of KCU resources, or
the use of the employee’s own work time.

Actual or potential conflicts involving the President, Provost or Executive Vice Presidents shall be
reported pursuant to the conflict of interest policy to the Board of Trustees and handled according to
the current Conflict of Interest Policy.

Anti-Nepotism Policy

The employment of relatives can compromise, or appear to compromise, the fairness and objectivity
of employment or operational decisions. Therefore, it is the policy of KCU not to hire a close relative
of any current employee in any capacity. Close relative includes the following relationships, whether
established by blood, marriage, or other legal action: mother, father, husband, wife, domestic partner,
son, daughter, sister, brother, mother-in-law, father-in-law; sister-in-law, brother-in-law, son-in-law,
daughter-in-law, step-child, aunt, uncle, nephew, niece or cousin.

The complete current Anti-Nepotism Policy can be found on the University’s Policy Library.

Personal Relationships in the Workplace

The University strives to provide a work environment that is collegial, respectful and productive. This
policy establishes rules for the conduct of “personal relationships” between employees, including
supervisory personnel, in an attempt to prevent conflicts and maintain a productive and friendly work
environment.

A “personal relationship” is defined as a relationship between individuals who have or have had a
continuing relationship of a romantic or intimate nature.

Individuals in supervisory or managerial roles, and those with authority over others’ terms and
conditions of employment, are subject to more stringent requirements under this policy due to

their status as role models, their access to sensitive information, and their ability to affect the terms
and conditions of employment of individuals in subordinate positions. Therefore, supervisors and
managers are prohibited from dating subordinates and may be disciplined for such actions, up to and
including termination.

An employee who is involved in a personal relationship with another employee may not occupy a
position in the same department with whom he or she is involved. If such a personal relationship
between employees develops, it is the responsibility and obligation of the employees involved to
immediately disclose the existence of the relationship to their supervisor and Human Resources.

When a conflict or the potential for conflict arises because of a personal relationship between
employees, even if there is no line of authority or reporting involved, the employees may be
terminated from employment.

KCU strongly believes that a work environment where employees maintain clear boundaries between
employee personal and business interactions is most effective for conducting business and enhancing
productivity. Although this policy does not prevent the development of friendships or romantic
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relationships between co-workers, it does establish boundaries as to how relationships are conducted
during working hours and within the working environment.

Personal Relationships with Students

Kansas City University is committed to maintaining an environment where the education of students
is of the greatest importance. The integrity of the employee-student relationship is the foundation

of this commitment. Dating, romantic, or sexual relationships between University employees

and students can negatively affect the educational environment for students. The inherent power
differential, real or perceived, can diminish a student’s ability to give meaningful consent to such a
relationship. Further, an employee’s ability to teach, evaluate, or advise a student deteriorates when the
employee and the student have a dating, romantic, or sexual relationship. Thus, any dating, romantic,
or sexual relationship(s) between University employees and students is expressly forbidden and will
constitute grounds for immediate corrective action up to and including termination of employment.

Pre-Existing Relationships

On occasion, an employee will have a dating, romantic, or sexual relationship, or a marriage, with

an individual who then becomes a student. It is the obligation of the employee to disclose that
relationship or marriage to the Provost and Human Resources. It is the obligation of the Provost and
Dean of the appropriate college to take the steps that are deemed necessary to ensure the educational
experience of the student. They must also ensure that other students in the School or Program are not
materially affected by the dating, romantic, sexual, or marital relationship.

Employees who violate this policy are subject to corrective action up to and including termination of
employment. Complaints of any violation of this policy are required to be made to the Office of the
Provost and Human Resources.

Medical Treatment of Students by KCU Faculty Members

KCU faculty will not provide medical treatment of or medical advice to KCU students except in
emergency situations while awaiting emergency response. Students must seek healthcare advice and/
or treatment off-campus from a non-KCU related source.

Although not allowed or encouraged, should a KCU faculty member have to provide medical
treatment for a student, they are required per University policy, to recuse themselves from any and all
situations where they may have to assess, grade, and/or decide promotion for that particular student.

This includes clinical clerkship preceptors, who have a direct assessment and grading responsibility for
assigned KCU students. Students who are on rotations should always avoid seeking medical treatment/
advice from their Clerkship Preceptor.

If a student has difficulty in finding medical treatment/advice, they can contact the staff in the Office
of Student Affairs for a referral to an appropriate physician.

10 | KCU EMPLOYEE HANDBOOK LAST UPDATE: 5/2024




This document is proprietary and for internal purposes only. KCU reserves the right to change this policy at any time.

Problem Resolution

KCU is committed to providing the best possible environment for employees. Part of this commitment
is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question
receives a timely response from management.

No employee will be penalized, formally or informally, for voicing a complaint with KCU in a reasonable,
business-like manner to their manager, Human Resources, or Senior Leadership. If a situation occurs
when an employee believes that a condition of employment or a decision affecting them is unjust or
inequitable, they are encouraged to speak with a supervisor, senior leadership or Human Resources.

If a situation involves another employee, we encourage them to speak with the offending employee
and/or their supervisor; if unresolved, feel free to see Human Resources.

Not every problem can be resolved to everyone’s total satisfaction, but only through understanding and
discussion of mutual problems can employees and management develop confidence in each other. This
confidence is important to the operation of an efficient and harmonious work environment, and helps to
ensure everyone’s job security.

Arbitration

For issues not resolved by the means described above that are escalated for legal remedy, KCU will look to
binding arbitration for dispute resolution.

Arbitration is a dispute resolution process in which the disputing parties present their case to a third
party intermediary who considers all of the evidence and then makes a decision for the parties. Binding
arbitration simply means that the decision is binding for both parties. Arbitration is a very common
approach for resolving various types of disputes.

The American Arbitration Association (AAA) in Kansas City, Missouri, will conduct the binding
arbitration under its commercial rules. All determinations as to the enforceability and effect of this
arbitration agreement shall be decided by the arbitrator, and not by a court. Any award issued as a result
of the binding arbitration may be entered in any court having jurisdiction.

Terms of Arbitration

Both employee and KCU irrevocably agree that any dispute between them shall be submitted to
arbitration. Neither the employee nor KCU shall file or maintain any lawsuit in any court against the
other, and agree that any suit filed in violation of this Agreement shall be dismissed or stayed by the
court in favor of an arbitration conducted pursuant to this Agreement. The costs and fees for arbitration
will be governed by the American Arbitration Association’s Employment Arbitration Rules. If neither
party is totally successful in the prosecution or defense of its claims, each party will bear its own costs of
arbitration unless the arbitrator determines that a more reasonable and equitable division of costs should
be imposed.

The arbitrator’s decision shall be set forth in writing and shall set forth the essential findings and
conclusions upon which the decision is based. Any remedy available from a court under the law shall be
available in the arbitration.
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Drug and Alcohol Use

Employees are required to report to work in appropriate mental and physical condition to ensure
performance expectations are met. While on KCU premises and/or while conducting business-related
activities off KCU premises, no employee may use, possess, distribute, sell or be under the influence of
alcohol, or federally illegal drugs. Alcohol is permissible in the event of specific business settings as
approved by senior leadership.

The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to
perform the essential functions of the job effectively and in a safe manner that does not endanger other
individuals in the workplace.

Federal law has not changed, and marijuana still remains classified as a
Schedule | drug.

As a result, regardiess of stale and local law changes, institutions of higher aducation are
expecied o continue to abide by the Drug-Free Schools and Communities Act' by maintaining
pokcies which prohibil manjuana possession, use, of distnbubon by students, staff, and
faculty. Even medical manjuana s not permitted under federal law. Any institution that
knowingly permils possession, use, of distribution of marijuana is al risk of losing, and even
hawving 1o repay Tille IV funding (Federal Financial Aid), although few, if any institulions have

bean requined 1o 4o 50

Medical Cannabis (Marijuana) in Missouri

Missouri allows for the use of cannabis for medicinal purposes. Individuals who are authorized to use
cannabis must be registered with the Missouri Department of Health & Senior Services (DHSS) and
secure a written certification from a physician licensed in Missouri. The DHSS will issue a registry ID
card. Even with a medical prescription, federal disability laws do not allow for accommodations of on-
campus use and does not allow employees to report to work impaired, or bring marijuana paraphernalia
to campus. Regardless of a medical prescription, KCU employees working in clinical positions and safety-
sensitive positions are prohibited from being under the influence or testing positive for federally illegal
drugs.

*Safety-sensitive positions are classified as any position involving a safety sensitive function pursuant

to federal regulations governing drug and alcohol testing adopted by the United States Department of
Transportation or any other rules, guidelines, or regulations adopted by any other federal or state agency.
Safety-sensitive position also means any position designated by KCU, in which a person performing

the position while under the influence may constitute a threat to health or safety, and which a lapse of
attention could result in injury, illness or death.

Including, without limitation, a position that requires any of the following activities:
a. Carrying a firearm;
b. Performing potential life-altering procedures;
c. Working with hazardous or flammable materials, food, or medicine;
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d. Operating, repairing, maintaining or monitoring heavy equipment, machinery, or motor vehicles.

Employees with questions or concerns about substance dependency or abuse are encouraged to discuss
these matters with their supervisor or Human Resources to receive assistance or referrals to appropriate
resources. Employees with questions on this policy or issues related to drug or alcohol use in the workplace
should raise their concerns with their supervisor or Human Resources without fear of reprisal. For
additional information, please refer to the Drug and Alcohol Abuse and Prevention Policy.

Post-Accident Drug and Alcohol Screening

Employees who sustain work-related injuries will be tested for drug and/or alcohol use following
the incident. Information from an employee’s drug and/or alcohol tests will be confidential to the extent
required by law.

Reasonable Suspicion

Concerns that an employee is under the influence should be reported immediately to any member of
management or Human Resources. KCU will not make a conclusion based on hearsay or rumors, but the
complaint(s) or concern(s) will be documented. Immediately upon notification of this type of concern,
the supervisor/manager and/or Human Resources will gather and document first-hand observations.

If the employee in question is working in or around safety-sensitive areas, or is acting out in a way that
appears to be a safety concern for themselves or others, the employee will be removed from the work area
immediately and asked to wait in a conference room or an office until further information is provided.

If reasonable suspicion is found, Management and Human Resources will meet with the employee to
explain what observations have been made and Human Resources will inform the employee that in order
to rule out the possibility of a violation of KCU’s drug and alcohol policy, he/she will be sent for a drug
and/or alcohol test. The employee will be asked to fill out a drug testing consent form at the clinic.

Testing Procedure/Results

KCU will coordinate transportation to and from the testing site through the Safety and Emergency
Management Department and will notify the testing site of the service requested. The employee of whom
there is reasonable suspicion will not return to work until the test results are available. KCU will pay the
employee for any time or days he or she was scheduled to work.

If the drug or alcohol test results are negative, the employee will be contacted by KCU Human Resources
Department and asked to return to work as soon as possible. If an employee decides not to return on the
next regularly scheduled work day then the employee must take PTO to cover the time off.

If the drug and/or alcohol test results are positive, the third party testing laboratory personnel will
communicate directly with the employee to discuss the results. Once final results are concluded, KCU
will receive positive confirmation of the test. Corrective action up to and including termination will
be reviewed. Regardless of employment status, the employee will be given information regarding our
Employee Assistance Program.

Violations of this policy may lead to corrective action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment program.
Such violations may also have legal consequences.
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Additionally, whether due to a post-accident screening or due to reasonable suspicion, any employee
who refuses to consent and submit to a test when requested will be subject to formal corrective

action up to and including termination of employment. Refusal to submit includes failure to provide
adequate breath for testing without a valid medical explanation after receiving notice of the
requirement for breath testing, failure to provide adequate urine for controlled substances testing
without a valid medical explanation receiving notice of the requirement for urine testing, engaging in
conduct that clearly obstructs the testing process and leaving the scene of an on-the-job accident.

Dress Code & Personal Appearance

KCU strives to assure all employees present a professional appearance which projects an image
of professionalism, competence, inspires confidence in our visitors and our community, and
communicates respect to the public, students, and each other.

Proper grooming, hygiene, and attire play an important role in projecting a positive and favorable
image of the department being represented by KCU.

In some departments, uniforms are to be worn to present a clean, positive, and consistent appearance,
or in some cases, for safety precautions. Employees are responsible for keeping the uniforms neat,
clean and presentable.

Fridays have been designated as casual “jeans” day. Other casual days for the KCU employees will be
announced periodically by management.

Clothing/footwear considered inappropriate and unacceptable include:

Shorts, sweat pants, baseball caps, workout attire, clothing that is revealing, distracting or provocative,
and flip flops. Clothing, apparel, jewelry or accessories with inappropriate or offensive language or
images are strictly prohibited on campus and in virtual settings.

Supervisors shall have the responsibility for ensuring compliance with these guidelines within their
immediate area of responsibility and will address concerns and/or questions as they arise.
Please note department guidelines will prevail.

Performance Management
Regular Performance Evaluation

Performance Reviews are used to discuss and document feedback regarding job performance and
identify areas of focus for continued growth. Each KCU manager is accountable for having regular
feedback conversations with their team members and establishing performance goals. All employees
are expected to play an active role in seeking clarity around expectations and feedback about their
performance. Faculty and staff working 20 or more hours per week will complete a Performance
Review at least once annually. A Performance Review rating of “needs improvement” will likely result
in, if not already on, a written Performance Improvement Plan (PIP) for that employee.

Due Process

The University will provide the employee with a notice of contemplated corrective action and an
opportunity to be heard before making any decision to impose corrective sanctions.
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Corrective Action

Each employee has an obligation to observe KCU'’s policies and to maintain proper standards of
conduct and performance at all times. If an individual’s behavior or performance interferes with the
orderly and efficient operation of a department, corrective action measures may be taken.

It is KCU’s goal to ensure fair treatment of all employees in making certain that corrective actions
are prompt, uniform and impartial. The purpose of any corrective action is to correct the problem,
prevent recurrence and prepare the employee to meet or exceed expectations in the future.

Kansas City University supports the use of progressive corrective action to address issues such as
poor work performance or misconduct. This policy is designed to provide a corrective action process
to improve and prevent a recurrence of undesirable behavior and/or performance issues. Corrective
actions may include a coaching conversation, written corrective action and/or performance
improvement plan, suspension with or without pay, and termination.

Please note: KCU recognizes there are certain types of employee violations will justify termination of employment without
going through the usual progressive corrective steps. Therefore, progressive corrective steps may be altered or accelerated
depending on the details of the situation. KCU reserves the right to determine the appropriate level of corrective action for
any inappropriate conduct.

90-Day Introductory Period

The 90-Day Introductory period is designated to serve as an orientation period for the new employee,
while also providing an opportunity for the University to evaluate and assess performance capabilities
and determine whether a successful employment relationship can be achieved. Employment is not
guaranteed for the duration of the introductory period and an employee may be terminated at any
time during the introductory period or thereafter without notice. Such termination shall not be
subject to the University’s corrective actions.

No Recording Policy

Unauthorized electronic surveillance of employees is disruptive to employee morale and inconsistent
with the respectful treatment required of our employees. For this reason, no employee may record the
conversation of another employee without his or her full knowledge and consent.

No employee may record, by any means, a conversation with another employee unless all of the
following criteria are met:

1. A legitimate purpose for the recording.

2. A recording device in plain view.

3. Written authorization from the supervisor of the employee who wishes to record the
conversation.

Secret recordings are strictly prohibited unless authorized in writing by legal counsel. A violation of
this provision may result in corrective action, including termination.

Open Positions and Job Posting

A core objective of KCU is to invest in employee development and growth. This means giving our
employees visibility to upcoming career opportunities. This does not, however, guarantee preferential
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treatment to existing employees. KCU will always hire the most qualified candidate to fill the position.

Available positions will be posted externally on the University website. Internally, go to Employee
Opportunities for open positions.

Full-time employees may not apply for a second position at KCU (full-time employees will only be allowed to
hold one position at KC U).

Promotions and Job Title Changes
The KCU policy on Promotions and Job Title Changes is located in the KCU Policy Library.

Internal Transfers

A key attribute of KCU culture is to match employee career aspirations with University needs. To
accomplish this objective, KCU is supportive of employees applying for internal transfers. The process to
apply for an internal transfer is as follows:

m The employee should notify their direct manager or supervisor

m  Apply internally through Workday, go to Employee Opportunities for open positions.
(Some positions will not be posted at the discretion of Human Resources.)

m  Human Resources and /or the hiring manager will notify qualified applicants to schedule interviews (A#/
positions will require an interview)

m  Human Resources and/or the hiring manager will notify any applicant(s) that will not be interviewed for
the position

m [fawritten offer is extended, the employee must accept or decline the offer within three business days
Human Resources/Senior Leadership reserves the right to determine an appropriate transition period

m  Human Resources and /or the hiring manager will notify any candidate(s) that will not be receiving an
offer. All internal transfers will be processed through Human Resources.

Eligibility for Internal Transfer

Employees are expected to be in good standing with KCU and in their current role for a minimum of 12 months
before applying for an internal transfer. Exceptions can be made at the discretion of Human Resources.

Rehire Policy

Where needs dictate, KCU may rehire former employees who left the University in good standing. For
a break in service greater than 90 days, a new background check and drug screen will be required prior
to the rehiring of a former employee. All individuals providing direct patient care will be required to
complete a new background check and drug screen regardless of break in service.

If a former employee is rehired within one year of voluntary separation from KCU, the following
benefits will reflect the employee’s original hire date:

m PTO
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m Retirement Plan 203(b) - Former full-time employees returning on a part-time basis may be
eligible to participate in the 403(b) plan.
m  Years of Service

If a former employee is rehired past one year of voluntary separation from KCU, the employee will be
considered a new employee and will not be eligible for prior service recognition.

Former employees with involuntary separation for cause from KCU are not eligible for rehire.

Note: If the 403b or PTO policy changed since the time of the most recent separation then the new policy
criteria (eligibility, vesting, etc.) would apply.

Credentialing

Kansas City University will access and verify credentials of each licensed and certified health care
practitioner and other clinical staff that will be providing patient care as part of their position at
KCU. The purpose of this verification is to determine if the individual meets applicable standards and
license requirements for providing patient care. Credentials for healthcare providers will be verified
at time of hire and monitored throughout employment with KCU. In some situations, re-verification
may be required based on position.

It is the individual’s responsibility to maintain the required license without lapse, in order to maintain
compliance. If a required license or certification lapses or has a change of status, it is the individual’s
responsibility to inform their manager and Human Resources.

Disclosure of Information

If a KCU employee is charged with a felony or a misdemeanor (excluding misdemeanor traffic
offenses), they must disclose this information to the Director of Human Resources within 14 business
days of the charge and continue to provide updates to the Director of Human Resources until such
time as the charges are disposed of or a conviction has occurred.

Employment and Income Verification

Employment and Income verification request are completed by The Work Number, an automated
service available 24 hours a day, seven days a week. This service is available to any faculty or staff of
the university who needs to provide employment verification information to a third party, such as
when obtaining a loan, buying a car, leasing an apartment, qualifying for a government benefit or
similar instance where proof of employment or income is needed.

If the employee is applying for credit or other services and the verifier requests proof of the employees
employment or income, please direct them to The Work Number (below).

Information for Verifiers:
KCU Employer Code: 28730
The Work Number Access Information: www.theworknumber.com/verifiers | 1-800-367-5690
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Confidentiality of Information

Employees are expected to demonstrate professionalism and discretion related to the confidential nature
of information and activities to which they may be exposed to during the course of employment with
KCU.

Employees may be in a situation in which they may gain knowledge of confidential information
concerning the University’s method of operations, student performance, financial matters, operating
costs, business plans, and other programs to include, but not limited to, organizational strategies,
Affiliation and Preceptor arrangements, Clerkship and Residency programs and strategies, and research
programs and initiatives, which Employee might from time-to-time acquire with respect to the
business of the University, or any of its affiliates or subsidiaries. Employees are expected to maintain the
confidentiality of such confidential information and to limit its use to the benefit of the University.

Employees are not to use confidential information for personal benefit or the benefit, directly or
indirectly, of any other person, corporation, or other legal entity, whether as an employee, officer, director,
consultant, or in any other capacity.

The privacy and security of all KCU faculty, staff, students, patients, etc. is critical. Upon resignation or
termination, employees will not recruit any KCU Faculty and/or Staff, including adjunct faculty, from
KCU for a period up to two years from the date of termination from KCU.

Intellectual Property Policy

For information regarding Ownership of University Intellectual Property, Procedures for Submitting
Invention Disclosures, as well as Decision to Pursue Patent, please refer to the current Intellectual
Property Policy located in the KCU Policy Library.

Confidentiality of Employee Records
KCU'’s philosophy is to safeguard personal employee information in its possession to ensure the

confidentiality of the information.

Any University office that maintains personnel files containing confidential employee records must
establish controls to protect the records from unauthorized disclosure.

All hard copy records should be maintained in locked, secure areas with access limited to those who
have a need for such access.

Acceptable contents of such personnel files include employee’s job description, performance
management documents and leave documents. When employment terminates, any staff personnel files
maintained by the department should be forwarded to Human Resources.

Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy
of student education records. KCU maintains student education records and is responsible for their
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access and release in compliance with FERPA. A