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1. Bradley University

Our Mission

Bradley University empowers students for immediate and sustained success in their personal
and professional endeavors by combining professional preparation, liberal arts and sciences,
and co-curricular experiences. Alongside our dedication to students, we embrace the
generation, application, and interpretation of knowledge.

Our Vision
We deliver an engaging education that transcends traditional boundaries through scholarly and
practical experiences in a diverse, caring, and inclusive environment to prepare purpose driven
leaders who achieve success and build a better world. Bradley University: An investment in the
life you want.

Our Core Values

At the heart of Bradley University is a community built upon the valued relationships we find in
each other as students, staff, faculty, administrators and alumni. At the core of these
relationships are the values of student success, knowledge and discovery, inclusiveness and
connectivity, and excellence.

e Student Success. We are a community that ensures student access to an individualized
learning experience. This is characterized by broad opportunities for students to marry
their passions and skills, by innovative academic programming, and by an exceptional
level of engagement between students, staff and faculty, such that all students acquire
the skills and dispositions essential to purposeful and productive living.

o Knowledge and Discovery. We are a community that prioritizes academic excellence by
nurturing critical inquiry, research, creativity and technical skills development. We work
collaboratively to engage learners in high-impact practices, in scholarship, and in
leadership development opportunities in order to foster lives of purpose and advance a
better world.

® Inclusiveness and Connectivity. We are a community that strives to contribute
meaningfully to understanding and resolving the problems around us. By embracing
servant leadership, purposeful civil discourse, and an inclusive identity whereby we
understand that our differences are our strengths, we lend our passions and knowledge
to build valued relationships with local, regional and global partners.

e Excellence. We are a dynamic community committed to the continuous pursuit of
excellence. As individuals, as units and across campus, we welcome mutual
accountability and are strengthened by our shared, collaborative efforts to ensure that
we are each exceptional and passionate stewards of Bradley University.

Our History

Mrs. Lydia Moss Bradley founded Bradley University in 1897 in memory of her husband, Tobias
Bradley, and her children. Bradley was established "to furnish its students with the means of
living independent, industrious, and useful lives by the aid of knowledge of the arts and
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sciences." Originally called Bradley Polytechnic Institute, the institution was renamed Bradley
University in 1946. Through the first 23 years of its existence, Bradley served as a four-year prep
school (Lower Academy) and a two-year junior college (Higher Academy). In 1920, the decision
was made to develop Bradley Polytechnic Institute into a small four-year college, and the Lower
Academy was dropped. The Higher Academy was expanded to offer the Baccalaureate Degree.
Bradley University assumed its present form in 1946, when the booming post-war enrollment
encouraged the Trustees and the administration to transform the institution into a
medium-sized university, divided into various colleges and schools. A graduate program was
added to the curriculum. Prior to the war period, Bradley's enrollment had always remained at
the 1,000 level, but the influx of students and the resulting change of offerings brought about
an enrollment of 5,000 students after the war. Throughout these changes the institution has
maintained Mrs. Bradley's original goal that it remains "non-partisan, non-sectarian and
independent.”

Our Organization

Board of Trustees. A Board of Trustees oversees the University institution and establishes the
policies that govern the University. The Board appoints the University President, counsels with
the President, and reviews the administration of University affairs. The President of the
University reports to the Board of Trustees.

The Presidents of the Bradley University Faculty Senate, Staff Council, and Student Senate,
during the terms of their offices, attend all regular meetings of the Board of Trustees and
participate, without a vote, as the Board of Trustees determines.

University Administration. The President is the chief administrative officer of the University
and has primary administrative responsibility for the conduct of University activities as
delegated by the Board of Trustees. The President brings matters requiring action by the Board
of Trustees to the Board’s attention.

Administrative officers who report directly to the President are the Provost and Senior Vice
President for Academic Affairs, the Chief Financial Officer, the Vice President for Advancement,
the Vice President for Diversity and Inclusion, the Vice President for Intercollegiate Athletics, the
Vice President for Legal Affairs and General Counsel, the Vice President for Marketing,
Communications and Enrollment Management, the Vice President for Strategy and Innovation,
and the Vice President for Student Affairs. In the President’s absence, the Provost and Senior
Vice President for Academic Affairs may act on the President’s behalf.

In the academic colleges, the Deans are the chief administrative officers and report directly to
the Provost and Senior Vice President for Academic Affairs. Within each college, administration
is affected by the Dean through the department chairpersons or division directors. Each college
is responsible for the study and development of its own programs of instruction and research
and for presenting recommendations through appropriate channels for their improvement.
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2. Introduction

This Handbook

Policies in this employee handbook cannot anticipate every situation that may arise at work. For
that reason, the policies in this handbook only address the basic and important information you
may need to know on a day-to-day basis.

You also work for a dynamic organization. We must be ready to adapt when presented with new
challenges and opportunities. We need flexibility when addressing unique or unforeseen
situations. This handbook, therefore, is not an employment contract or an employment
agreement. We reserve the right, in the appropriate circumstances, to change or vary from this
handbook. This version of the employee handbook replaces all prior versions and employment
policies.

Further, where this Handbook addresses our statutory obligations as an employer (for example,
wage payment issues, or leave obligations) it is our intent merely to recite those statutory
obligations, if any, as they may apply to us. In such cases, it is not our intent to create, nor do we
create, new or additional obligations where none may exist by statute.

Finally, while most of our employees live and work in Illinois, we have employees who work in
different states. Whenever state law requirements are different, we will follow those
requirements.

If you have questions about the policies in this Handbook, you may contact the Human
Resource Department (239 Sisson Hall, Ext. 3223).

Employment Relationships

In general, employment relationships with our employees are employment at-will.
Employment-at-will means that either you or we can discontinue the employment relationship
at any time for any reason. Nothing in this handbook should be considered a promise for
permanent or ongoing employment and no one has the authority to enter into a contract
changing the at-will nature of your employment, except the President of the University, or the
Chair of the Board of Trustees. Any such contract must be in writing.

Code of Employee Relations

In the relationships with our employees, we are guided by certain fundamental principles.

In our effort to provide an effective working environment, it is our desire to:
e Employ people by their qualifications and abide by principles of equal employment
opportunity;
e Establish hours of work conducive to the operational needs of the University;
e Maintain a safe working environment;
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e Welcome constructive suggestions that relate to methods, procedures, working
conditions and the nature of the work performed; and

e Establish procedures for employees to discuss freely any matter of interest or concern
with their immediate supervisor, department head or the Human Resource Department.

We expect all employees to:
e Give a productive day's work to the best of their abilities and skills;
e Arrive at their departments and begin work on time;
e Demonstrate a considerate, friendly and constructive attitude toward students, fellow
employees and the general public; and
o Adhere to the policies adopted by the University.

The University retains the right to exercise customary managerial functions including:

Assign, supervise, discipline and terminate employees;

Determine and change shifts, starting, quitting, meal and break times;

Reassign employees;

Determine and change the size of and qualifications of the workforce;

Establish, change, and eliminate its policies, practices, rules and regulations;

Determine and change methods by which its operations are to be carried out; and
Assign duties to employees according to the University's needs and requirements and to
carry out all ordinary administrative functions.
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3. Equal Employment Opportunity

The University is an equal opportunity employer. We are committed to compliance with all
applicable laws regarding non-discrimination, harassment and affirmative action. We afford equal
employment opportunity to all individuals regardless of race, color, religion, national origin,
ancestry, age, sex, pregnancy, marital status, disability, military status, sexual orientation, gender
identity and expression, unfavorable discharge from military service, order of protection status,
genetic information status, or other protected group as provided by law.

If you feel there you have been subjected to actions in violation of this Equal Employment
Opportunity Policy, you are strongly encouraged to use our Grievance Procedure. For issues or
concerns regarding harassment or sexual harassment, please report the matter under our
Sexual Harassment and Harassment Policy. To report harassment or other discrimination, you
may also:

e (all the lllinois Sexual Harassment and Discrimination Helpline at 1-877-236-7703 to talk to

someone about your concerns; or
e Contact the lllinois Department of Human Rights (IDHR) to file a charge.

o Website: www.illinois.gov/dhr

o Email: IDHR.Intake@illinois.gov

o Chicago: (312) 814-6200 Springfield:  (217) 785-5100
(866) 740-3953 (TTY) (866) 740-3953 (TTY)
(312) 814-6251 (Fax) (217) 785-5106 (Fax)

Genetic Information
In compliance with the Genetic Information Nondiscrimination Act, we will not discriminate
against employees and applicants for employment on the basis of genetic information.

We will not request or require you to provide genetic information, except: (1) inadvertently
acquiring family medical history; (2) requesting or requiring family medical history for purposes
of complying with certification requirements of any family and medical leave laws; or (3) genetic
monitoring of the biological effects of toxic substances in the workplace, when required to do so
by law.

Pregnancy

The lllinois Human Rights Act, the Pregnancy Discrimination Act and other laws make it illegal
for an employer to fire you, refuse to hire you or refuse to provide you with a reasonable
accommodation because of your pregnancy. In addition, we will not discriminate against you
because of your pregnancy or retaliate against you because you requested a reasonable
accommodation. If you have requested a reasonable accommodation, you may continue
working during your pregnancy if a reasonable accommodation is available which would allow
you to continue performing your job. For more information on a pregnancy related
accommodation, please see our Reasonable Accommodation policy.

_____________________________________________________________________________________________________________|
Exempt Employee Handbook Updated November 2023 5


http://www.illinois.gov/dhr
mailto:IDHR.Intake@illinois.gov

BRADLEY University  aal Employment Opporuniy

Specifically, the Illinois Human Rights Act makes it illegal to refuse to hire, to segregate, or to act
with respect to recruitment, hiring, promotion, renewal of employment, selection for training or
apprenticeship, discharge, discipline, tenure or terms, privileges or conditions of employment
on the basis of pregnancy, childbirth, or medical or common conditions related to pregnancy or
childbirth. Women affected by pregnancy, childbirth, or medical or common conditions related
to pregnancy or childbirth shall be treated the same for all employment-related purposes,
including receipt of benefits under fringe benefit programs, as other persons not so affected but
similar in their ability or inability to work, regardless of the source of the inability to work or
employment classification or status.

We support the rights provided under the lllinois Human Rights Act, including the right to be
free from unlawful discrimination and the right to certain reasonable accommodations as listed
in our Reasonable Accommodation Policy. Should you have an issue or concern that falls under
this policy, please speak first with your supervisor or the Human Resource Department. Note
that this law is also enforced by the Illinois Department of Human Rights.

Reasonable Accommodation Policy

Disability-Related Accommodation. Consistent with the requirements of the Americans with
Disabilities Act, we provide reasonable accommodation(s) to qualified individuals with
disabilities who can otherwise perform the involved job’s essential functions.

When a qualified individual with a disability believes that he or she may be able to perform the
job’s essential functions, but cannot do so without a reasonable accommodation, the individual
should address such a request to his or her supervisor. Once a request for a reasonable
accommodation has been made, we will work with the employee to consider the
appropriateness of the requested accommodation and whether such an accommodation can be
granted without creating an undue hardship. It is our goal that we work together in a
cooperative process to find an acceptable solution that will enable an employee to perform the
job’s essential functions. If a reasonable accommodation is not available or if the requested
accommodation is not reasonable , the accommodation request may be denied.

Pregnancy Related Accommodation. For any medical or common condition related to
pregnancy or childbirth, we will honor employee requests for a reasonable accommodation,
unless that accommodation imposes an undue hardship on the ordinary operation of the
University.

Note that you may reject an accommodation offered to you, and you may continue working
during your pregnancy if a reasonable accommodation is available which would allow you to
continue performing your job.

Religious Accommodation. We prohibit discrimination based on religious beliefs, observances
and practices. When employees' religious beliefs impact their work schedule, task assignment,
dress code or other work-related matters, they should immediately contact their supervisor to
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discuss the possibility of a reasonable accommodation. We will make reasonable
accommodations for sincerely held religious beliefs, observances and practices that do not
create an undue hardship for our business.

Retaliation

Our Policy. We prohibit any form of retaliation against you or any employee who in good faith
makes a complaint, raises a concern, or assists in an investigation or proceeding regarding any
conduct you or others reasonably believe to be a violation of our Equal Employment
Opportunity Policy, Sexual Harassment and Harassment Policy, other laws, or our Standards of
Conduct. We want you to feel comfortable to speak up without fear of retaliation when you see,
hear, or suspect illegal or unethical conduct.

Retaliation Prohibition. You will not be terminated, threatened, intimidated, coerced, or
otherwise retaliated against because you make a good faith complaint regarding any issue
outlined above or assist in any investigation of those matters. We prohibit retaliation even if
complaints are later determined to be unfounded.

Reporting Violations. If you believe you have been retaliated against, or other policy violations
have occurred, or if you have questions concerning this policy, we encourage you to speak with
your supervisor or the Human Resource Department. We will treat all complaints of retaliation
very seriously. All such complaints will be reviewed promptly and investigated, as appropriate.

Discipline. Any employee who violates this policy is subject to discipline.

Sexual Harassment/Harassment

We reaffirm the principle that employees and students have a right to work in an environment
free from sexual harassment and harassment. Bradley University does not tolerate sexual
harassment or harassment and commits its efforts to educate staff and students that the
understanding of, and sensitivity to this issue is very important.

Definitions. Sexual harassment is any verbal or physical conduct that denigrates, threatens, or
shows hostility toward another employee because of that employee’s gender. Males or females
may commit sexual harassment. Those impacted by sexual harassment may be of the same or
opposite sex. Sexual harassment may occur in any employment, student/teacher or
student/employer relationship.

Sexual harassment may consist of unwelcome sexual advances, requests for sexual favors or
other verbal or physical acts of a sexual nature, without regard to whether submission to such
conduct is made either explicitly or implicitly a term or condition of an individual’s employment,
performance appraisal, wages, advancement, assigned duties, shifts or any other condition of
employment or career development. Such actions may also constitute sexual harassment
without regard to whether such conduct may interfere with an individual’s work performance or
create an intimidating, hostile or offensive work or educational environment.
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Likewise, harassment is any verbal or physical conduct that denigrates or shows hostility toward
an employee because of the employee’s race, color, pregnancy, religion, national origin,
ancestry, age, sex, marital status, handicap, military status, sexual orientation, unfavorable
discharge from military service, order of protection status, genetic information status, or other
basis which may be protected by law. Harassment occurs when such conduct has the purpose or
effect of interfering with an employee’s work performance, creating a hostile or offensive work
environment, or otherwise adversely affecting an employee’s employment opportunities.

Verbal or physical conduct need not be of a sexual nature to constitute sexual harassment.
Hostile conduct motivated by gender may be sexual harassment. In all cases, sexual harassment
undermines the integrity of the University and is not tolerated.

Description of Sexual Harassment. There are generally two types of sexual harassment: quot
pro quo and hostile work environment. Quid pro quo sexual harassment involves tangible job
actions (such as promotions, raises, or hiring), in exchange for sexual activity or where refusal to
engage in sexual activity yields negative consequences (such as being passed over for a
promotion).

Sexual harassment prohibited by this policy also includes other types of verbal, non-verbal, or
physical conduct known as hostile work environment. The terms "intimidating," "hostile," or
"offensive" as used include conduct which has the effect of humiliation, embarrassment or
discomfort.

Examples of verbal conduct which may have such an effect include:
e Explicit sexual propositions;
Sexual innuendo;
Engaging in flirtations, propositions or other unwanted requests;
Using sexually patronizing terms like "honey," "doll," "chick," "hunk," "stud," or "babe";
Spreading rumors about another’s sexual activity;
Suggestive comments;
Sexual comments about another person’s body;
Foul or obscene language;
Insults of a sexual nature; and
Humor or jokes about sex or gender-specific traits.

Examples of non-verbal conduct which may have such an effect include:
® Suggestive or insulting sounds;
® Obscene gestures; and
e Display of foul or obscene printed or visual material.

Examples of physical conduct which may have such an effect include:
e Sexual touching or groping;
® Touching oneself in a sexual fashion in front of others;
e Patting or pinching of a sexual nature;
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e Intentional brushing of the body;
e Non-consensual sexual intercourse or other sexual activity; and
e Sexual assault.

Description of Harassment. Harassment prohibited by this policy also includes verbal,

non-verbal, or physical conduct. The terms "intimidating," "hostile," or "offensive" as used

include conduct which has the effect of humiliation, embarrassment or discomfort. Examples of

harassment vary widely depending on the circumstances; however, common examples include:
e Racial, ethnic or other epithets;

Racial, ethnic or other slurs;

Racial, ethnic or other jokes;

Inappropriate slang terms;

Derogatory terms; and

Threats of violence.

Retaliation Protection. It is also a civil rights violation under lllinois law for a person, or two or
more persons, to conspire, to retaliate against a person because he or she has opposed conduct
which he or she reasonably and in good faith believes to be unlawful harassment or sexual
harassment in employment or harassment or sexual harassment in higher education, or
because he or she has made a charge, filed a complaint, testified, assisted or participated in an
investigation, proceeding or hearing under the Illinois Human Rights Act.

Reporting Harassment Complaints. If you are comfortable addressing potential harassing
behavior with the offending party, you should clearly indicate the conduct is offensive and
unwelcome, and request that it stop.

If you are uncomfortable confronting the offending party directly, or if the offending behavior
continues, you may make a complaint to the offending person's supervisor or the University’s
EEOQ/AA Officer, Human Resource Administrator or others in authority. The EEQO/AA Officer will
act promptly to investigate and take appropriate action to prevent further occurrences and
advise the complainant of the appropriate mechanism for complaint resolution.

Complaints may be resolved informally. If the informal process is unsuccessful, formal resolution
proceeds under the University’s Grievance Procedure.

Substantiated claims of harassment or sexual harassment may result in the full range of
discipline available under Bradley's policies, from a reprimand to immediate termination. The
penalty in a given case will depend on all relevant facts and circumstances.

Title IX. Complaints or concerns under Title IX are addressed separately from this Policy, and
should be directed to the University’s Title IX Coordinator.
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Procedures Available through the lllinois Department of Human Rights and the lllinois Human
Rights Commission. In addition to Bradley's internal procedures, the lllinois Human Rights Act
provides formal procedures for the filing, investigation, and adjudication of harassment and
sexual harassment complaints. In the event Bradley's internal procedures prove unsatisfactory,
any employee with a complaint of harassment or sexual harassment may initiate charges under
the Illinois Human Rights Act by contacting the lllinois Department of Human Rights (IDHR) or
the Illinois Human Rights Commission at the offices of such agencies, located in Chicago and
Springfield. The Springfield addresses are:
e lllinois Department of Human Rights 222 S. College, Room 101A Springfield, IL 62704
Telephone: (217) 785-5100
e lllinois Human Rights Commission Stratton Building, Room 404 Springfield, lllinois 62706
Telephone: (217) 785-4350

Under the Act, a charge must be filed with the IDHR within 300 days of the alleged unlawful
conduct, which, after IDHR investigation, may result in adjudication before the lllinois Human
Rights Commission. Further details on this process may be obtained from the IDHR or the lllinois
Human Rights Commission.
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4. ETHICS

Conflicts of Interest

A reputation for integrity is essential to the University. We rely on your integrity, good
judgment, and high ethical standards to maintain that reputation. You must never use your
position for private gain, to advance personal interests or to obtain favors or benefits for
yourself, members of your families or any other individual or business. You may not use your
position or knowledge gained from your position for personal gain, or to create a conflict
between your interests and the interests of the University.

The best way to ensure propriety and to avoid even the appearance of wrongdoing is for all
University administrative and professional staff to provide prior full disclosure in writing of any
association, relationship, business arrangement, or circumstance that might suggest decisions
were made contrary to the best interest of the University. We must avoid even the appearance
that decisions were made to benefit you personally, or your family or business associates. All
such prior written disclosures should be delivered to the appropriate Directors, who will in turn
notify the appropriate Vice President.

Although we cannot list all possible situations that might involve questions of ethical conduct or
conflict of interest, the following examples are situations that are considered to be in conflict
with University interests or a violation of trust:

e Use of University Resources. For a University representative to make unauthorized use
of any University resources, including the services of University employees, for his or her
own personal benefit.

e Disclosure of Confidential Information. For a University representative, without proper
authority, to give or release to anyone not authorized to receive such information, any
data of a confidential nature secured through employment.

e Accepting Gifts. For a University representative or any dependent member of his or her
family to accept from any organization or person doing or seeking to do business with
the University a loan, gift or favor of more than nominal value. This prohibition does not
forbid normal loans made in the ordinary course from banks or financial institutions that
may have or expect to have relations with the University.

e Providing Gifts. For a University representative or any dependent member of his or her
family to provide a gift or favor of more than nominal value to any organization or
person doing or seeking to do business with the University.

e Interest in Supplier. For a University representative or any dependent member of his or
her family to have an interest in any organization that has, or is seeking to have, business
dealings with the University where there is an opportunity for preferential treatment to
be given or received except (a) with the knowledge and written consent of the
appropriate Vice President or (b) in any case where the interest is immaterial.
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e Competition with University. For a University representative or any dependent member
of his or her family, directly or through a business organization in which he or she has a
substantial interest, to engage in any other enterprise for remuneration when the
activity is in direct competition with the University, except with the knowledge and
written consent of the appropriate Vice President.

e Property. For a University representative or any dependent member of his or her family
to buy, sell or lease any kind of property for or to the University or to any organization or
person that is or is seeking to become a supplier or competitor to the University, except
with the written approval of the appropriate Vice President.

e Employment by Supplier. For a University representative to serve as an employee,
officer or director of, or as a consultant to, or to be otherwise employed by any company
doing or seeking to do business with the University, except with the knowledge and
written consent of the appropriate Vice President.

Outside activities of University representatives should not interfere with their University duties,
time schedules or normal participation in appropriate University events unless approved by the
appropriate Vice President.

Where there is a question when interpreting the above policies, a university representative
should first consult with his or her supervisor. If there is still any reasonable doubt as to the
proper action, the full situation should be presented to the appropriate Vice President for
review and decision.

Each Division will provide employees with a conflict of commitment disclosure to be completed
on an annual basis. Changes that occur in the annual disclosure statement should be submitted
in writing to the appropriate vice president for inclusion in the personnel file.

Nepotism

For the purposes of this policy, a “relative” is any person who is related by blood or marriage, or
whose relationship with the employee is similar to that of persons who are related by blood or
marriage. This policy also applies to individuals who are not legally related but who reside at the
same address.

We will not hire a relative of a University employee if the new hire would supervise a relative, or
be supervised by a relative.

If relatives are already employed by the University, they cannot be transferred into a position
creating a supervisory relationship. If employees become relatives while they are University
employees, the University will determine an appropriate employment assignment.

In other cases involving relatives, even if there is no supervisory relationship, the University may
reassign or terminate employees.
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Consensual Relationship

The University has a policy to ensure the employment and academic environment is free from
real or perceived conflicts of interest when Bradley University employees, students, and
affiliated individuals, in positions of unequal authority or power, are involved in consensual
romantic or sexual relationships. Complete information regarding the Consensual Relationship
Policy is available online at:
www.bradley.edu/offices/general-counsel/resources/university-policies/consensual-relations.

Non-Disclosure of Proprietary Information

The University's affairs should not be discussed with anyone outside the University except when
required in the normal course of business. Employees handling confidential information are
responsible for its security. Exercise extreme care to safeguard confidential information. These
guidelines do not prohibit the disclosure of non-confidential University information that is
routinely made available to the public. Examples include information about the University's
academic programs, services and business hours. Violation of this expectation may result in
discipline up to and including termination.

The protection of confidential business information is vital to the interest and success of the
University. Such confidential information includes, but is not limited to, the following:

e Employee compensation or other confidential personnel or payroll information (this
does not prohibit you from discussing your compensation with other employees);
Financial information;

Pending projects, proposals and strategic initiatives;
Scientific data;

Scientific formulas;

Technological data; and

Technological prototypes.

You may be required to sign a Non-Disclosure Agreement as a condition for employment. Any
employee who discloses inappropriate or confidential business information may be subject to
disciplinary action (up to and including termination) and legal action.

Privacy of Student Records

All University employees are responsible for compliance with University policies concerning
Privacy Rights of Students and Parents, and release of data about students. These policies are
published in the Academic Handbook and Student Handbook and are consistent with the Family
Educational Rights and Privacy Act of 1974 (FERPA). The policies apply to information in all
forms, including paper copies and computerized records. Individual offices may have specific
guidelines that you should consult.

Release of Information. Central to the privacy policies is the designation of specific student data
