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| L WELCOME AND INTRODUCTION

| President’s Welcome Letter

Dear Employees,

Thank you for advancing HUC’s mission: forming clergy, preparing leaders, teachers,
and scholars, and advancing scholarship and ideas that strengthen our understanding
and practice of Judaism and Jewish life. With campuses in the United States and Israel,
we help individuals live lives with dignity, meaning and purpose, build vibrant
communities, and advance understanding, kindness, and justice throughout our globe.

We greatly appreciate your abiding commitment to HUC. Your dedication strengthens
our academic programs, supports the scholarship and teaching of our faculty, prepares
our motivated students to pursue their callings, sustains our fiscal responsibility, and
reinforces our engagement of alumni, donors, and prospective students.

You are vital partners in our ONE HUC community, which is inspired and driven
forward by our shared values of inclusion, respect, pluralism, diversity, equality, and
academic excellence.

Together, we strive to foster, maintain and continually strengthen a culture of safety and
respect in our workplace by promoting professionalism and an environment that stands
for integrity, kindness, transparency, empowerment, trust, and appreciation.

This Employee Handbook provides more details and explanations about these values
and expectations. Senior management should exemplify these values through
management of their teams, and these values should be modeled by all employees in
interactions with students, faculty, staff, Board members, donors, and external
associates.

You are integral to the spirit of ONE HUC, where our collective vision, ethical standards,
and determination will secure a promising future for all.

Sincerely,

Andrew Rehfeld, Ph.D.
President
Hebrew Union College
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| Global Director of Human Resources’ Welcome Letter

Dear Employees,

On behalf of the Hebrew Union College, | would like to extend a warm welcome to you
as a member of the HUC Team. We are pleased that you are part of our multi-campus
academic and spiritual learning community and thank you for supporting our mission of
building a vibrant progressive Judaism in North America, Israel, and around the globe.

As an employee, you play an essential role in helping HUC maintain our momentum as
we work to strengthen our ONE HUC community, enhance global impact, and achieve
excellence in everything that we do. Most importantly, we take pride in our commitment
to creating a safe, inclusive, diverse, open, cooperative, and dynamic atmosphere in
which all employees and the institution thrive.

As you begin to settle into your new role, please take the time to review this Employee
Handbook, which provides an overview of the values and ethics on which HUC stands.
We look forward to benefiting from all your talents and abilities as you grow with HUC.

Please be in touch if | can be of further assistance!
Sincerely,

Nicole Jones, M.B.A., SHRM-CP
Global Human Resources Director &
Title IX Coordinator

Hebrew Union College
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| ABOUT THIS HANDBOOK

This Employee Handbook contains the policies of the Hebrew Union College (HUC)
that pertain to all employees on its three American campuses. It provides employees
with helpful information related to employment and assists HUC in the
accomplishment of its mission by providing orderly administration of the workforce.
Unless otherwise indicated, the guidelines, benefits, and policies in this Handbook
apply to all employees regardless of any employment-related classification (such as
faculty or staff, full-time or part-time, exempt, or non-exempt) and regardless of the
source of funding (such as research grants, donor supported positions, or HUC’s
regular payroll).

This version of the Handbook supersedes and replaces all prior employment policies
and practices.

All employees are expected to be familiar with and abide by the policies in this
Handbook. All employees are also expected to administer and enforce these policies
fairly and consistently.

This Handbook provides an overview of many of the important policies that apply to
employees of HUC. Additional employment-related information may also be available
through supplemental resources. For more details about work policies, procedures
and/or benefits, please consult with the National Office of Human Resources by
emailing HR Support at hr-support@huc.edu. For more information about benefits and
retirement plans, please read the summary plan description booklets available in the
Paylocity documents center. If there is any inconsistency between the information in
this Handbook and the plan description booklets or the plan documents, the terms of
the plan description booklets and plan documents will take precedence. For additional
policies, procedures, and other information pertaining exclusively to HUC board-
appointed faculty members, please see the Faculty Handbook maintained by the
Provost's Office. Because no handbook can answer every question or address every
situation that may arise, HUC will interpret, enforce, and update its policies and any
related procedures in its sole discretion.

HUC also reserves the right to alter, add or eliminate any of the guidelines, benefits
and/or policies set forth or referenced in the Handbook in its sole discretion, with or
without prior notice. Although the administration strives to keep employees informed of
the most current version of the Handbook or any updates thereto, the online versions
of the Handbook may not always reflect HUC’s most current rules and practices. When
a change is made, HUC will issue a written notice to employees as soon as
administratively possible

Nothing in this Handbook (or any update or subsequent version of this Handbook)
creates any express or implied contractor guarantee of employment for a specific
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duration or any other enforceable promise. All employment at HUC is “at-will” unless
there is a written employment agreement in place that has been signed by HUC an
authorized signer and the employee (e.g., faculty members). No member of the
administration except the President and CFO has the authority to modify any
employee’s “at-will” employment status, make any verbal or written commitments that
contravene the policies in this Handbook, or create any other legally enforceable
commitment to any employee with respect to any term or condition of employment.

If you have any questions about anything presented here, please see your supervisor
or the Global Director of Human Resources.

| Il GUIDING PRINCIPLES AND POLICIES

HUC MISSION |

Hebrew Union College (HUC) is North America’s premier institution of Jewish higher
education and the center for professional leadership development of Reform Judaism. A
multi-campus academic and spiritual learning community, HUC builds vibrant
progressive Judaism in North America, Israel and around the globe by:

o Studying the great issues of Jewish life, history and thought with an open,
egalitarian, inclusive and pluralistic spirit.

o Educating innovative, visionary clergy and professionals who embody the
sustaining values, responsibilities, practices, and texts of Jewish tradition to
inspire future generations.

e Advancing the critical study of Judaism and Jewish culture in accordance with
the highest standards of modern academic scholarship.

| CORE VALUES

HUC'’s values derive specifically from a set of Jewish values or concepts that we
espouse and which we believe can guide the establishment of a safe and respectful
community. These include:

1. B’Tzelem Elohim: Each human being is made “in the image of God” (Genesis
1:27). This assertion endows every individual with inherent dignity and worth.
When we fail to treat another person with respect, we denigrate the image of
God, and in so doing, we lessen God Godself.

Page 10 of 43

Most Recent Revision Effective Date: 12.2025
Initial Adoption Date: 6.2020
Previous Revision Dates: 5.2022



M’shaneh HaBriyot. Mishnah Sanhedrin 4:5 teaches that one of the unique
qualities of God is reflected in the diversity of creation. “When a human being
mints coins using a stamp, each coin made from the stamp is identical to the
others. But the Holy One forms every human being using the seal of the first
human being, and not a single one is identical to another.” We celebrate diversity
as an indication of God’s hand.

B’Yad HalLashon: Proverbs 18:21 teaches us that “Death and life are in the
power of the tongue.” Speech matters. It is not enough to create an environment
where individuals are safe from physical assault. A safe and respectful
community is one in which speech is not used as a tool to demean or humiliate.
The Talmud reminds us that hurtful speech can never be completely erased.

. Eilu v’Eilu: Jewish tradition values the exchange of ideas. Our sacred literature is

replete with records of disputes among the sages, and many of those disputes
are recorded without a final resolution. Pirkei Avot teaches that disputes “for the
sake of Heaven” are enduring. We should be able to disagree and speak of those
disagreements, while maintaining a respectful stance towards those whose views
differ from our own.

Tikkun: The Reform Movement endorses the idea of tikkun olam, a commitment
to repairing or improving the world. HUC should strive to be a space in which
each member of the community is engaged in tikkun not only on a macro level,
but on a micro level as well. This type of tikkun manifests itself in awareness that
each of us is an imperfect being who may make mistakes, but who is capable of
change and open to teshuvah, the process of recognizing, asking for forgiveness
for, and striving to repair those mistakes.

| CODE OF ETHICS

Given its mission, Hebrew Union College (the “College”) establishes the Code of
Ethics Policy (the “Code”) that College community members have an inherent duty to
act ethically in all circumstances and interactions with members of the College
community and our partner institutions with whom we work and place students.

This is a statement of principle which cannot serve effectively as a stand-alone
document. Rather, its requirement that College community members act ethically is
incorporated into all other College policies. Our collective and individual duties to act
ethically are an inherent part of all policies. You may read the full Code of Ethics Policy

here.

| MONITORING COMPLIANCE AND INVESTIGATING COMPLAINTS POLICY

Hebrew Union College requires governors, directors, officers, and employees to observe
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high standards of business

and personal ethics in the conduct of their duties and responsibilities (the “Ethics”).
Governors, directors, officers, and employees must practice honesty and integrity in
fulfilling responsibilities and comply with all applicable laws and regulations. You may
read the full Policy here.

| CONFLICTS OF INTEREST POLICY

The Conflicts of Interest Policy ("Conflicts Policy") protects the interests of the Hebrew
Union College Foundation (the "Foundation") when it is contemplating entering a
transaction or arrangement that might benefit the private interest of an officer or trustee
of the Foundation or might result in a possible excess benefit transaction. This Policy is
intended to supplement but not replace any applicable state laws governing conflicts of
interest applicable to non-profit and charitable organizations. You may read the full
Conflicts of Interest Policy here.

| CONFIDENTIAL INFORMATION POLICY

All employees shall maintain Hebrew Union College’s (“College”) proprietary and/or
non-public oral, written, or machine-readable information in a manner which protects
this information from disclosure and exposure and ensures its privacy and safety. You
may read the full Confidential Information Policy here.

| FAMILY EDUCATIONAL RECORDS POLICY

Hebrew Union College complies with the Family Educational Records and Privacy Act
of 1974 (FERPA) as amended and publishes a notice on the College’s Registrar
Website. You may read the full FERPA Policy here.

POLICIES PROHIBITING DISCRIMINATION

| EQUAL OPPORTUNITY AND NON-DISCRIMINATION POLICY

The Hebrew Union College (the “College”) prohibits unlawful discrimination in
employment and education on the bases of race, color, ancestry, national origin,
ethnicity, religion (including observance of Sabbath), disability, medical condition, use
of service dog, marital and familial status, age, sex, sexual orientation, status as a
victim of domestic violence, assault or stalking, gender identity and expression, genetic
information, AIDS/HIV, pregnancy, political activities or affiliations, military or veteran
status, prior arrests or criminal accusations and, subject to applicable requirements,
prior convictions, lawful off-work conduct and any other legally protected status or
activity (“protected status”).

Page 12 of 43

Most Recent Revision Effective Date: 12.2025
Initial Adoption Date: 6.2020
Previous Revision Dates: 5.2022


https://hucjir.sharepoint.com/:b:/s/HumanResourcesTeam/IQAm2OmBIczBSLvQAUeiW6XuAeGaz2uo-rtu0pjXLVzf1io?e=KUykF9
https://hucjir.sharepoint.com/:b:/s/HumanResourcesTeam/IQCx3Rjb_8sWRbZ9lRqZtSwtAas7c0GUYVyCEKs1VnPHIOQ?e=1BF47I
https://hucjir.sharepoint.com/:b:/s/HumanResourcesTeam/IQCwnwpD5bWUQpQL2RItXwi6AbS4Gyvm-tsfGTQzkoFJkqg?e=3V5BAu
https://hucjir.sharepoint.com/:b:/s/HumanResourcesTeam/IQBVmPMo-0A2RZuhw2W427h-AZd_AIGCwYUumwczzEaBuVw?e=hCgCgx

However, nothing in this policy waives or restricts the ability of the College, a religious
institution, to exercise its First Amendment right to make personnel and other decisions
consistent with and according to its Jewish faith. You may read the full Equal

Opportunity and Non-Discrimination Policy here.

| TITLE IX GRIEVANCE- PROHIBITION OF SEX DISCRIMINATION AND SEXUAL

It is Hebrew Union College’s policy to conduct a prompt investigation when an allegation
of prohibited sexual misconduct is brought to the College’s attention. You may read the
full Appeal/Grievance Procedure - Sexual Misconduct and Interpersonal Violence Policy
here.

| il EMPLOYEE CLASSIFICATIONS AND BENEFITS

| EMPLOYEE CLASSIFICATIONS

Employment Classifications, Pay Status, and Overtime

Hebrew Union College (“HUC” or the “College”) employs individuals on an at-will basis,
meaning that employment may be terminated by either the employee or the College at
any time, with or without cause or notice, subject to applicable law.

Employees may be hired into full-time, part-time, temporary, intern, or student positions
and are further classified as exempt or non-exempt in accordance with the Fair Labor
Standards Act (FLSA) and applicable federal, state, and local wage and hour laws.

Exempt and Non-Exempt Status
Non-Exempt Employees

Non-exempt employees are paid on an hourly basis and are entitled to overtime pay in
accordance with applicable federal, state, and local laws.

Federal Overtime (FLSA):

o Overtime is paid at one and one-half (1.5) times the employee’s regular rate
of pay for all hours worked over forty (40) hours in a workweek.

California Overtime Requirements:
For employees working in California, overtime is paid in accordance with California law,
which includes daily and weekly overtime provisions:

e 1.5 times the regular rate of pay for:
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= Hours worked over eight (8) hours in a workday, up to twelve (12) hours

= Hours worked over forty (40) hours in a workweek

= The first eight (8) hours worked on the seventh consecutive day in a
workweek

e 2 times (double time) the regular rate of pay for:
= Hours worked over twelve (12) hours in a workday

= Hours worked over eight (8) hours on the seventh consecutive day in a
workweek

HUC complies with all applicable overtime laws. Where federal, state, or local laws
differ, the College follows the law that provides the greatest benefit to the employee.

Exempt Employees

Exempt employees are paid on a salaried basis and are excluded from overtime pay
requirements under the FLSA and applicable state laws.

Exempt employees generally do not receive overtime compensation, regardless
of the number of hours worked.

Exempt status is determined based on job duties, salary basis, and legal criteria,
not job title alone.

The College periodically reviews exempt classifications to ensure compliance
with applicable law.

Employment Categories

Regular Full-Time Employees

Regular full-time employees are not in a temporary status and are regularly
scheduled to work HUC’s full-time schedule of 35 hours per workweek.

Regular full-time employees are generally eligible for HUC’s full benefits
package, subject to the terms, conditions, eligibility requirements, and limitations
of each benefit program.

Official benefit plan documents govern eligibility and coverage.

Regular Part-Time Employees

Regular part-time employees are not in a temporary status and are regularly scheduled
to work less than 35 hours per workweek.
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e On occasion, part-time employees may work additional hours, including up to 35
hours in a given week. Such work is considered intermittent or short-term and
does not change the employee’s part-time status.

e Regular part-time employees who work less than 30 hours per week are
generally not eligible for HUC-sponsored benefit programs or tuition remission.

e Regular part-time employees are eligible for all legally mandated benefits,
including workers’ compensation and Social Security.

e Benefit eligibility may be affected by hours worked over time and applicable law,
including the Affordable Care Act (ACA).

Temporary Employees

Temporary employees are hired to supplement the regular workforce or to assist with
specific projects or short-term operational needs.

e Temporary assignments are for a specified, limited duration, generally six (6)
months or less, and are not intended to be ongoing or indefinite.

e Temporary employees are not eligible for HUC-sponsored benefit programs,
except where required by law.

e Temporary employees are eligible for legally mandated benefits, including
workers’ compensation and unemployment insurance.

e Extensions of a temporary assignment do not imply a change in employment
status. Temporary employees retain that status unless notified in writing of a
change.

e Temporary employees may be engaged directly by HUC or employed through a
third-party staffing agency contracted by the College.

e Temporary employees may be issued identification credentials that distinguish
them from the regular workforce.

Interns and Student Employees

Interns and student employees are individuals whose assignments provide practical
experience related to academic or professional development or provide financial
support.
¢ Interns and student employees typically work on an intermittent or temporary
basis.
e These individuals receive all legally mandated benefits, including workers’
compensation and Social Security.
¢ Interns and student employees are not eligible for HUC-sponsored benefit
programs, unless otherwise required by law or specified in writing.

Best-Practice Compliance Note
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All non-exempt employees are required to accurately record all hours worked,
including any time worked outside of their regularly scheduled hours, whether on
campus or remotely.

Working “off the clock” is strictly prohibited. Employees must record all time worked,
even if the work was not pre-approved. Employees will always be compensated for all
hours worked in accordance with applicable law; however, failure to follow timekeeping
or scheduling requirements may result in corrective action.

Supervisors are responsible for ensuring that non-exempt employees do not perform
work outside of approved schedules without authorization and that all time worked is
properly recorded and reviewed.

Important Notes
e Employment classifications, exempt status, and benefit eligibility may be
reviewed and updated by the College to ensure legal compliance.
e Nothing in this policy alters the at-will nature of employment.
¢ In the event of any inconsistency, official benefit plan documents and
applicable law govern.

[EMPLOYEE BENEFITS |

At HUC, our goal is to pay competitively and offer a generous, meaningful, cost-effective
benefits package that encourages employees to stay long-term if they are performing at
or above expectations. During annual open enroliment, employees will be advised of the
available benefits opportunities with the corresponding employee costs so that they can
make suitable enrollment decisions. Benefit plans are negotiated periodically.

All of the generous benefits that HUC provides are summarized below. The summaries
are not intended to completely describe all of the provisions of the Benefit Plans. In the
case of any conflict or apparent conflict between the Handbook language and other official
plan documents, the full text of the official plan documents will govern.

HUC or its designee(s) retains full discretionary authority to interpret the terms of the
Plans, as well as full discretionary authority with regard to administrative matters arising
in connection with the Benefit Plans. HUC or its designee(s) may modify or eliminate
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any benefits or programs it currently provides, as well as increase the cost to employees
of such benefits and programs. This discretionary authority extends to all issues
concerning benefit eligibility and entitlement. Contact the National Office of Human
Resources if you have any questions.

HUC PAID RETIREMENT SAVINGS PLAN -403(b)

Eligibility to Participate

Regular full-time, benefit-eligible employees may begin making employee contributions
to the Hebrew Union College 403(b) Retirement Plan on the first day of the calendar
quarter following their hire date.

Employees age 50 or older may make additional catch-up contributions, as permitted by
IRS regulations.

Employees may enroll in the plan, change their contribution rate, or adjust investment
elections at any time through Fidelity at www.netbenefits.com.

EMPLOYER CONTRIBUTIONS AND MATCHING

Regular full-time, benefit-eligible employees become eligible for HUC employer
contributions and matching contributions after completing 1,000 hours of service.

Employer contributions and matching will begin on the first day of the calendar quarter
following the month in which the employee completes 1,000 hours of service, provided
the employee remains actively employed.

CONTRIBUTION STRUCTURE

Employees with base pay of $50,000 or less
e HUC contributes 7% of base pay
e HUC matches employee contributions dollar-for-dollar up to 3%
e Maximum total HUC contribution: 10% of base pay

Employees with base pay of $50,000 or more
e HUC contributes 6% of base pay
e HUC matches employee contributions dollar-for-dollar up to 4%
e Maximum total HUC contribution: 10% of base pay

VESTING

Employees are always 100% vested in their own contributions.

Employees become fully vested in HUC’s employer contributions after completing 1,000
hours of service.

Vesting becomes effective on the first day of the calendar quarter following completion
of 1,000 hours.

If an employee separates from employment for reasons other than retirement or
disability before becoming fully vested, the amount received will be based on the vested
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percentage at the time of separation.
IMPORTANT NOTES

Participation, eligibility, and contributions are governed by the official 403(b) Plan
Document, which controls in the event of any inconsistency.

The College reserves the right to amend or terminate the plan in accordance with
applicable law.

The Summary Plan Descriptions govern 403(b) plan administration.

HUC PAID TUITION BENEFITS

HUC encourages personal and professional development and on a limited basis,
provides tuition support in the form of tuition remission for study at Hebrew Union
College and tuition reimbursement for study outside of the College. You may read the
Tuition Remission Policy here.

HUC PAID TIME OFF
PAID VACATION BENEFITS

HUC grants vacation with pay to all regular, full-time employees. Vacation provides the
opportunity for rest, recreation, and relaxation necessary to the maintenance of effective
work performance. Eligible employees are expected to take their vacation leaves regularly,
upon advanced scheduling and approval of the employee’s supervisor. Vacation may be
taken in whole and/or half days only. This Vacation Policy does not apply to faculty as
defined in the Faculty Handbook.

Vacation begins to accrue the first of the month following 30 days of continuous
employment. However, employees are unable to use any accrued vacation time until they
have successfully completed their orientation period, which is 90 days from their hire date.

Vacation will stop accruing if an employee reaches the maximum balance of 280 hours,
thatis, no further vacation will accrue until the month after the employee’s vacation balance
is reduced. Vacation is not earned while an employee is on leave of absence.

When HUC closes for an unscheduled reason (e.g., inclement weather) while an
employee is on leave (vacation, sick, FMLA, or personal), the employee’s leave will not
be extended by that time.

Payout upon Termination

For employees who have been employed at least a year, vacation that is accrued but
unused at the time of an employee’s separation from HUC is paid out. If the employee
does not return HUC property or assets or has an outstanding financial obligation to HUC,
accrued, unused vacation time may be reduced or withheld to the extent and in the
manner permitted by law.
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Monthly accrual rates are determined by the employee’s benefit effective date, according
to the schedules below. Under each of the below accrual schedules, vacation accrues on
a monthly basis for employees working a full-time schedule. The monthly accrual is a
fixed amount so long as the employee works a full-time schedule the entire month, but
the accrual amount may be prorated if an employee works a full-time schedule for less
than a full month.

Non-Exempt Employees (Non-Maintenance)

Vacation time accrues each month of full-time service (based on a 35-hour work week)
as follows:

Years of Service Hours Accrued

1 year to 4 years Month-5.83/Year-70

5 years to 7 years Month-8.75/Year-105
8 years and years Month-11.66/Year-140

Non-Exempt Employees Maintenance

Vacation time accrues each month of full-time service (based on a 40-hour work week)
as follows:

Years of Service Hours Accrued

1 years to 4 years Month-6.67/Year-80

5 years to 7 years Month-10.00/Year-120
8 years and years Month-13.34/Year-160

Exempt Employees

Vacation time accrues each month of full-time service (based on a 35-hour work week):

Years of Service Hours Accrued
1 year and over Month-11.66/Year-139.92

PAID NATIONAL AND JEWISH HOLIDAYS

HUC grants paid holidays to all eligible employees immediately upon hire, including nine
national holidays and several Jewish Religious holidays each year. Employees must work
the last scheduled day before a holiday and the first scheduled day following the holiday to
be eligible for holiday pay unless time off has been pre-scheduled.
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NATIONAL HOLIDAYS

HUC observes the following national holidays and is officially closed on these days:

New Year's Day*

Martin Luther King Day
President’s Day

Memorial Day

Juneteenth

Independence Day*

Labor Day

Thanksgiving

The Day after Thanksgiving
Christmas*

HUC HOLIDAY GUIDELINES

e |If an observed Federal Holiday falls on Saturday, then the Holiday will be recognized on
Friday.

e |If an observed Federal Holiday falls on Sunday, then the Holiday will be recognized on
Monday.

e HUC campuses will close at 1 pm on the 1st night of the Jewish holiday observed.

e HUC campuses will close on the 1st and 2nd day of Shavuot, Rosh Hashanah, Sukkot, and
Shemini Atzeret/Simchat Torah.

e HUC will observe and close campuses on the 1st night, 1st day, 2nd day, 7th day, and 8th day
of Passover if they fall on a weekday.

e HUC campuses will close on primary election day during even years.

Employees wishing to observe additional Jewish religious holidays or the second day of any Jewish
religious holiday when HUC is open, may use earned personal or vacation days or take a leave
without pay, upon pre-approval of their immediate supervisor.

Employees may take one hour in addition to the lunch hour on Ash Wednesday and Good
Friday for church services attendance. This time must be made up by non-exempt
employees with their supervisor's agreement within the same week. Time off in excess of
the one hour may be charged against personal or vacation days or may be taken as a
leave without pay by non-exempt employees.

When a recognized holiday falls during an eligible employee's paid absence (e.g.,
vacation, sick leave), holiday pay will be provided instead of the paid time off benefit that
would otherwise have applied.

Regular non-exempt eligible employees who work on a designated holiday will be paid
two times their base rate for all hours actually worked on that holiday. If the hours worked
on the holiday are less than seven (7) hours (non-maintenance employees) or eight (8)
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hours (maintenance employees), holiday pay at the regular base rate will be applied to
the remaining hours. Employees must receive prior approval from their supervisor to work
on a holiday.

PAID SICK TIME

HUC grants paid sick time benefits to regular full-time employees for periods of
temporary absence due to the employees’ illness or injury. Accrued sick time may also
be used for doctor or dental appointments.

Accrual
1) Full-time (non-maintenance) employees will begin accruing 7 hours of paid
sick leave per full month of employment (84 hours a year);

2) Full-time maintenance employees will begin accruing 8 hours of paid sick leave
per full month of employment (96 hours a year).Employees who are unable to
report to work due to an illness or injury must notify their supervisor before their
scheduled start time if possible. The supervisor must also be contacted at the
beginning of each additional day of absence. HUC may request a doctor’s note
or return to work statement for any absence. Unreported absences of three or
more days will constitute a voluntary resignation.

Employees are responsible for notifying their supervisor if they are out sick. In the event
that the employee is unable to input their own time into the payroll system, the supervisor
should enter sick time on their behalf.

If applicable, sick time may be used to supplement any disability insurance or workers'
compensation benefits that an employee is eligible to receive.

Unused Sick Time

Employees may accrue and carryover a maximum of 65 sick days. Sick time benefits are
intended to provide income protection in the event of an actual illness or injury; therefore,
unused sick time benefits cannot be used for any other paid or unpaid absence and will
not be paid out at the time of separation of employment or retirement.

PAID PERSONAL DAYS DESIGNATION

Employees may designate three (3) sick days per year as personal days upon their
supervisor’s pre-approval.

PAID BEREAVEMENT LEAVE

All employees may take up to three (3) consecutive working days off with pay when a
death occurs in their immediate family. For purposes of Bereavement Leave, immediate
family includes spouse, domestic partner, child, stepchild, parent, stepparent, legal
guardian, mother or father in-law, sibling, daughter-in-law, son-in-law, sister-in-law,
brother-in-law, grandparent or grandparent-in-law or grandchild.
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HUC provides one working day off with pay to attend the funeral of a relative who is not
included in the above list, with the approval of the employee’s immediate supervisor.
Leave with pay not to exceed one-half day may be granted at the discretion of the
supervisor to attend the funeral service of a close friend.

If death or services occur on an HUC paid holiday (holiday weekend) or regular
weekend or vacation, no additional time will be granted.

Employees may be required to provide documentation verifying death or service
arrangements before approval for the time off is granted.

Additional unpaid time off may be approved by HUC management on a case-by-case
basis.

PAID JURY DUTY

HUC will grant up to 10 working days off with pay when a full-time employee is called for
jury duty that falls on his/her regularly scheduled workdays. An employee who receives a
juror summons must notify his/her supervisor. After the jury duty is completed, the
employee must provide a juror's pay warrant to Human Resources at hr-
support@huc.edu. The staff member will be permitted to retain his/her jury duty
compensation so as to help defray his/her expenses while serving on a jury or as a court
witness when subpoenaed.

Employees are expected to report for work when it does not conflict with court obligations.
PAID VOTING TIME

Employees may take one-half hour off with pay from work at the beginning or the end of
their workday in order to vote if polling places are not open either four consecutive hours
before or after the employee’s scheduled workday. California employees will receive up
to two hours off (as necessary and approved by their supervisor) with pay to vote in a
statewide election. The employee must advise his/her supervisor at least 24 hours in
advance of the time off needed for voting.

HUC PAID PARENTAL LEAVE

HUC provides up to eight (8) consecutive weeks of Paid Parental Leave (PPL) to eligible
full-time staff employees and twelve (12) consecutive weeks of Paid Parental Leave to
eligible full-time faculty employees specifically for the birth of the employee’s child or
placement of a child with the employee for adoption or foster care. This policy is intended
to assist and support new parent relationships and balance work and family matters. Paid
Parental Leave runs concurrently with Family and Medical Leave (FMLA) and the
California Family Rights Act leave (CFRA) for California employees. You may read the
full FMLA and CFRA Policy here.

To apply for HUC Paid Parental Leave, submit a completed Family and Medical Leave
Act (FMLA) Request Form to the Global Director of Human Resources at least thirty (30)
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days in advance of the first day of leave.
MILITARY LEAVE

HUC will grant a military leave of absence to employees who are absent from work
because of service in the United States Uniformed Services in accordance with the
Uniformed Services Employment and Reemployment Rights Act (USERRA) and any
applicable state law. Advance notice of military service is required, unless military
necessity prevents such notice, or it is otherwise impossible or unreasonable. The
employee will be granted military leave of absence with pay, reduced by the Reserve pay
for up to a maximum of two (2) weeks. Provided the absence does not exceed applicable
statutory limitations, the employee will retain reemployment rights and accrue seniority
and benefits in accordance with applicable federal and state laws.

Employees who are required to attend yearly Reserves or National Guard duty, can
apply for an unpaid (to the extent the leave exceeds two weeks of paid leave) temporary
military leave of absence not to exceed the number of days allowed by law (including
travel). Employees should give supervisors as much advance notice of their need for
military leave as possible so that HUC can maintain proper coverage during the

leave.

UNPAID TIME OFF
LACTATION TIME

In accordance with federal law, HUC provides unpaid break time to nursing mothers for
the purpose of expressing breast milk. For one year after the birth of the employee’s child,
the employee is allowed to take an unpaid break for a reasonable amount of time each
time the employee needs to express breast milk for her nursing child. The employee may,
but is not required to, use her regular paid breaks to express breast milk. For any other
unpaid break time under this policy, the employee may request to use available paid sick
leave. Contact your supervisor or the National Office of Human Resources for information
on the location where you can privately express breast milk or with any other questions
relating to the breaks and to the availability of any paid leave.

TIME OFF TO APPEAR AT CHILD’S SCHOOL WHEN REQUIRED BY THE SCHOOL
OR TO PARTICIPATE IN ACTIVITIES AT CHILD’S SCHOOL (California Employees
Only)

California employees who are the parent or guardian of a child will be granted time off to
appear at the child’s school when required by the school due to a suspension or
expulsion. Employees must give reasonable notice to their supervisor. Such time off will
be unpaid unless the employee elects to use accrued paid personal time.

Additionally, California employees who are the parent or guardian of a child may take off
up to 40 hours per year (not to exceed 8 hours per month) to participate in activities at
their child’s school (grades K-12), including a licensed day care facility, upon reasonable

Page 23 of 43

Most Recent Revision Effective Date: 1.2026
Initial Adoption Date: 6.2020
Previous Revision Dates: 12.2025



advance notice. Such time off will be unpaid unless the employee elects to use accrued
paid personal time.

TIME OFF FOR EMERGENCY DUTIES (California Employees Only)

California employees will be granted time off to perform emergency duties as a
volunteer firefighter, a reserve police officer, or an emergency rescue personnel. Such
time off will be unpaid unless the employee elects to use personal time.

HUC PAID MEDICAL, LIFE AND DISABILITY INSURANCE PLANS

PAID MEDICAL, DENTAL AND VISION INSURANCE PLANS

HUC offers medical, dental and vision insurance coverage to regular full-time employees
working 30 or more hours per week and their eligible dependents. Employees are eligible
to enroll in medical, dental and vision insurance coverage the first of the month after 30
days of continuous employment.

Changes to medical, dental and vision insurance coverage can be made on an annual
basis during open enroliment or within 31 days of a qualifying life event such as marriage,
divorce, birth of a child, loss of other coverage, etc.

Specific questions regarding medical, dental or vision insurance coverage should be
directed to the National Office of Human Resources.

LIFE and AD&D INSURANCE PLANS

HUC pays for Life and Accidental Death and Dismemberment (AD&D) insurance
coverage to regular full-time employees working 30 hours or more per week. Employees
are automatically enrolled, and coverage becomes effective the first of the month
following the hire date. The amount of coverage provided to employees is 1 x their annual
base salary.

Employees have the option to purchase voluntary life insurance to cover any gaps in their
existing coverage that may be a result of age reduction schedules, cost of living, existing
financial obligations, etc. This election, however, could be subject to medical questions
and evidence of insurability. These contributions will depend on the employee’s age and
the amount of coverage elected. Spouse voluntary life insurance (increments of $5,000;
maximum: the lesser of 50% of your coverage or $175,000) and child voluntary life
insurance ($10,000) is also available.

Specifics of the Life and AD&D Insurance Plan are contained in the Plan Document. A
copy can be read here.

FLEXIBLE SPENDING ACCOUNT PLAN

All regular full-time employees working 30 hours or more per week are eligible to
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participate in the Flexible Spending Account (FSA) plan. By participating in the plan,
employees can set aside pre-tax dollars for eligible out-of-pocket medical and/or
dependent care expenses per the IRS regulations. Employees interested in participating
must enroll the first of the month after 30 days of continuous employment.

For convenience, HUC offers a debit card to pay for eligible benefits and services. Using
the FSA debit card requires submission of receipts for substantiation of claims paid via
Custom Design Benefits. PLEASE NOTE: Any unsubstantiated claims will be reflected on
the employee’s paycheck and W2 as taxable income and taxes will be withheld according
to IRS tax tables.

Specific questions regarding the FSA plan should be directed to the National Office of
Human Resources Team or Custom Design Benefits.

EMPLOYEE ASSISTANCE PROGRAM

An Employee Assistance Program (EAP) is available at no charge to HUC regular full-
time employees working 30 hours or more per week that are enrolled in a HUC medical
plan. The plan allows employees and their immediate family members (parents, siblings,
spouses, and children) to receive confidential help via telephone in times of crisis, grief,
stress, or other life changes. If additional services are required from an outside resource,
the employee’s needs, benefit coverage, and convenience will be considered before the
referral is made.

Specific questions should be directed to the National Office of Human Resources or vi