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1.00 BEGINNING WORK: IMPORTANT DETAILS 

1.1  HUMAN RESOURCES OFFICE 
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Employees are expected to comply with parking restrictions indicated by signage, such signs indicating no parking 
or no standing, or indicating that parking is reserved for people with physical disabilities, certain departments, or 
certain personnel. More information regarding parking regulations as well as campus maps with designated 
parking locations is available on the UNE website. Vehicles lacking proper permits or parked in inappropriate areas 
will be ticketed and may be towed at owner’s expense.  
 
1.5 EMPLOYEE IDENTIFICATION CARDS 
All employees are issued an identification card once all required paperwork is completed and background checks, 
when applicable, are clear.  To obtain a UNE ID card, an approval form containing appropriate approvals must be 
submitted to the Security office where a photo of the employee will be taken and the ID will be issued. The 
employee photo ID card is used for security purposes and allows employees access to the library, 
recreation/sports facilities, cultural
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2.00 EMPLOYMENT POLICIES 

2.1 
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performance; 

¶ creates or has the intention of creating an intimidating, hostile, or offensive working and/or learning 
environment; 

¶ unreasonably interferes with or limits one’s ability to participate in or benefit from an educational 
program or activity. 

 
Pursuant to the Maine Human Rights Act, Title VII of the Civil Rights Act of 1964 and Title IX of the Education 
Amendments of 1972, “sexual harassment” is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal, non-verbal or physical conduct of a sexual nature, when: 

a. submission to such conduct is made either implicitly or explicitly a term or condition of an 
individual’s employment or status in a course, program or activity; 

b. submission or rejection of such conduct by an individual is used as the basis for employment or 
educational decisions affecting such individual; or 

c. such conduct has the purpose or effect: 
o of interfering with the individual’s work or educational performance; 
o of creating an intimidating, hostile, or offensive working and/or learning environment; or 
o of interfering with or limiting one’s ability to participate in or benefit from an educational 

program or activity. 
 
The University wants to know of any harassment that occurs, in order that it may act promptly to investigate 
and resolve the situation. If you are uncomfortable about a situation that may, in your opinion, constitute sexual 
harassment, or any other form of harassment, you are encouraged to discuss your concerns with the Associate 
Vice President of Human Resources or the Title IX Coordinator. 
 
The University of New England, as an equal opportunity educational institution, is committed to both academic 
freedom and the fair treatment of all individuals. It, therefore, discourages the use of sexist or other 
discriminatory language. Language that reinforces sexism and/or discriminatory stereotypes can arise from 
imprecise word choices that may be interpreted as biased, discriminatory, or demeaning even if they are not 
intended to be. 
 
Each member of the University community is urged to be sensitive to the impact of language and to make a 
personal commitment to eliminate sexist language. Supervisory personnel have a particular responsibility to 
discuss this policy with faculty and staff and to assure the dignity that all employees deserve. Complaints about 
the use of sexist language should be directed to the appropriate Dean, Senior Administrative Officer, or to the 
Associate Vice President of Human Resources. 
 
To review the UNE Non-Discrimination Policy for Employees, see Appendix A of the Handbook. 
 
2.4  TITLE IX POLICY 
Title IX of the Educational Amendments of 1972 prohibits any person in the United States from being 
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and training about discrimination, harassment and sexual misconduct, including sexual assault, dating violence, 
domestic violence or stalking to the University community and for receiving and investigating reports and 
complaints of discrimination, harassment and sexual misconduct in accordance with this policy. 
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If no action is taken to address the issue in a reasonable amount of time, or if reporting to an immediate 
supervisor is impossible for any reason, including a fear of retaliation, employees may call the UNE COMPLIANCE 
HOTLINE to make a report. 
 
Contact the hotline’s 24/7 message service at any time.  Employee calls will remain confidential to the extent 
permitted by law.  Call Toll-Free: 1-866-587-6636 
 
2.8 CONFLICT OF INTEREST 
UNE attempts to conduct its affairs with a high standard of integrity and expects that administrators, faculty, 
and staff members will conduct themselves in a professional manner with students at all times. All employees 
are expected to avoid situations that might permit private interests to influence job performance. 
 
Faculty and staff members are expected to conduct themselves with the ethical principles or standards that may 
be outlined by their licensing agency; certification authority, or by their professional association (whether or not 
they choose to belong). If a conflict of interest may arguably exist, it is expected that the employee will discuss 
the nature of the conflict with their supervisor. 
 
Examples of situations where a conflict of interest might arise include but are not limited to: 
 

¶ When a full-time employee maintains employment in addition to their employment at UNE. 

¶ When someone is employed in violation of the University’s nepotism policy. 

¶ Where an employee becomes personally involved (e.g., as a friend or romantic partner) with someone 
within the UNE community over whom they have power or authority.  See the Consenting Relationship 
Policy (Section 13.2) for more detailed policy guidance. Examples where power or authority is clearly an 
issue includes a faculty member romantically involved with a student, the Director of any University 
program romantically involved with a student, or a supervisor romantically involved with a subordinate. 

¶ Where an employee and/or an employee’s immediate family stands to receive direct financial 
compensation or specific and direct financial benefits (other than through UNE pay and benefits) by 
University actions. 

 
If the supervisor and employee cannot agree on appropriate action (if any) to resolve the conflict, the supervisor 
shall consult with the appropriate Senior Administrator who shall make a binding determination. Failure to 
consult with one’s supervisor in situations where there is an arguable conflict of interest may result in 
disciplinary sanctions. Similarly, failure to follow supervisory guidance after consultation may result in 
disciplinary sanctions. 
 
2.9 NEPOTISM 
UNE is committed to a policy of employment and advancement based on qualifications and merit and does not 
discriminate in favor of the employment of relatives.  Due to the potential for perceived or actual conflicts, such 
as favoritism or personal conflicts from outside the work environment, which can be carried to the daily working 
relationship, UNE has restrictions on hiring, promoting, and transferring relatives of a current employee. 
 
UNE prohibits the hiring of the relative(s) of current UNE employees within the same department unless there is 
a reasonable and appropriate process to ensure that one relative does not supervise the other and that any 
supervisor is free of undue influence by either relative in the execution of their supervisory duties.  UNE also 
prohibits the hiring or transfer of an employee into a position in which they will directly or indirectly supervise or 
be supervised by a family member.  Nor shall close relatives be permitted to work in the same office, whether or 
not there is a supervisory relationship. 
 
Similarly, employees may not be assigned, transferred, or promoted to a position if it will create a direct or 



https://une.peopleadmin.com/hr
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classification. UNE makes every effort to have a written job description for each non-faculty position. Job 
descriptions include a listing of the functions of the job, training, knowledge, and experience necessary to 
perform it. 
 
All staff members should be aware of their job descriptions and should perform accordingly. It is noted, 
however, that job descriptions are made up of the essential functions and qualifications of a position.  They are 
only guidelines and can normally be expected to change over time. It is the responsibility of the supervisor to 
provide employees with a job duties list that outlines the day-to-day functions of a position.  Additionally, it is 
the responsibility of both the supervisor and the employee to work with Human Resources to update job 
descript
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¶ the duties and responsibilities assigned to the position; 

¶ the level of supervision received; 

¶ whether or not specialized training or education is required to perform the duties; 

¶ if discretion and judgment must regularly be exercised as part of the duties; and 

¶ the amount of time and effort spent performing various duties. 
 
EXEMPT - Employees whose responsibilities and job functions are such that tests established by the 
Federal and State Laws exempt them from minimum wage and overtime pay requirements. 
 
NON-EXEMPT - Employees whose responsibilities and job functions are such that tests by Federal and 
State Laws require that they be paid at least minimum wage and time and one-half of their regular rate 
of pay for any and all hours worked over forty in a week. 
 
REGULAR FULL-TIME
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A supervisor may request an extension of the familiarization period by an additional thirty to ninety days if, in 
the supervisor’s judgment, the ninety days was not sufficient time to allow for the adequate assessment of the 
employee’s skills and ability to perform the job in a satisfactory manner.  Certain positions at UNE may require a 
longer period due to the complexity and responsibility of the position. The request should be  communicated 
first to the Human Resources Office and approved by the Human Resources Office and then, if approved, 
communicated to the employee. 
 
2.20 
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Some facilities are not designed 
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3.00 PAYROLL PROCESSING AND PAY ADMINISTRATION 

3.1  TIME SHEETS AND LEAVE REPORTS 
 

3.1.1 RECORDING OF WORK TIME FOR NON-EXEMPT EMPLOYEES 

All non-exempt employees must keep accurate records of their time worked and ensure all hours 
worked are reported on their time sheets.  This includes all time worked at a university work location or 
at a flexible remote working location. 
 

While employees are responsible for completing their time sheets accurately, supervisors and managers 
are responsible for ensuring that non-
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employee’s authorization as well as the extent of recovery allowed to recover under state law on a per 
pay period basis.   Most 
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to that appropriate leave category. Temporary employees are not eligible f
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not eligible for shift differential pay. 

¶ Eligibility for shift differential pay shall be determined by the supervisor, with the written authorization 
of the Assoc. Vice President of HR. The shift differential shall be considered as part of base pay for 
purposes of payment for all hours wor631.9 P, leave time, including terminal vacation leave, an1.9 P for 
purposes of computing overtime or other premium pay. 

¶ If a person is regularly scheduled to work on more than one shift (for example third shifts an1.9 P second 
shifts), the shift differential will be prorated to reflect the normal work schedule. It will be changed only 
when the regularl
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Regular full-time and regular half-time employees may join the Fidelity 403(b) and, effective January 1, 2204, the 
Roth plan on the first payroll following their date of hire and are eligible for University matching contributions 
on the first payroll following completion of one year of service. The one year waiting period for University 
matching contributions is waived for those with at least one year of service in higher education, per the terms of 
the plan document. Upon meeting the matching requirements, eligible faculty and staff participating in the plan 
will receive dollar for dollar matching contributions from UNE, up to UNE’s maximum matching percentage at 
that time. UNE will not match participant post-
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5.00 EDUCATIONAL BENEFITS 

5.1 TUITION BENEFITS: EMPLOYEES 
Academic courses at the University are open to regular full- and half-time employees who seek professional 
advancement or personal enrichment. Effective September 1, 2024, employees are eligible for a 100% tuition 
waiver for coursework on a space-available basis and only in programs of study that are not enrollment capped. 
Space availability will be determined on the first day of classes. The Registrar will not include discounted 
employee enrollments in calculating minimum course enrollments. 

To qualify for this benefit, certain requirements must be met: 
• An individual must make application for these benefits through the Human Resources Office.
• They must meet minimum course and admissions requirements.
• Coursework should normally be taken 

/hr/benefits/educational-benefits.For
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hours per week (non-exempt) or 40 hours per week (exempt) for at least nine months of the 
year in a position that is 



/hr/benefits/educational-benefits.For
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• CIC-TEP does not limit exchange benefits to certain groups of employees. If an employee is 
designated as full-time by a participating institution, they are eligible to receive exchange 
benefits. 

• CIC-TEP does not limit benefits to the employee’s dependents. Employees, spouses, and 
dependents are all eligible for full tuition benefits. 

• Institutions may not grant a partial tuition write-off. All CIC-TEP participants receive a full tuition 
remission benefit for each eligible student. 

• Host institutions may keep the student’s Pell and state scholarships. To 

https://www.cic.edu/member-services/tuition-exchange-program/participating-institutions
https://www.cic.edu/member-services/tuition-exchange-program/participating-institutions
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• This benefit will be granted for not more than eight semesters or twelve quarters to any one 

dependent. (Summer terms will count as one of the semesters or quarters.) 

• Only natural and legally adopted children or stepchildren of the employee that meet IRS 
dependency requirements are eligible to apply. If questions arise, Human Resources will 
determine the eligibility of dependent children by utilizing the IRS dependency requirements. 

• The employee agrees to promptly notify the University of New England’s Human Resources 
Department if the child no longer meets the IRS dependent requirement. 

• If the dependent withdraws from the accredited institution and receives a tuition refund, the 
employee must promptly notify the University of New England and immediately return any 
payment disbursed on the dependent’s behalf. 

 
Visit https://www.une.edu/hr/benefits/educational-benefits for program overviews. 
 
5.5 TUITION BENEFITS: FIELD SUPERVISORS, PRECEPTORS AND ADJUNCT FACULTY 
Undergraduate, medical, and graduate credit courses, as well as noncredit/CE/CME workshops and seminars 
offered by the University, are open to individuals whom are currently serving, or whom did so during the 
immediate past year, as adjunct clinical faculty supervisor or field supervisors (minimum of 45 hours) of UNE 
students matriculated in degree programs requiring field/clinical placement with supervision. 
 
Eligible individuals must apply and register within the designated time periods. Admittance into the course or 
program will be on a space-available basis to be determined by the Registrar's Office in consultation with the 
appropriate Dean (or designee). Non-matriculated registrants will be waitlisted and notified no later than five 
days before the first class if space is available. Individuals wishing to matriculate into a program of study will be 
notified as soon as it is determined that space is available once full tuition students have been accommodated. 
 
Tuition for both credit and noncredit offerings is 50% of the normal rate and must be paid before the start of the 
course/program. Eligible participants may enroll in UNE courses/workshops at 50% tuition. Participants are 
entitled to enroll in one (1) program/course/workshop at this rate for each 45 hours of instruction or supervision 

/hr/benefits/educational-benefits
/hr/benefits/educational-benefits.For
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accumulation will be earned, and any further accumulation will be forfeited to the extent of these maximums. 
 
It is expected that a written notice will be given at least two weeks in advance to the supervisor to request a 
floating holiday. A floating holiday can be used only after it has been earned, approved in advance by the 
supervisor, and is to be accounted for on time sheets and leave reports. Floating holidays are not payable upon 
termination of employment. 
 
6.3 RELIGIOUS HOLIDAYS 
Employees wanting time off for observance of a religious holiday should request the time off with sufficient 
notice to allow the supervisor to accommodate both the employee's and the department's needs. The time off 
may be taken without pay, from accrued vacation, personal time, or earned floating holidays. 
 
6.4 PERSONAL LEAVE 
Regular full-time faculty (including 9 and 10-month faculty) and professional staff earn 8 hours of personal leave 
upon attaining one year of continuous service, and 8 hours per year thereafter on their employment anniversary 
date of hire.  Regular half-time faculty and professional staff earn 4 hours per year in the same manner. The 
personal leave must be used within the anniversary year following when it is earned; otherwise, the subsequent 
employment anniversary year earning will not occur in its entirety, and the faculty or professional staff member 
will forfeit all or a portion of the new personal time earned. Personal leave can be used only after it has been 
earned, approved in advance by the supervisor, and is accounted for on timesheets and leave reports. Personal 
leave is not payable upon employment termination.    
 
6.5 SUMMER VOLUNTARY UNPAID PERSONAL TIME OFF 
Beginning after Graduation in May through the end of August, full- and half-time salaried and hourly employees 
may request personal time off without pay, not to exceed three months. Hourly employees can request time off 
in hourly increments only, and salaried employees can request time off in full-day increments only.  

• Benefits will not be affected by approved time off — however, employees are responsible for their 
portion of their premiums and should work with Payroll to ensure premiums remain caught up. 

• Not all departments have the flexibility to accommodate requests so department approval is required to 
ensure that work continues without interruption. Departments that approve time off under this benefit 
are not authorized to hire temporary help to fill the gap left by the employee taking advantage of this 
benefit. 

Interested employees should meet with their supervisor prior to the last week in April to discuss the option that 
works for both the employee and department. If requests are not submitted by the last week in April, 
employees may still request time off once the summer starts, but they must give their supervisor a minimum 
notice of 30 days. Employees should complete and discuss their request with their supervisor. Upon approval by 
the supervisor, forms should be forwarded to Payroll. Any changes to the approved planned unpaid time off 
must be communicated as soon as possible in writing to Payroll. . Request forms are located on HR’s website at 
https://www.une.edu/hr/benefits/leave-time.  
 
6.6 VACATION LEAVE 
 

6.6.1  EARNING RATES 
Regular full-time salaried non-faculty personnel, and regular full-time salaried non-exempt non-faculty 
personnel  and regular full-time 12-month faculty members earn twenty days (or 160 hours) of vacation 
leave per year. Notwithstanding the fact that vacation is earned on a monthly pro-rata basis (13.33 hours 
per month), employees in service on June 1 (the beginning of the fiscal year) will have access to their full 
vacation accumulation on that date. Vacation leave earnings for salaried hires during the fiscal year (after 
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June 1) will be calculated at the rate of 13.33 hours for each full completed calendar month of service 
remaining in the fiscal year. Vacation time is not vested to the employees, and only up to five earned and 
unused vacation days at May 31st may be carried forward into the new fiscal year (see section 6.6.5 – 
Maximum Accumulation and May 31st Carry Forward).    
 
Regular full-time non-exempt personnel who work twelve months per year earn ten days (or 80 hours) of 
vacation time for each of their first three years of continuous service, fifteen days (or 120 hours) per year 
for the fourth and fifth years, and twenty days (or 160 hours) per year after completion of five years of 
continuous service. A continuous year of service is met with 12 consecutive calendar months of service, 
as defined below. Vacation time is earned on a monthly pro-rata basis. Non-exempt personnel will earn, 
use, and forfeit vacation time under the same terms and conditions as exempt personnel, excepting that 
the earning rate is different as noted in this policy.   
 
Regular full
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1st.  For full-time and half-time faculty and professional staff who are eligible for vacation time, five days 
is 40 hours of vacation time.  
 
6.6.6   VACATION LEAVE ADVANCE AT TERMINATION 
A vacation time advance, as noted above, is given before an employee earns it. Accordingly, if an 
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one calendar month. A leave of absence for sick time is defined by not having physically worked at least 
one day in that calendar month. 
 
6.7.3  MAXIMUM ACCUMULATION   The maximum sick leave accumulation is 1,040 hours for regular 
full-time eligible employees (520 hours for regular half-time eligible employees). Unlike vacation leave, 
sick leave is intended to be used only if medical necessity requires it. Unused time is not payable upon 
termination of employment. 
 
6.7.4  USAGE   When an employee is unable to work because of personal illness or the need to care for 
family members (see above) who are ill, the employee's immediate supervisor should be notified as 
early as possible during the first day of the absence. Medical evidence may be required if an employee is 
out for three (3) or more days due to the illness as a pre-condition for payment of sick leave benefits. 
Inappropriate use of sick leave may be cause for disciplinary action. If an administrative closing day 
occurs while an employee is on sick leave, that sick day WILL be charged to the employee’s sick bank. 
 
6.7.5  SICK LEAVE ADVANCE   Given extenuating circumstances where an employee’s available sick leave 
balance will not cover their needed medical leave, regular full-time and half-time employees employed 
for at least two years may apply to borrow up to ten days of sick leave not yet earned. Employees may 
only do so once they have used all other earned time (including earned vacation time to date, sick, 
floating holiday, and personal).  Responsibility for approval shall rest with the Dean or Senior 
Administrative Officer, as appropriate, after consultation with the designated Human Resources 
representative and the employee's supervisor, and shall take into account both institutional needs and 
the compelling nature of reasons prompting the request. An employee may request a sick leave advance 
one time per every twelve months.  An employee will not be approved for advanced sick time if they 
have any documented attendance issues through Human Resources within the previous twelve months.  
If attendance issues have been documented in Human Resources within the previous twelve months, an 
employee will not be eligible for consideration until twelve months has passed since their last 
documented attendance issue.   

 
As a condition of receiving advanced sick leave, an employee must agree in writing to repay any 
advanced sick time still not earned and re-credited at the time of employment termination. The 
Authorization for Sick Leave Advance form is required to be fully completed and authorized. 
Furthermore, additional sick leave use will not be permitted until advanced time has been earned and 
re-credited. 

 
6.8 FAMILY AND MEDICAL LEAVE POLICY (FMLA) 
 
UNE employees may be entitled to unpaid, job-protected family and medical leave under the federal Family and 
Medical Leave Act (“FMLA”) and/or the Maine Family Medical Leave law when they meet all of the eligibility 
requirements of these laws. This policy sets forth several rules that must be applied uniformly to all employees 
who may be eligible for either or both types of family and medical leave. If leave qualifies under both federal 
and state laws, the leave amount will run concurrent under both laws.  As used in this policy, “family and 
medical leave (FML)” means leave available under both the federal and state laws. Any questions concerning the 
following family and medical leave should be directed to Human Resources.  
 
A. The Federal Employee Eligibility Periods  
UNE employees who have been employed for at least 12 months and have worked at least 1,250 hours in the 12 
months before taking leave are eligible for FMLA leave under the federal law.  
 
There are two types of eligibility periods under the federal law as described below.  
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• In the event, an employee w
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7.00  LEAVE OF ABSENCE 

7.1  PARENTAL LEAVE 
Regular full-time and regular half-time employees who are not eligible for family medical leave may apply for up 
to 8 weeks of leave following the birth of a child or the adoption or foster care placement of a child under 16 
years of age.  Leave request forms should be obtained by contacting the Assistant Director of Benefits & Leave, 
and should be written and directed to 
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and witness duty leave are to be accounted for on timesheets and leave reports. The employee may be required 
to submit documentation of court payments to Human Resources as a pre-condition for reimbursement.  
Employees are expected to have their responsibilities covered according to the individual needs of their 
departments and to return to work after they have discharged their court obligations for the day. If the jury duty 
period requested would represent a hardship to the employee’s department they should request a deferment 
from the court. Such a request must be made in writing to the appropriate court explaining the hardship and 
providing an alternate available time to serve. Employees will receive full compensation from UNE for up to 30 
days served. 
 
Paid witness duty leave is not available to an employee when the case is a personal case in which the employee 
or family member is the named plaintiff or defendant. Unpaid leave is available for such circumstances. 
 
7.5 FUNERAL LEAVE 
UNE provides one day off with pay for regular full-time and regular half-time faculty and staff to attend the 
funeral of parents, spouse, children, stepparents, stepchildren, siblings, stepsiblings, grandparents, 
grandchildren, current in-laws (inclusive only of father-in-law, mother-in-law, brother-in-law, sister-in-law, son-
in-law, daughter-in-law), or life partner. The one day is determined by the faculty or staff member’s normally 
scheduled working hours for the day of the funeral. Funeral time is to be accounted for on timesheets and leave 
reports.  
 
7.6 BEREAVEMENT LEAVE 
In addition to the funeral leave above, UNE provides up to four days of additional paid time off for a regular full-
time and regular half-time faculty and staff member’s bereavement over the death of immediate family 
members. The four days are determined by the faculty and staff member’s normally scheduled working hours 
for the four days used for bereavement. Bereavement days need not be used consecutively
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9.00   SERVICE RECOGNITION PROGRAM  

The University proudly recognizes faculty and staff with significant years of service within the calendar year for 
every five (5) years of service. Individuals receiving these awards will be recognized at the Holly or Pork Pie 
Luncheons in December. These awards celebrate the accomplishments, commitment, and dedication of our 
long-service employees. 
 
9.1  YEARS OF SERVICE 
Individuals must have completed their years of service by the end of the current calendar year to be eligible for 
recognition at the luncheons. Completed service years will be calculated based on the date of hire in a benefits 
eligible position. 
 
9.2  BREAKS IN EMPLOYMENT 
Individuals who leave employment with the University and return within 12 months will maintain the service 
date at the time of their most recent separation of employment. Individuals with breaks of employment greater 
than 12 months will establish a new service date based on the re-hire date. 
 
9.3 IN
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10.00  COMMUNICATION 

10.1 UNE COMMUNITY E-MAIL 
UNE informs faculty and professional staff of news, events, policy changes, etc., on a weekly basis through the 
use of "UNE Community" e-mail. All faculty and professional staff are welcome to 

https://une.edu/hr
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http://www.une.edu/hr/support/employee-support
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11.4 VIDEO DISPLAY TERMINAL (VDT) TRAINING 
UNE provides education and training to VDT operators for two primary reasons: 
 

• 
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11.7 WEAPONS AND FIREWORKS   
No employee(s),student(s) or guest(s) shall possess weapons or any device that presents a danger to the 
community. Examples of such weapons or devices include swords, axes, machetes, martial arts weapons, knives 
exceeding 2.5” in length, slingshots, bows, arrows, and pepper spray. Firearms, paintball guns, ammunition, 
pellet guns, “soft” pellet guns, bb guns, toy or replica, or anything else that resembles a firearm and/or propels 
an object are prohibited from all University buildings. NOTE: The Director of Safety and Security or designee(s) is 
the final decision-maker if there is a question about whether something is considered a weapon. The Director 
understands that pepper spray is commonly carried for personal protection, available in keychains and many 
other forms. The Director has left pepper spray in this definition in the event of misuse of the device beyond 
personal protection. Employees or students wishing to carry pepper spray should contact Director of Safety and 
Security to discuss appropriate use of this personal safety device.    
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12.00  STANDARDS OF CONDUCT AND DISCIPLINARY PROCEDURES 

12.1 ATTENDANCE 
Punctuality and regular attendance are expected of all employees of UNE and are essential to the proper 
functioning of the University. Any employee who is unable to report to work on time or who needs to leave early 
must notify their supervisor as soon as possible. If the supervisor is not able to be reached, the employee must 
leave a message for their supervisor or appropriate designee.  
 
All time off for vacations must have supervisory approval before use. Employees who do not give notice for time 
off (whether it is for sick time, vacation time, or for a personal appointment) will be subject to disciplinary 
action, up to and including termination. 

 
An employee's attendance record, other than statutorily protected absences, is considered in decisions on 
continuing employment, in disciplinary matters, and in performance evaluation and salary determination. 

 
12.2 CONSENSUAL INTIMATE RELATIONSHIPS  
UNE is committed to maintaining learning and work environments as free as possible from conflicts of interest, 
exploitation and favoritism.  Where a party uses a position of authority to induce another person to enter into a 
non-consensual relationship, the harm both to that person and to the University is clear.  Even where the 
relationship is consensual, there is potential for harm when there is an institutional power difference between 
the parties involved, as is the case, for instance, between supervisor and employee, faculty and student, or 
academic advisor and advisee.  Such relationships may cast doubt on the objectivity of any supervision and 
evaluation provided. 
 
Having consensual relationships with subordinates is likely to interfere with the ability of a superior to act and 
make decisions fairly and without favoritism.  Even if the superior is able to avoid being biased, others in the 
workplace or learning environment are likely to see themselves as being less favored and as disadvantaged by 
the personal relationship.  In addition, the damage can continue long beyond the actual time span of the 
relationship and can make people suspicious of any future professional interactions between the parties. 
 
The following policy is articulated in two parts, the first directed to employee relationships, the second to 
faculty-student relationships. Although these categories have many elements in common, the student-teacher 
relationship represents a special case, because the integrity of this relationship is of such fundamental 
importance to the central mission of the University.  Students look to their professors for guidance and depend 
upon them for assessment, advancement, and advice. Faculty-student consensual relationships create obvious 
dangers for abuse of authority and conflict of interest actual, potential, and apparent.   Especially problematic is 
such a relationship between a faculty member and a graduate student who is particularly dependent upon them 
for access to research opportunities, supervision of thesis or dissertation work and assistance in pursuing job 
opportunities.  
 
UNE has adopted a consensual relationship policy for the following reasons: to avoid the types of problems 
outlined above, to protect people from the kind of injury that either a subordinate or superior party to such a 
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defined as follows:  
 

• Employee: anyone employed by UNE as full-time, half time, or temporary faculty or professional staff.  
• Supervisor: anyone who oversees, directs or evaluates the work of others, including, but not limited to, 

managers, administrators, coaches, directors, physicians, deans, chairs, advisors, and teaching 
assistants, as well as, 
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involving any situation of authority, that situation of authority must be terminated. 
 
Termination of the situation of authority may include , but is not limited to, the suspension or termination for 
cause of the professor, removal of the professor from the role of teaching the class, or assumption of the 
position of authority by a qualified alternative faculty member or teaching assistant, the student selecting or 
being assigned to another faculty academic advisor and/or thesis or dissertation advisor,  and changing the 
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12.6 PERSONAL APPEARANCE AND DRESS 
Maintaining a professional appearance is essential to creating a positive impression for students, co-workers, 
and visitors. It plays a vital role in the protection of the reputation of the University reflecting employee pride 
and inspiring confidence. 

 
Given the varied departmental responsibilities, the University does not have an absolute dress and appearance 
code. It is expected that employees dress in a manner appropriate to their work env 10.98 Tf
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given to the employee and one copy is placed in the official personnel file. 
 

EMPLOYMENT TERMINATION 
Should it be necessary to terminate an individual’s employment, it should be done after the supervisor has 
consulted with their Senior Administrator and Human Resources 
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The Associate Vice President of Human Resources will review the recommendations of the Dean(s) and 
Senior Administrative Officer(s) to assure that only non-discriminatory factors have been used in the 
process. 

 
13.4.2  NOTICE 

Generally, notice to affected individuals of a reduction in force will be communicated as quickly as is 
prudent. 

 

Notice for faculty shall be given as per the terms of the Faculty Handbook. 
 

13.4.3  CONSIDERATIONS    
The considerations afforded by UNE to those affected by a reduction-in-force shall be as follows: 

 
SEVERANCE PAY   Accrued unused vacation leave shall be paid in full at termination of employment in 
accord with the vacation accumulation policy. In addition, and conditioned upon the employees signing 
a severance agreement:  

• 
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cover the cost of such continuation coverage. COBRA rights are provided consistent with Federal law. Current 
COBRA requirements are summarized here, but may be modified any time COBRA is amended. 
 
To qualify for COBRA, the following conditions must be met: 

• The employee must have left employment for a reason other than gross misconduct. 
• The employee must make timely payments to the insurance company of 102% of the premium cost. 
• The employee is not eligible for Medicare. 
• The employee is not covered on another group medical insurance plan. 
• UNE must have available to employees a group medical insurance plan. 

 
The length of time which an employee may be enrolled in a COBRA plan depends on the following qualifying 
events: 
 

Termination of employment (except for gross misconduct) 
Up to 18 months 

Reduction of the employee’s hours which result in loss of coverage 
Up to 18 months 

Death of an employee 
Up to 36 months for dependents 

Divorce of the employee and the dependent spouse 
Up to 36 months for dependents 

The employee becomes entitled to Medicare 
Up to 36 months for dependents 

A dependent child no longer meets the definition of a child 
Up to 36 months for eligible 
dependents 

 
A former employee who is determined by Social Security to be, 
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the University’s 403 (b) retirement plan.  Faculty members may find a reduction in their service committee 
obligations if applicable. 
 
Those faculty members who enroll in the early retirement plan will receive a three year terminal contract.  If a 
faculty member obtained Tenure at the University of New England their Tenure status will remain until their last 
day of employment. 
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protocols established by the UNE Emergency Response Team. 
 
14.2 COPYRIGHT POLICY 
It is the intent of UNE that all members of the University community adhere to the provisions of the United 
States Copyright Law of 1976, as amended (Title 17, U.S. Code). Members of the UNE community who willfully 
disregard the doctrine of "fair use" do so at their risk and assume all liability. The library does offer a “Fair Use 
Checklist” for UNE community members to work through the question of whether their intended use of a 
copyrighted item may be considered “fair use”:  http://dune.une.edu/libserv_facpub/1/.  
 
The use of copyrighted material is strictly governed by Federal copyright law. UNE Guidelines for copyright laws 
are as follows: 
 
UNE’s copyright policy:  http://www.une.edu/academics/copyright-policy  
UNE’s copyright guidelines:  http://www.une.edu/academics/copyright-policy/copyright-guidelines 
 
14.3 PETS ON CAMPUS   
Pets (dogs, cats, etc.) are not permitted in University buildings which include the residence halls. However, 
certain exceptions may apply such as guide/service/comfort animals in the company of their owners. The ability 
to have such animal in a University building must be vetted and approved by the Associate Vice President of 
Human Resources. Dogs, cats, and other domestic animals are permitted on campus grounds only when leashed 
or in a carrier held by and under the direct control of the owner. The owner is responsible for properly disposing 
of any waste created by the animal. 
 
14.4 LOST AND FOUND 
Valuable items that have been lost and found are returned to the Security and Safety office on each campus.  
Books, etc., will be left inside buildings where found.  
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When the reported conduct involves discriminatory harassment based on other protected categories by a 
student, the investigation and grievance process set forth in this Policy below will be utilized.  
 
When the reported conduct involves discrimination or harassment, including gender-based or sexual 
harassment, by an employee that is not covered by Title IX, the investigation and grievance procedures below 
and in the University’s Personnel Handbook will apply. These grievance procedures are set forth in Appendix A 

/title-ix
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Unwelcome sexual advances, requests for sexual favors, and other verbal, non-verbal, or physical conduct of a 
sexual nature, when:  
 
a. Submission to such conduct is made either implicitly or explicitly a term or condition of an individual’s 

employment or status in a course, program or activity; 
b. Submission or rejection of such conduct by an individual is used as the basis for employment or educational 

decisions affecting such individual; and/or 
c. Such conduct has the purpose or effect: 

• of interfering with the individual’s work or educational performance; 
• 
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b. Each party must clearly consent to each act during the sexual encounter. 
 

c. Consent may not be inferred from silence. 
 

d. 
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No individual who is in a position of authority over another, either in the employment or educational context, 
has the authority to discriminate against, harass, or engage in acts of sexual misconduct by virtue of his or her 
role. The University does not in any way, expressly or impliedly; condone discrimination, harassment, and/or 
sexual misconduct, including sexual assault, dating violence, domestic violence, or stalking, by any employee or 
person in a position of authority, including an administrator, or a supervisor. Furthermore, a supervisor, 
administrat

http://www.une.edu/studentlife/counseling
/student-health-center
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mailto:ashambarger@une.edu
mailto:jdeburro@une.edu
mailto:rhandy@une.edu
mailto:hdavis@une.edu
mailto:jmerritt2@une.edu
/title-ix/reporting
/studentlife/handbook
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Supportive Measures are available whether or not a Formal Complaint is filed and regardless of whether the 
Complainant or Title IX Coordinator file a Formal Complaint. Supportive Measures are non-disciplinary, non-
punitive individualized measures offered as appropriate, as reasonably available and without fee or charge to 
the Complainant or Respondent. 
 
Supportive Measures may include: 
 

¶ Facilitating access to counseling and medical services; 

¶ Guidance in obtaining a sexual assault forensic examination; 

¶ Assistance in arranging rescheduling of exams and assignments and extensions of deadlines; 

¶ Academic supports; 

¶ Assistance in requesting accommodations through the appropriate office, if the Complainant or 
Respondent qualifies as an individual with a disability; 

¶ Voluntary changes in the Complainant’s or Respondent’s class schedule (including the ability to transfer 
course sections or withdraw from a course), work schedule, or job assignment; 

¶ Voluntary change in the Complainant’s or Respondent’s campus housing; 

¶ Escort and other safety planning steps; 

¶ 
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who else might be of assistance. 
 

mailto:ashambarger@une.edu
mailto:jdeburro@une.edu
mailto:rhandy@une.edu
mailto:hdavis@une.edu
mailto:jmerritt2@une.edu
http://www.une.edu/studentlife/counseling
/student-health-center
/studentlife/biddeford/residential/res-ed-office
/ise
http://www.une.edu/ise
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Student Access Center 
Biddeford Campus: (207) 602-2815, bcstudentaccess@une.edu 
Portland Campus: (207) 221-4438, pcstudentaccess@une.edu 
 

OFF-CAMPUS RESOURCES 
Police Department (911)  
Any individual who experiences  sexual misconduct can contact the Police Department or Department of Safety 
and Security for assistance in obtaining medical attention and to initiate investigation of the crime. The 
University will assist any individual who wishes to report to the police. Those departments can summon medical 
resources and criminal investigators, act as a liaison with local law enforcement, County Attorney, and 
Victim/Witness Advocate, and provide referral and advice regarding University and community resources.  The 
University will make reasonable efforts to protect and secure the complainant’s rights and the complainant will 
have input into the course of the investigation. 
 
Hospital Emergency Department 
Maine Medical Center at 207-662-2381 or Southern Maine Medical Center at 207-294-5000  
These health care units can provide immediate medical care, STD (sexually transmitted disease) testing and 
pregnancy testing and prevention. The successful prosecution of sexual assault/rape cases often depends on 
physical evidence collected soon after the assault.  Each hospital has health care providers trained to treat 
individuals who have experienced sexual assault/rape with attention to collecting physical evidence. In order to 
assure the collection of evidence, individuals who have experienced sexual assault/rape  are advised not to wash 
or change clothes prior to seeking immediate medical treatment. 
 
Maine State Crisis Number 
1-888-568-1112 
 
National Crisis Text Line 
Text “TALK” to 74174 
 
National Suicide Prevention Lifeline

https://mainehealth.org/maine-medical-center/services/emergency-department?gclid=EAIaIQobChMIyYP0svbJ3AIViSaGCh0mSgJvEAAYASAAEgLSyPD_BwE
http://www.sarsonline.org/
https://www.caring-unlimited.org/
http://throughthesedoors.org/
https://www.plannedparenthood.org/health-center/maine/portland/04101/portland-health-center-2940-91770/std-testing-treatment?gclid=EAIaIQobChMIu7yhnvfJ3AIVlwOGCh23cgAJEAAYASAAEgL7tPD_BwE
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https://www.plannedparenthood.org/planned-parenthood-northern-new-england
https://www.rainn.org/
https://www.nsvrc.org/
/title-ix
/pdfs/une-personnel-handbook
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A formal complaint should be filed with one of the University's complaint officers, who are the Affirmative 
Action Officer/Associate Vice President of Human Resources and the Title IX Coordinator. Normally, the 
Affirmative Action Officer/Associate Vice President of Human Resources is expected to oversee the investigation 
of complaints involving employees, and the Title IX Coordinator is expected to oversee the investigation of 
complaints involving students. 
 
The CHRO or the Title IX Coordinator or their designee shall immediately begin an investigation. The purpose of 
the investigation is to determine whether, based upon a preponderance of the evidence, a violation of this 
policy has occurred. The complaint officer or designee has an obligation to conduct a thorough and objective 
investigation in a timely fashion, assuring appropriate confidentiality and assuring that the accused has a full and 
fair opportunity to respond to allegations. 
 
At the conclusion of the investigation, the active complaint officer, in consultation with the other complaint 
officer, will submit a written report of findings and recommendations to the appropriate Senior Administrator. 
That Senior Administrator shall review the report and take corrective action as appropriate. The Senior 
Administrator shall consult with the President before any decision on action is made. Upon completion of the 
proceedings, the parties will be promptly informed of the results of the investigation and the outcome of the 
proceedings to the extent permitted by law. 
 
UNE ensures that employees and applicants who complain about discrimination, oppose any discriminatory acts, 
or participate in the investigation of such complaints are protected against retaliation.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 







 

 

UNE Personnel Handbook 82 

¶ That no risk of injury or illness, more than everyday risks, are present in the workplace; no significant 
disruption of the working environment of either the requesting employee or other employees will occur; 

¶ The requesting parent and guardian signs an agreement promising to indemnify the University and its 
agents and employees for any claims (including attorney's fees and court costs) made against UNE or its 
agents or employees that arise out of the presence of the child (or visitor) in the workplace. The parent 
or guardian must be a UNE employee. Children of non-employees are not allowed on University 
premises during regular work hours.   

¶ These guidelines do not apply to sports camp, other UNE sponsored programs for children, or on-
campus events open to the public.   
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In the event of a serious widespread threat or outbreak, the Vice President for Clinical Affairs and the Director of 
Student Health will convene or co-convene the Infectious Disease Committee to obtain input and feedback. 
Information shared with them will be on a need to know basis but may include potentially identifiable 
information on patients.  
 
Information released to the UNE community and the public about potential health threats will be HIPAA and 
FERPA compliant, with sufficient information to protect public health.  
 
UNE laboratories and UNE clinical settings are to be environmentally safe with respect to communicable 
diseases. UNE Safety Manual Guidelines (Chapter 8: Blood Borne Pathogens Exposure Control Plan) will be 
followed for decontamination of environmental surfaces and for the handling of equipment and objects that 
could come into contact with human blood or bodily fluids. In cases which require or which are likely to involve 
contact with blood and bodily fluids, UNE guidelines for equipment and surface decontamination will be strictly 
enforced.  
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APPENDIX F 

SUBSTANCE ABUSE POLICY 
(Also refer to the Student Handbook, www.une.edu/studentlife/handbook, Substance Policy) 

  
The University of New England intends to provide a drug-free, healthy, safe, and secure work environment. Use 
or abuse of alcohol or any other drug in a manner that affects or impairs an individual's ability to carry out their 
job responsibilities, or educational responsibilities, is prohibited. In addition, the Drug-Free Workplace Act of 
1988 requires that Federal Grant recipients (such as UNE) take several very specific steps to ensure a drug-free 
workplace. Follow up legislation also requires that employers notify employees and students of the health risks 
associated with alcohol or drug use. As a condition of employment, employees must abide by the terms of this 
policy. Therefore, it is the University's policy that the unlawful manufacture, distribution, dispensation, 
possession, or use of a controlled substance on University premises or while conducting University business 
(whether on or off premises) is prohibited. Violation of this policy will result in disciplinary action, up to, and 
including, termination of employment, and may have legal consequences. Further, it is the University’s policy 
that:  
  

1. Employees must notify the Human Resources Office in writing of any charges and/or convictions under a 
criminal drug statute (for violations occurring on or off University premises) within 5 days. The University, 
through the President, will determine within 30 days if charges warrant University action based upon 
interests of the campus community, the rights of the individual and personnel guidelines. For employees 
participating in Federal grants, the University will notify the granting Federal agency within 10 days of 
receiving a notice of a criminal drug statute conviction for a violation occurring in the workplace. Please 
note that although Maine has legalized, under state law, the medical and recreational use of marijuana, 
use of marijuana remains illegal under the Federal Control Substances Act (“CSA”) and remains a 
prohibited substance under UNE’s compliance obligations under the University’s Substance Abuse Policy 
and the Drug-Free Workplace Act.    
 
Because of the federal CSA, employees should understand that the possession of a medical marijuana 
card does not make the use of marijuana legal under federal law. Therefore, a medical marijuana card will 
not provide an employee with any protection from discipline up to and including termination of 
employment if the employee’s possession or use of marijuana violates UNE’s policy.  

  
2. An employee who has dependency on alcohol or any other drug needs to know that the University   0.013
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3. The University expressly reserves the right, in appropriate situations, to require as condition of 
continued employment, that an employee successfully complete a planned program of recovery from 
identified substance abuse. 
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APPENDIX G 

EMPLOYEE CODE OF CONDUCT 
 
UNE establishes standards of conduct for all employees based on a commitment to compliance by UNE’s senior 
administration and its departments. These standards of conduct convey UNE’s commitment to comply with all 
federal and state standards, with an additional emphasis on preventing fraud and abuse. 
 
It is expected that all UNE administration, faculty, and professional staff, will: 

¶ Conduct UNE business and engage with colleagues, students, consumers in good faith and with integrity, 
honesty, respect and professionalism; 

 

¶ Strive to maintain a working knowledge of all current laws, rules, and regulations related to their job 
responsibilities and to conduct business in strict compliance with them; 

 

¶ Observe non-disclosure of and protect against disclosure of confidential and/or proprietary information 
gained by reason of their official position and not to engage in any activity or otherwise use such 
information for their personal gain/benefit both during and subsequent to the employment relationship, 
including taking appropriate steps to protect such information from unauthorized use or disclosure, 
including, but not limited to, disclosure to family, friends, or acquaintances; 

 

¶ Not engage in any activities that discriminate against persons on the basis of race, color, ancestry, 
national origin, HIV status, gender identity and expression, sex, sexual orientation (including gender 
expression), genetic information, pregnancy and familial status, whistleblower status, age, religion, 
physical or mental disability, veteran status, or any other basis prohibited by statute. This includes, but 
is not limited to, activities in student admissions, student housing, employment, financial aid, University 
Health Services, and all educational services; 

 

¶ Not have any direct or indirect interest, financial or otherwise, that is in conflict with the proper 
discharge of their official duties and will make every effort to avoid the appearance of any conflicts; 

 

¶ Not conduct any business, in their official capacity, with any business entity of which employee is an 
officer, agent, or member, or in which the employee or a member of their immediate family owns a 
substantial interest; 

 

¶ Not make personal investments which could reasonably be expected to create a substantial conflict 
between the employee’s private interest and the interest of UNE or any of its divisions; 

 

¶ Not pursue outside business and professional opportunities that compete with the interests of UNE.  
Employees have a responsibility to bring these opportunities to UNE’s attention; 

 

¶ Not accept other employment or compensation which could reasonably be expected to impair the 
employee’s performance of, or their independence of, judgment in the performance of the employee’s 
duties for UNE; 

 

¶ Disclose all potential conflicts of interest to the employee’s immediate supervisor or the Chief  
Compliance Officer; 
 
 

¶ Not intentionally or knowingly recklessly or negligently misapply or misappropriate any asset, property, 
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APPENDIX H 

COMPUTER 

/sites/default/files/CONFIDENTIALITY%20AGREEMENT%2020170105.pdf
/sites/default/files/CONFIDENTIALITY%20AGREEMENT%2020170105.pdf
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Examples of private, confidential information include, but are not limited to: Social Security Numbers, 
Financial Information, Financial Aid Applications, Copies of Tax Returns, Private Health Information, Birth 
date, Home address or phone number, Passwords, Gender, Ethnicity, Citizenship, or Citizen visa 
code,Veteran and disability status, Educational services received, Student academic information (grades, 
courses taken, schedule, test scores, Advising records, etc.), Disciplinary actions, and Student ID. 
Employees should take all necessary steps to prevent unauthorized access to this information.  
 

2. Keep passwords secure, and do not share accounts. Authorized users are responsible for the security of 
their passwords and accounts. System level passwords should be changed quarterly; user level 
passwords should be changed every 45 days.  
 

3. All PCs, laptops, and workstations should be secured with a password-protected screensaver with the 
automatic activation feature set at 10 minutes or less or by logging-off (control-alt-delete for Win2K 
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than another employee’s) personal username and password. 
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APPENDIX I 

BACKGROUND CHECK POLICY 
 

POLICY 
It is the policy of UNE that its supervisors and managers are responsible for safeguarding faculty, professional 
staff, and students of UNE, as well as the 
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D. Credential Verification 
When a credential, license, or certificate is required for a job, the applicant must furnish a copy of the most 
recent evidence of licensure or credential on a pre-employment basis. The standard offer letter will include the 
following sentence:   
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the application and may result in employment termination or withdrawal of the employment offer, whenever 
discovered. Failure of the employee to present appropriate transcript or credential information will be a barrier 
to the employee’s ability to begin employment, or if discovered after beginning employment, may be cause for 
employment termination.  
 
Background checks will not be done for those in employment before the policy going into effect, unless 
exceptional circumstances so warrant. 
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APPENDIX J 

University Title IX Grievance Policy for Employees 
Updated August 1, 2024 

 
 

UNIVERSITY OF NEW ENGLAND’S TITLE IX GRIEVANCE POLICY FOR ADDRESSING COMPLAINTS OF SEX 
DISCRIMINATION AND SEX-BASED HARASSMENT FOR EMPLOYEES AND OTHERS AS A PARTY BUT NOT 
INVOLVING A STUDENT AS A PARTY 

 

(August 1, 2024.) Please refer to https://www.une.edu/title-ix-civil-rights-compliance for the most current 
Policy. 

 

 

This Policy has several components that can be accessed through the use of the hyperlinks provided below. 
Those components are: 

 

¶ Scope and applicability of this Policy 

¶ Resources to address concerns regardless of a complaint is made; 

¶ Reporting potential violations of this Policy 

¶ Procedures for adjudicating a complaint 

 

General Rules Application 

 

This Policy applies to reports of sex discrimination when an employee or others who were participating or 
attempting to participate in UNE’s education program or activity at the time of the alleged sex discrimination is a 
party and no student is a party.  

 

The Unive

/title-ix-civil-rights-compliance
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Employees who engage in conduct prohibited under this Policy may be subject to disciplinary action, including 
dismissal from the University or termination of employment. In addition, the University will provide 
remedies to a Complainant designed to restore or preserve equal access to the University's education 
programs or activities where a determination of responsibility has been made against a Respondent. 

 
Effective Date 

 

This Policy will become effective on August 1, 2024, and will only apply to complaints of sex discrimination and 
sex-based harassment brought on or after August 1, 2024. Complaints brought prior to August 1, 2024 or 
complaints regarding conduct alleged to have occurred prior to August 1, 2024 will be investigated and 
adjudicated according to the University’s former “Non-Discrimination, Anti-Harassment, and Sexual Misconduct 
Policy or Title IX Grievance Policy” or other appropriate policies.   

 

Revocation by Operation of Law 

 

Should any portion of the Title IX Final Rule, 89 CFR 33474 (April 29, 2024), be stayed or held invalid by a court of 
law, or should the Title IX Final Rule be withdrawn or modified to not require the elements of this policy, this 
policy, or the invalidated elements of this policy, will be deemed revoked as of the publication date of the 
opinion or order and for all reports after that date, as well as any elements of the process that occur after that 
date if a case is not complete by that date of opinion or order publication. 

 

I. SCOPE OF POLICY 

(A)  Applicability 

The purpose of this Policy is to provide UNE a mechanism to continue its efforts to prevent and remedy 
discrimination on the basis of sex in its education program and activity and to specifically comply with Title IX of 
the Education Amendments of 1972 and its regulations as well as other applicable state and federal laws. This 
Policy applies to allegedly aggrieved employees and others who were participating or attempting to participate 
in UNE’s education program or activity at the time of the alleged sex discrimination. This Policy applies broadly 
to the entire University community, including all trustees, employees, the student body (graduate and 
undergraduate), vendors, volunteers, alumni, prospective students, prospective employees, and visitors to 
campus. This includes guests, patrons, independent contractors, or clients of the University of New England. This 
Policy prohibits discrimination, harassment, or sexual misconduct discrimination in any University education 
program or activity, which means all academic, educational, extracurricular, athletic, and other programs.  
 
The term “education program or activity” includes all University operations, including locations, events, or 
circumstances over which the University exercised substantial control over both the Respondent and the context 
in which the conduct occurs, and any building owned or controlled by a student organization that is officially 
recognized by the University.  

(B) Jurisdiction of Policy  

Generally, the jurisdiction of the University of New England to take disciplinary action shall be limited to conduct 

which occurs within the workplace, on University premises, at off-campus University sponsored, supervised, or 

related activities, at affiliated and clinical sites, on the UNE international campuses, or on Study Abroad Programs, 

and which violates the University Student Conduct Code and/or creates a potentially hostile learning environment. 

In addition, any off-campus conduct that contributes to the alleged sex discrimination or sex-based harassment, 

that disrupts the work or educational environment and/or the mission or objectives of the University, or that 
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results in another person being excluded from participating in or enjoying the benefits of UNE’s education 

program or activity may be acted upon by the University.  Information posted or shared online, including social 

media, that violates this Policy, the University Student Conduct Code, the Faculty Handbook, the Personnel 

Handbook, or any other applicable UNE policy and/or creates a potentially hostile learning or work environment 

may also be acted upon by the University. The University reserves the right to complete any investigation and/or 

disciplinary process started while a student is enrolled, even if a student withdraws, graduates, or otherwise leaves 

the University. Similarly, UNE reserves the right to conduct any employment related investigation even if an 

employee is no longer employed by or working at or for UNE.  

 

Such off-campus programs and activities covered under this Policy include but are not limited to, the Morocco 

campus, study abroad programs, internships, participation in affiliated programs, clinical programs, student 
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Officer 

Office of Civil Rights, 

Department of 

Education 

617-289-0111 OCR.Boston@ed.gov 

8th Floor 

5 Post Office Square,  

Boston, MA 02109-3921 

The Maine Human 

Rights Commission 
207-624-6290 info@mhrc.maine.gov 

19 Union Street, 2nd Floor 

Augusta, ME 04330 

The U.S. Equal 

Employment 

Opportunity 

Commission 

202-663-4900 info@eeoc.gov. 
131 M Street, NE, 

Washington, D.C. 20507 

III. 
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family violence laws or by any other person against an adult or youth victim who is protected from that person's 

acts under the domestic or family violence laws of Maine. 

(F) Stalking 

As defined in the VAWA amendments to the Clery Act, is a course of conduct directed at a specific person that 

would cause a reasonable person to fear for her, his, theirs, or another's safety or to suffer substantial emotional 

distress.  

 

"Course of conduct" means two or more acts, including but not limited to acts in which the stalker directly or 

indirectly, or through third parties, by any action, method, device, or means, follows, monitors, observes, surveils, 

threatens, or communicates to or about a person or interferes with a person's property.  

 

"Reasonable person" means a person under similar circumstances and identities with the Complainant. 

"Substantial emotional distress" means significant mental suffering or anguish that may but does not necessarily 

require medical or other professional treatment or counseling. Stalking includes the concept of cyberstalking, a 

particular form of stalking in which electronic media is used.  

(G) Non-Consensual Sexual Contact (Includes "Fondling") 

Non-Consensual Sexual Contact is contact with the intimate parts of another individual (including but not limited 
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advances, requests for sexual favors, and other verbal, non-verbal, or physical conduct of a sexual nature when:  

¶ Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's 

employment or status in a course, program, or activity; 

¶ Submission or rejection of such conduct by an individual is used as the basis for employment or 

educational decisions affecting such individual; and/or 

¶ Such conduct has the purpose or effect: 

¶ of interfering with the individual's work or educational performance; 

¶ of creating an intimidating, hostile, or offensive working and/or learning environment; and/or 

¶ of interfering with or limiting one's ability to participate in or benefit from an educational program or 

activity. 

Examples of sex-based harassment may include, but are not limited to, the following:  

¶ Physical assault and/or physical, sexual acts perpetrated against a person's will or where the actor knew 

or should have known the person is incapable of giving consent due to the use of drugs or alcohol, or 

due to an intellectual or other disability and where the Respondent should have known the person to be 
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(C) Consent may not be inferred from silence. 

(D) Consent is not voluntary if it is induced by force, threat, coercion, or deception. Deception does not 
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disciplinary actions even if the relationship itself was not the product of sex discrimination or sex-based 
harassment. The complete policy is contained in the UNE Personnel Handbook, Section 12.2, 
https://www.une.edu/pdfs/une-personnel-handbook )  
 

(N) ADDITIONAL POLICY DEFINITIONS  

¶ Admission means selection for part-time, full-time, special, associate, transfer, exchange, or any other 

enrollment, membership, or matriculation in or at an education program or activity operated by the 

University of New England. 

¶ Complainant means:  

o a Student or employee who is alleged to have been subjected to conduct that could constitute 

sex discrimination or sex-based harassment as defined in this Grievance Procedure and who was 

participating or attempting to participate in the University’s Education Program or Activity; or   

o a person other than a Student or employee who is alleged to have been subjected to conduct 

that could constitute sex discrimination or sex-based harassment under this Grievance 

Procedure and who was participating or attempting to participate in the University’s Education 

Program or Activity at the time of the alleged sex discrimination or sex-based harassment. 

¶ Complaint means an oral or written request to the University that objectively can be understood as a 

request for the University to investigate and make a determination about alleged sex discrimination or 

sex-based harassment at the institution.  

¶ Disciplinary Sanctions means consequences imposed on a Respondent following a determination under 

this Grievance Procedure that the Respondent violated the University’s prohibition sex discrimination or 

sex-based harassment.  

¶ Party means Complainant or Respondent.  

¶ Relevant means related to the allegations of sex discrimination or sex-based harassment under 

investigation as part of this Grievance Procedure. Questions are Relevant when they seek evidence that 

may aid in showing whether the alleged sex discrimination or sex-based harassment occurred, and 

evidence is Relevant when it may aid a decisionmaker in determining whether the alleged sex 

discrimination or sex-based harassment occurred.  

¶ Remedies means measures provided, as appropriate, to a Complainant or any other person the 

University identifies as having had their equal access to the University’s Education Program or Activity 

limited or denied by sex discrimination or sex-based harassment. These measures are provided to 

restore or preserve that person’s access to the University’s Education Program or Activity after the 

University determines that sex discrimination or sex-based harassment occurred.  

¶ Respondent means a person who is alleged to have violated the University’s prohibition on sex 

discrimination or sex-based harassment 

¶ Retaliation means intimidation, threats, coercion, or discrimination by any person, by the University, a 

/pdfs/une-personnel-handbook
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Student, or an employee or other person authorized by the University to provide aid, benefit, or service 

under the University’s Education Program or Activity, for the purpose of interfering with any right or 

privileged secured by Title IX, or because the person has reported information, made a Complaint, 

testified, assisted or participated or refused to participate in any manner in an investigation, proceeding, 

or hearing under this Grievance Procedure, including an Informal Resolution process.  

¶ Student means a person who has gained Admission.  

IV. TITLE IX COORDINATOR, DEPUTY TITLE IX COORDINATORS, AND CONFIDENTIAL RESOURCE 

ADVISOR 

Title IX Coordinator and Deputy Title IX Coordinators (Non-Confidential Reporting) 
 

The Title IX Coordinator is the individual designated by the President with responsibility for providing education 

and training about discrimination, harassment, and sexual misconduct, including sexual assault, dating violence, 

domestic violence, or stalking, to the University community and for receiving and investigating reports and 

complaints of discrimination, harassment, and sexual misconduct in accordance with this Policy.  

 

Any person may report sex discrimination, including Sex-Based Harassment (whether or not the person 

reporting is the person alleged to be the victim of the conduct that may constitute sex discrimination or Sex-

Based Harassment), in person, by mail, by telephone, or by electronic mail, using the contact information listed 

for the Title IX Coordinator, or by any other means that results in the Title IX Coordinator receiving the person’s 

verbal or written report. 

 

Angela Shambarger 

Title IX Coordinator; Senior Director, Office of Title IX and Civil Rights Compliance 

ashambarger@une.edu 207-221-4554 
Mailing Address:  

11 Hills Beach Road 
Biddeford, ME 04005 

Office Locations:  
Biddeford Campus:  

HR Building 
Portland Campus:  

McDougall Hall 102 
 

The following officials at the University have been designated as Deputy Title IX Coordinators and are trained to 

receive reports. Deputy Coordinators will provide privacy, but not confidentiality, upon receiving a report of 

conduct prohibited by Title IX. 

 

Hahna 

Patterson 

Assistant Vice President for Student 

Affairs 
207-602-2372 hpatterson@une.edu    

Ray Handy Associate Dean of Student Affairs 207-221-4213 rhandy@une.edu 

Shane Long Assistant Dean of Students 207-602-2372 slong11@une.edu 

Heather Davis Director of Athletics 207-602-2629 hdavis@une.edu 

Janna Merritt 
Assistant Director of Human 

Resources 
207-602-2281 jmerritt2@une.edu 

Shaylah Kelly 
Senior Employee Relations and Talent 

Development Manager 
207-602-2524 skelly14@une.edu 

 

mailto:ashambarger@une.edu
mailto:hpatterson@une.edu
mailto:rhandy@une.edu
mailto:slong11@une.edu
mailto:hdavis@une.edu
mailto:jmerritt2@une.edu
mailto:skelly14@une.edu
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The Title IX Coordinator/ Deputy Title IX Coordinators will:  

¶ Provide oversight of any investigation of claims of discrimination, harassment, or sexual misconduct in 

violation of this Policy;  

¶ Be available to assist any individual in accessing the resources of the University or the community in the 

event of any complaint under this Policy;  

¶ Assist anyone who wishes to report a crime to local law enforcement;  

¶ Be responsible for all training and education programs and monitoring the campus climate with regard 

to discrimination, harassment, and sexual misconduct; and  

¶ Complete required annual reports to government agencies. 

 

Confidential Resource Advisor (Confidential Reporting) 
 
The University has a designated Confidential Resource Advisor (CRA). This individual can receive disclosures or a 
report from an individual and maintain the information in a confidential way. A student can contact the CRA and 
make a disclosure. The CRA can assist the student in accessing on-campus supportive resources and can do a 
direct referral to SARSSM for full advocacy support services.  
 

Anne Barton 
Counselor and Confidential Resource 

Advisor 
207-602-2549 abarton4@une.edu. 

 

The University has arranged with Sexual Assault Response Services of Southern Maine (SARSSM) to serve as the 

Confidential Resource Advisor (CRA) for employees. This organization can receive disclosures or a report from 

an individual and maintain the information in a confidential way. An employee can contact the CRA and make a 

disclosure. The CRA can assist the employee in accessing on-campus supportive resources and can do a direct 

referral to SARSSM for full advocacy support services. 

 

SARSSM 
Confidential Resource Advisor/Advocacy 

Services 
800-871-7741 

mailto:abarton4@une.edu
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required to notify the Title IX Coordinator when the employee has information about conduct that reasonably may constitute 

sex discrimination.  

Mandatory Reporting to Title IX Coordinator or Provision of Title IX Coordinator Contact Information: 

 

All other employees who are not “confidential employees” are required to either: 

¶ 

/studentlife/security/safety-reports
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based harassment under Title IX or this policy that was provided by a person during a public event to raise 
awareness about sex-based harassment that was held on UNE’s campus or through an online platform 
sponsored by it, UNE is not obligated to act in response to the information, unless it indicates an imminent and 
serious threat to the health or safety of a Complainant, any students, employees, or other persons.  
However, in all cases UNE must use this information to inform its efforts to prevent sex-based harassment, 
including by providing tailored training to address alleged sex-based harassment in a particular part of its 
Education Program or Activity or at a specific location when information indicates there may be multiple 
incidents of sex-based harassment. 

/title-ix.
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understood as a request for UNE to investigate and make a determination about alleged discrimination under 
this Policy. Any person making a report may be requested but is not required, to put their report in writing. 

  

Reports can be made in person, by mail, by telephone, online, or by electronic mail, using the contact 
information listed for the Title IX Coordinator or by any means that results in the Title IX Coordinator receiving 
the person’s verbal or written report. A report may be made at any time (including during non-business hours) 
by using the telephone number, email, online reporting link (https://www.une.edu/title-ix/reporting), or mailing 
address listed for the Title IX Coordinator or other persons familiar with this Policy. 

 
(A) Disability Accommodations 

 







 

 



 

 

UNE Personnel Handbook 114 

/hr/policies
/title-ix
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VII. THE TITLE IX GRIEVANCE PROCEDURE FOR ALLEGATIONS OF   SEX-BASED 

HARASSMENT INVOLVING AN EMPLOYEE AS A PARTY AND NOT INVOLVING 

A STUDENT AS A PARTY 

This section describes the grievance procedures that govern the adjudication of a complaint of sex 
discrimination, including sex-based harassment, involving an employee as a party as long as a student is not also 
a party. 

(A) Filing a Complaint 

Who can make a Complaint?   
The following persons have a right to make a complaint of sex discrimination, including complaints of sex-based 
harassment, requesting that UNE investigate and make a determination about alleged discrimination under this 
policy: 

¶ A Complainant, which includes:  

o a student or employee of the University who is alleged to have been subjected to conduct that 

could constitute sex-based harassment under Title IX;  

o or a person other than a student or employee of the University who is alleged to have been 

subjected to conduct that could constitute sex-based harassment under Title IX at a time when 

that individual was participating or attempting to participate in the University’s Education 

Program or Activity; 

¶ A parent, guardian, or other authorized legal representative with the legal right to act on behalf of a 

Complainant; or 

¶ The Title IX Coordinator, after making the determination specified below.  

The following persons have a right to make a complaint of sex discrimination other than sex-based harassment 
requesting that UNE investigate and make a determination about alleged discrimination under this policy:  

¶ Any student or employee; or 

¶ Any person other than a student or employee who was participating or attempting to participate in 

UNE’s education program or activity at the time of the alleged sex discrimination.  

Who can I report a Complaint to? 
 

Any reports of sex discrimination and sex-based harassment may be made directly to the Title IX Coordinator, 
whose contact information is listed at the beginning of this Grievance Procedure. There are other ways in which 
a Party may report a Complaint.  
 
The University requires that any employee who is not a Confidential Employee and who either has authority to 
institute corrective measures on behalf of UNE or has responsibility for administrative leadership, teaching, or 
advising in UNE'S education program or activity must notify the Title IX Coordinator when the employee has 
information about conduct that reasonably may constitute Sex-Based Harassment.  
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All other employees at UNE who are not Confidential Employees and are not employees as identified above are 
required to notify the Title IX Coordinator when the employee has information about conduct that reasonably 
may constitute sex-discrimination, including sex-based harassment. 
 
Note: If an employee has personally been subject to conduct that reasonably may constitute sex discrimination 
under Title IX or any institutional policy or this Grievance Procedure, these reporting requirements do not apply 
to an employee reporting a personal Complaint. 
 
Can I make a Complaint and request initiation of the Grievance Procedure even if I have made a complaint to 
law enforcement? 
 

Yes. UNE has an obligation to appropriately evaluate all Complaints, regardless of whether there is a concurrent 
Complaint before law enforcement. This process is an administrative process that is different from the criminal 
justice process. 
 
Title IX Coordinator initiated Complaints:  
 



 

 

UNE Personnel Handbook 118 

Program or Activity, the Title IX Coordinator may initiate a Complaint.   
 
If the Title IX Coordinator does initiate the Complaint after making this determination, the Title IX Coordinator 
must notify the Complainant prior to doing so and appropriately address reasonable concerns about the 
Complainant’s safety or the safety of others, including by providing supportive measures as listed in SECTION 
VI.D above.  
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Written Notice of Allegations 
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Investigation 
 

All allegations of sex discrimination, including discriminatory harassment and sexual misconduct will be 
investigated either by the University’s Title IX Coordinator, internal Title IX Investigator and Prevention 
Specialist, the CHRO, or designee, or at the University’s sole discretion by an outside Investigator (hereafter 
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“Relevant” evidence and questions refer to any questions and evidence that tends to make an allegation 
of sexual harassment more or less likely to be true.  Information that does not directly relate to the facts 
at issue, but instead relates to the reputation, habits, personality, or qualities of an individual is 
generally not relevant and will not be considered.   

2.  Impermissible evidence even if relevant under the above definition 

a. “Irrelevant” evidence and questions do not include the following types of evidence 

and questions, which are deemed “irrelevant” or otherwise impermissible at all 

stages of the process under this policy: 

b. Evidence and questions about the complainant’s sexual predisposition or prior 
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(ii) The requirements of the informal resolution process; 
 
(iii) That, prior to agreeing to a resolution, any party has the right to withdraw from the informal 
resolution process and to initiate or resume the UNE’s grievance procedures; 
 
(iv) That the parties' agreement to a resolution at the conclusion of the informal resolution process 
would preclude the parties from initiating or resuming grievance procedures arising from the same 
allegations; 
 
(v) The potential terms that may be requested or offered in an informal resolution agreement, including 
notice that an informal resolution agreement is binding only on the parties; and 
 
(vi) What information UNE will maintain and whether and how UNE could disclose such information for 
use in the applicable grievance procedures, if grievance procedures are initiated or resumed. 
 

The facilitator for the informal resolution process will not be the same person as the investigator or the 
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https://www.sarssm.org/
mailto:ashambarger@une.edu
mailto:hpatterson@une.edu
mailto:rhandy@une.edu
mailto:slong11@une.edu
mailto:hdavis@une.edu
mailto:jmerritt2@une.edu
mailto:skelly14@une.edu
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/studentlife/security
/studentlife/security
/hr/benefits/employee-assistance-program
/hr/benefits/employee-assistance-program
mailto:Cmartins@une.edu
mailto:Cmartins@une.edu


/parking
/emergency/emergency-notifications
/emergency/emergency-notifications
https://www.biddefordmaine.org/2198/Police
https://www.portlandmaine.gov/436/Police
https://www.portlandmaine.gov/436/Police
https://www.sacomaine.org/departments/police_department/index.php
https://www.sacomaine.org/departments/police_department/index.php
mailto:dimran@une.edu
https://www.mainehealth.org/
tel:18008717741
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is no cost associated with requesting an advocate.  
  

Portland: Maine Medical Center Biddeford: Southern Maine Health Care 

22 Bramhall Street 
Portland, ME  04102 

Phone: 207-662-0111 
Website:  

https://www.mainehealth.org/maine-medical-
center 

1 Medical Center Drive 
Biddeford, ME 04005 
Phone: 207-294-5000 

Website:  
https://www.mainehealth.org/southern-maine-

health-care 

  

https://www.mainehealth.org/maine-medical-center
https://www.mainehealth.org/maine-medical-center
https://www.mainehealth.org/southern-maine-health-care
https://www.mainehealth.org/southern-maine-health-care
https://heretohelpmaine.com/resources/
https://www.crisistextline.org/text-us/
https://www.crisistextline.org/text-us/
https://www.sarssm.org/
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24/7 Helpline: 1-800-871-7741 
Website: https://www.sarssm.org/ 

 
Maine Coalition Against Sexual Assault (Mecasa) (Confidential Resource) 
Provides information and referrals to the Sexual Assault Support centers throughout the state of Maine as well as 
other key resources, including for immigrants and native populations. 
 

Maine Coalition Against Sexual Assault 

24/7 Helpline: 1-800-871-7741 
Website: https://www.mecasa.org/ 

  
Caring Unlimited (Confidential Resource) 
York County’s Dating/Domestic Violence Program. 24-hour confidential hotline counseling and referral, free court 
advocates for help obtaining orders for Protection from Abuse, and confidential emergency shelter. Supports and 
Resources are also available for Stalking. 
 

Caring Unlimited 

24/7 Hotline: 1-800-239-7298 
Chat Online: https://www.caring-unlimited.org/helpline (Mondays 1:00PM-5PM) 

Website: https://www.caring-unlimited.org/ 

  
Through These Doors( Confidential Resource) 
Cumberland County Domestic Violence Services. 24-hour confidential hotline counseling and referral, free court 
advocates for help obtaining orders for Protection from Abuse, and confidential emergency shelter. Supports and 
Resources are also available for Stalking. 
 

Through These Doors 

Call: 1-800-537-6066, or 207-874-1973 
Website: https://www.throughthesedoors.org/ 

 
Planned Parenthood Of Maine (Confidential Resource) 
Confidential services and can provide information about emergency contraception and information about sexually 
transmitted diseases.

https://www.sarssm.org/
https://www.mecasa.org/
https://www.mecasa.org/
https://www.caring-unlimited.org/
https://www.caring-unlimited.org/helpline
https://www.caring-unlimited.org/
http://throughthesedoors.org/
https://www.throughthesedoors.org/
https://www.plannedparenthood.org/health-center/maine/portland/04101/portland-health-center-2940-91770/std-testing-treatment?gclid=EAIaIQobChMIu7yhnvfJ3AIVlwOGCh23cgAJEAAYASAAEgL7tPD_BwE
https://www.plannedparenthood.org/planned-parenthood-northern-new-england
https://www.rainn.org/
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Call: 800-656-4673 
Chat: online.rainn.org 

Website: https://www.rainn.org/ 

  
National Sexual Violence Resource Center (Nsvrc) (Confidential Resource) 
NSVRC maintains a directory of organizations that lists state and territory sexual assault coalitions, 
victim/survivor support organizations, and local communities of color sexual assault organizations. You can 
contact your state or territory’s coalition to find local resources that provide services to survivors.  
 

National Sexual Violence Resource Center: 

Website: https://www.nsvrc.org/ 

  
STALKING PREVENTION, AWARENESS, RESOURCE CENTER (SPARC) 
SPARC is a federally funded project providing education and resources about the crime of stalking. SPARC aims 
to enhance the response to stalking by educating the professionals tasked with keeping stalking victims safe and 
holding offenders accountable. SPARC ensures that allied professionals have the specialized knowledge to 
identify and respond to the crime of stalking. 
 

Stalking Prevention, Awareness, Resource Center: 

Website: https://www.stalkingawareness.org/ 

  
  
 
 

(E) Transportation Resources 

 The University offers a variety of options for students to access transportation if they do not have their own 
vehicle. These can be used for emergency room visits or access to appointments, agency visits, police 
departments, etc. 
  
Emergency Room Transportation: 
 

https://www.rainn.org/
https://www.nsvrc.org/
https://www.nsvrc.org/
https://www.stalkingawareness.org/
https://www.stalkingawareness.org/
https://bsoobtransit.org/
https://gpmetro.org/
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and South Portland buses, https://southportland.org/departments/bus-transportation/bus-schedule/,  
for free with University ID cards. Greater Portland Metro services Westbrook, Falmouth, the Portland 
peninsula, and as far north as Freeport and Brunswick. South Portland buses service the Southern Maine 
Community College and Willard Beach areas, the Maine Mall area, and in between, and they connect 
with GP Metro on the Portland peninsula. 

 
Lyft Ride Share 
 

In addition to offering free Lyft credits as an incentive for first-

https://southportland.org/departments/bus-transportation/bus-schedule/
/studentlife/security/transportation
https://www.maine.gov/ag/crime/victims_compensation/index.shtml
https://www.maine.gov/ag/crime/victims_compensation/index.shtml
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3.9Remote work arrangements are subject to a presumption that they will be hybrid remote 

arrangements with the professional staff member working remotely for up to two (2) days and 

on campus the remaining days of their scheduled workdays. Remote work arrangements of more 

than two (2) days are available subject to agreement, but reflect an exceptional (or atypical) 

arrangement. 

 
3.10 Offices should be open for their standard hours (typically 8:00 a.m. to 4:30 p.m.) 

 
3.11 Generally, supervisors should be available for standard hours of coverage. 

 
3.12 Professional staff working remote/hybrid or flexible schedules must agree to report on-site when 

directed to do so by their supervisor to attend in-person meetings, in-person training, or for 

other reasons that the supervisor determines are required based on the operational needs of the 

Department. 

 
3.13 When it is appropriate for professional staff to attend meetings or trainings remotely because 

they are able to participate fully in the meeting, supervisors should take steps to include all 

members of their teams in departmental meetings, trainings, etc. Professional staff attending 

meetings or trainings remotely have an obligation to fully participate in the event and have a 

responsibility to let their supervisors know if they have concerns over their inclusivity.  
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A flex hour schedule is one that permits an employee to work a standard workweek in fewer 
than five (5) – 7 or 8-hour workdays without being subject to overtime pay. A flexible work 
schedule provides the opportunity for professional staff to work in different ways for a specified 
period or on an ongoing basis. A compressed work week may mean working longer hours across 
fewer days.  

 
4.4 Flex Role – Job and role sharing 

Job and role sharing enables development opportunities and provides options for professional 
staff who wish to gain a broader mix of skills and experience in different areas. Examples of role 
sharing opportunities include: 

 

¶ An arrangement where two part-time professional staff members with similar skills and 

experience share a role 

¶ An arrangement where professional staff with complementary skills share a role based on 

individual or work needs or as a development opportunity 

¶ An arrangement where one professional staff member works across two functions or roles. 

This could include combining different roles, filling two part-time positions, or facilitating a 

temporary development opportunity. 

Without prior formal approval of a change in a job description or classification of a position, such arrangements 
may not eliminate or alter essential functions of a position, requirements for a position, or classification of a 
position, including but not limited to, whether that position is a full-time or part-time position. 

 
5. Applying for Flexible Work  

An eligible professional staff member may discuss a flexible work arrangement with their supervisor at any time. 
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mailto:cmartins@une.edu
mailto:cmartins@une.edu


 

 

UNE Personnel Handbook 137 

remotely outside of the state of Maine, except in situations in which the work is temporary, and in all cases with 
the knowledge and approval of the employee’s direct supervisor. The employee and supervisor, with the 
assistance of Human Resources, may need to consider and resolve any tax or legal implications, state and local 
government laws, and/or restrictions of working outside of the state of Maine. For instance, working remotely 
from certain states may not be permissible due to requirements to register as an employer in that state.  
  



 

 


