
Elizabethtown College 
Employment Faculty & Staff Handbooks

I understand that the College's Handbook(s) both Faculty and Staff, are located on 
the Elizabethtown College website (www.etown.edu) under the Human Resources page 
and realize it is my responsibility to understand its terms and provisions.  I also understand it 
is my responsibility to ask questions of my supervisor or of Human Resources if there are any areas 
covered in the Handbook(s), which I do not understand. 

I understand that I must follow the rules contained in the Handbook(s) as well as any other 
rule, regulation, or policy that may exist or may be established in the future during my 
employment with the College.  I further understand that at the sole discretion of the College, the 
terms and provisions contained in the Handbook(s) may be amended at any time.  In that case, I 
understand the changes will be communicated to me as soon as is feasible. 

I also understand that neither the Handbook(s) nor anything contained within it is an 
employment contract, expressed or implied, between the College and myself.  I understand that any 
disciplinary rules contained in the Handbook(s) are only guidelines. 

I understand I will be charged for any unreturned College property, such as uniforms, keys, ID card, 
laptop, cell phone or other items belonging to the College should I leave employment.  

Date Signature 

Print Name Title/Dept


	TABLE OF CONTENTS
	II.    EMPLOYMENT POLICIES
	Definitions:
	Bullying is unacceptable behavior because it breaches principles of equality and fairness, and it frequently represents an abuse of power and authority.  It also has potential consequences for everyone involved.
	Reporting Procedures for Discrimination, Harassment, and Bullying

	III.    BENEFITS
	Statement of ERISA Rights Participants in the College Retirement Plan and the College Tax-Deferred Annuity Plan are entitled to certain rights and protections under the Employee Retirement Income Security Act of 1974 (ERISA).  ERISA provides that all ...
	Examine, without charge, at the Plan Administrator’s Office, all plan documents and copies of all documents filed by the plan with the U.S. Department of Labor and Internal Revenue service, such as detailed annual reports and plan descriptions.
	Obtain copies of all plan documents and other plan information upon written request to Plan Administrator.  The Administrator may make a reasonable charge for the copies.
	Receive a summary of the plan’s annual ERISA Report to the internal Revenue Service.  The Plan Administrator is required by law to furnish each participant with a copy of this summary annual report.
	Obtain a statement advising the participant of the amount of funds accumulated to provide benefits at normal retirement age if participation under the plan stops now.  Each year TIAA-CREF sends participants a statement of annuity premiums paid during...
	ERISA sets forth the duties of the people who are responsible for the operation of the College Retirement Plan and the College Tax-Deferred Annuity Plan.  The people who operate these plans have a duty to do so prudently and in the interest of the pa...
	If an application for benefits under either of the plans described in this handbook is denied in whole or in part, the participant or beneficiary must receive a written explanation of the reasons for the denial.  Participants have the right to have t...
	If a claim for benefits is denied or ignored, in whole or in part participants may file suit in a state or federal court.  If the Plan Administrator’s responsibility to compute and remit plan contributions is not discharged according to the terms of ...


	COVERED EMPLOYEES
	NON-COVERED EMPLOYEES
	PAY PROVISIONS
	Tuition Benefits for Employees  Employees are responsible for all tax payments as required under federal, state, and local law.

	Years of
	Years of



