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About This Handbook 
 
The purpose of this Employee Handbook (“Handbook”) is to outline in summary form the 
policies and procedures of the College. It should serve as a useful reference tool for you on 
general questions concerning College policies and procedures.  For more information about 
specific policies, go to this website:  
 

https://my.pit.edu/PolicyPortal/listTopTen.aspx?item=A 
 
This Handbook is only a summary, and neither this Handbook nor the policies or procedures it 
summarizes constitutes a contract between the College and members of staff and instructors. 
While the College will generally observe established policies and procedures summarized within 
this Handbook, it may become necessary either to change a policy or to depart from a procedure 
where circumstances require.  
 
Employees should refer to the online College Catalog, as amended, for descriptions of academic 
programs, entrance requirements, student services, general regulations, requirements and 
procedures. Additionally, the online Student Handbooks are also valuable resources for 
employees. 
 
Although the College expects to maintain the various policies and benefit programs described in 
this Handbook, circumstances may require modifications to those policies and programs in the 
future. The College, therefore, reserves the exclusive right to amend, modify, interpret, or 
discontinue any of the benefit programs or conditions described in this Handbook. The College’s 
right to amend, modify, or discontinue these benefit programs applies both to active employees 
and to those who have retired or separated from employment. 
 
 
Link to download PDF of the employee handbook 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://my.pit.edu/PolicyPortal/listTopTen.aspx?item=A
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Employee Handbook Acknowledgement Form 
 
The following will provide you with information and directions to access the Pennsylvania 
Institute of Technology Employee Handbook. This Handbook provides an orientation to the 
various policies, procedures, and benefits of Pennsylvania Institute of Technology. 
 
To access the Handbook:  
 

1. Go to My.PIT at: https://my.PIT.edu  
2. Select Policy Portal in the upper left hand corner 
3. Provide your PIT User Name and Password 
4. Type Handbook in the Quick Search field 
5. Select Go 

 
Your signature below acknowledges that you are responsible for reading and understanding the 
policies and procedures in the Handbook. It further acknowledges that you have received 
directions for accessing the Pennsylvania Institute of Technology Employee Handbook. If you 
have any questions, please call the Business Office (610-892-1500).  
 
 
 
 
____________________________________________________________ 
Employee Signature Date 

 



 

6 
Pennsylvania Institute of Technology | Employee Handbook 
Updated 04302021 
 

 

Confidentiality Policy and Pledge 
 
Any information that an employee learns about the employees, students, or the College itself 
from working at Pennsylvania Institute of Technology constitutes confidential information. 
Employees may not disclose confidential information to anyone who is not employed by the 
College or to other persons employed by Pennsylvania Institute of Technology who have not 
been authorized to know this information.  
 
The disclosure, distribution, electronic transmission, or copying of Pennsylvania Institute of 
Technology’s confidential information is prohibited. Any employee who discloses confidential 
College information will be subject to disciplinary action (including possible separation), even if 
he or she does not actually benefit from the disclosure of such information.  
 
Publicly available information about the College is not considered confidential. 
 
I understand the above policy and pledge not to disclose confidential information.  
 
 
 
 
 
 
 
 
 
Signature:   
  
Print Name:  
  
Date:  

 
 

 
 
 
 
 
 
 

Please sign and return to the Business Office 



 

7 
Pennsylvania Institute of Technology | Employee Handbook 
Updated 04302021 
 

A Message from the Office of the 
President 
Welcome to the Pennsylvania Institute of Technology 
family!! We are excited to have you join our team of 
dedicated professionals. Since 1953, P.I.T. has been 
helping enthusiastic students achieve their goals 
through a range of Associate Degree and Professional 
Certificate Programs.  We pride ourselves on 
preparing students for rewarding careers or 
transferring to a four-year college or university to 
continue their education. You were hired because we 
believe you can contribute to the success of our 
students and the College and share our commitment to 
achieve our goals as stated in our Mission Statement: 
 

The Mission of Pennsylvania Institute of 
Technology is Student Success. The College provides a supportive environment to enable 
committed students to succeed by offering the best collegiate education for career 
advancement, transfer opportunities, and personal growth. 

 
To fulfill our Mission, we must, individually and collectively, pursue excellence in all that we do 
so that a potential student will decide to attend P.I.T. and will remain until completion of a 
certificate or degree program.  We offer educational programs and services to over five-hundred 
students a year.  Trained staff strive` to help our students by providing programs and support 
services.  P.I.T.’s employees are one of the major reasons for our SUCCESS.  
 
Creative, productive employees are encouraged to make suggestions while thinking “outside the 
box” to help build student success. Your job, every job, is essential to fulfilling our Mission 
every day to the people who trust and respect us.  The primary goal of Pennsylvania Institute of 
Technology, and yours, as one of its employees, is to live our Mission Statement and continue to 
be an educational leader.  We achieve this through dedicated hard work and commitment from 
every employee.  It is the desire of Pennsylvania Institute of Technology to have every employee 
succeed in his or her job and be part of achieving the goals of the College. 
 
This Employee Handbook contains many of the important policies of Pennsylvania Institute of 
Technology, as well as other information you will need.  You should use this Handbook as a 
reference during your employment with Pennsylvania Institute of Technology. 
 
Welcome to our campus and our Mission!  I look forward to working with you, because P.I.T. 
will become one of the best employment experiences you have! 
 
Sincerely, 
  
H. Matthew (Matt) Meyers 
Executive Vice President and CEO 
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Our Mission, Vision, and Core Values 
 
Mission Statement 
 
The mission of Pennsylvania Institute of Technology is Student Success. The College provides a 
supportive environment to enable committed students to succeed by offering the best collegiate 
education for career advancement, transfer opportunities, and personal growth. 
 
Vision Statement 
 
Pennsylvania Institute of Technology aspires to grow our enrollment by offering robust, 
innovative programs and increasing recognition for our supportive environment that transforms 
our students into individual success stories.  
 
Core Values 
 
The College provides a supportive environment to enable committed students to write their own 
success story through embodying: 
 
Educational Excellence  
  
The behaviors demonstrating that we are living this value are high placement rates of our 
students, high graduation rates, spending extra time with students, paying attention to all aspects 
of the student’s life, and providing programs that meet best practices in the industry. 

Collaborative Care  
  
The behaviors demonstrating that we are living this value are that we work as a team, 
complement each other’s service, and take students to the right people to get a question 
answered. 

Diversity and Inclusion  
 
The behaviors demonstrating that we are living this value are the diverse student population, our 
efforts to consciously reach out to people who have experienced failure in the past, and our 
commitment to seeing people as the individuals they are.  

Mutual Respect  
 
The behaviors demonstrating that we are living this value are that opposing views are welcomed 
and respected, relationships between superiors and subordinates are nurtured, and all 
constituencies in decision-making are included, wherever possible. 
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Professional and Intellectual Integrity 
 
The behaviors demonstrating that we are living this value are knowing where we stand, being 
willing to say no if we can't meet the student’s needs, being honest and realistic about who we 
are, presenting ourselves fairly to the outside, expressing realistic outcomes, and recognizing that 
silence isn't always golden. 

Social Responsibility 
 
The behaviors demonstrating that we are living this value are allowing people to become what 
they can become, supporting the community and embracing people, and providing graduates who 
will become part of that community. Our mission statement embodies this value. 
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Getting Started at Pennsylvania Institute of Technology 
 
Employment Status  
 
For purposes of salary administration and eligibility for overtime payments and employee 
benefits, P.I.T. classifies its employees as follows: 
 
Full-Time Employees 
 

• FULL-TIME INSTRUCTOR:  Instructor appointed to teach for a twelve-month period. 
 

• FULL-TIME STAFF:  Non-instructional employees hired to work P.I.T.'s normal, full-
time, forty-hour workweek on a regular basis.  Such employees may be "exempt" or 
"nonexempt" as defined below. Some exempt employees are hired to work more than a 
forty-hour workweek. 
 

Part-Time Employees 
 

• PART-TIME STAFF:  Non-instructional employees hired to work usually less than forty 
hours per week on a regular basis.  Such employees may be "exempt" or “nonexempt" as 
defined below. 
 

Adjunct Instructor 
 

• ADJUNCT INSTRUCTOR:  Instructor appointed to teach specific courses each term, 
typically a total of nine or less total credits each term. 

 
Temporary Employees   

 
• Non-instructional employees engaged to work full-time or part-time with the 

understanding that their employment will be terminated upon completion of a specific 
assignment.  (Please note that a temporary employee may be offered and may accept a 
new temporary assignment with P.I.T. and thus retain temporary status.)  Such employees 
may be "exempt" or "non-exempt" as defined below.  (Note that employees hired from 
temporary employment firms for specific assignments are employees of the respective 
temporary employment firm and not of P.I.T.) 

 
Exempt/Nonexempt 
 

• EXEMPT EMPLOYEES:  Employees who are not required to be paid overtime, in 
accordance with applicable federal and state wage and hour laws, for all hours worked 
beyond forty hours in a workweek. Managers, professional employees, and certain 
employees in administrative positions are typically exempt. 
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• NON-EXEMPT EMPLOYEES:  Employees who are required to be paid overtime at the 

rate of time and one-half (i.e., one-and-one-half times) their regular rate of pay for all 
hours worked beyond forty hours in a workweek, in accordance with applicable federal 
and state wage and hour laws. 

 
Definition of “PRO-RATA”  
 
Many of the benefits for part-time employees are determined by the use of a pro-rata allotment.  
This pro-rata allotment is calculated by converting the number of hours that a part-time 
employee usually works during a week to a fractional part of the typical forty-hour workweek. 
For example, a part-time employee who usually works 15 hours per week works three-eighths of 
a forty-hour week or 37.5% of a workweek.  That percentage is then applied to the number of 
days or hours of benefits.  In the above example, the part-time employee should have three-
eighths of the benefit being calculated.  If one were determining the number of vacation days for 
that part-time employee (one who had been employed at P.I.T. for two years), the employee 
would be entitled to 37.5% of the usual vacation leave or 7.125 days. 
 
Employment-At-Will  
 
All employment with the College shall be “at will,” meaning that the College can terminate your 
employment at any time, with or without cause, and that you may leave the College’s 
employment at any time, with or without cause. 
 
Probationary Period  
 
As a new employee, the first ninety (90) calendar days of your employment in your first position 
are a probationary period. Your supervisor will provide you with feedback and guidance during 
this period. 
 
During the probationary period, factors such as the quantity and quality of work performed, your 
ability to develop satisfactory working relationships with others, initiative, self-reliance, 
dependability, attendance, and punctuality will be considered. Near the conclusion of your 
probationary period, your supervisor will assess your performance and provide a formal 
evaluation to you. 
 
If your performance and/or attendance should prove unsatisfactory during this period, the 
College can terminate your employment. 
 
Under special circumstances, an employee’s probationary period may be extended for a limited 
and specified length of time upon recommendation of supervision. 
 
DISCONTINUATION OF SERVICES 
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RESIGNATION OF EMPLOYEE 
 

A voluntary termination occurs when an employee chooses to leave P.I.T.  Employees who 
resign are requested, if possible, to provide a minimum of two weeks written notification to their 
manager. 
 
Employees who voluntarily terminate their service to P.I.T. are paid only a pro-rated portion of 
their annually allotted time upon execution of a P.I.T. release.  If the employee has taken and 
been paid for PTO leave in excess of the PTO leave earned, the employee agrees that their final 
paycheck may be adjusted accordingly. 

 
At the time of final departure from the College, the employee is required to return all College 
belongings to include, but are not limited to, 

 
• Keys or FOB; 
• P.I.T. Library books and/or materials; 
• Electronic equipment owned by P.I.T.; 
• College credit cards; 
• Any other College-owned property in the possession of the resigning employee. (See 

Policy #207A for additional items) 
 
EMPLOYEE TERMINATION OTHER THAN BY RESIGNATION 
 
Involuntary terminations are terminations initiated by the College 

 
• Without Cause 

 
Although both the employee and the College have the right to terminate the employment 
relationship at any time at the will of either the employee or the College with or without 
cause and with or without notice, the College agrees that when the College terminates the 
services of a full-time or part-time employee without cause as determined by the College 
in its sole discretion, it will pay the employee for any earned PTO on a pro-rated basis 
upon execution of a P.I.T. release.  If the employee has taken and been paid for PTO 
leave in excess of the PTO leave earned, the employee agrees that their final paycheck 
may be adjusted accordingly. 

 
• With Cause 

 
If a full-time or part-time employee's service is terminated with cause as determined by 
the College in its sole discretion, there will be no advance notice, and the termination will 
be immediate.  In such terminations, there will be no payment for a pro-rated portion of 
allotted PTO upon termination of services. 
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Proof of Eligibility to Work in the U.S. – Immigration Reform and Control Act (IRCA)  
 
Within three business days of your first day of work, you must complete federal Form I-9 and 
provide documentation proving your identity and your eligibility to work in the United States. 
The federal government requires that the College maintain these records. The forms are kept 
confidential. 
 
If you have previously worked for the College, you only need to provide this information if it has 
been more than three years since you last completed an I-9 Form for P.I.T. or if your current I-9 
is no longer valid 
 
New Employee Orientation and Benefits Enrollment 
 
All benefit-eligible faculty and staff will receive detailed information about medical benefits, life 
and disability insurance, the retirement plan, holidays and vacation, and other College benefits 
via email prior to their first day of employment. When applicable, new employees will also be 
provided with the appropriate enrollment forms. Employees requiring additional information 
should report to the Business Office. 
 
Supervisors are required to permit employees to be excused from their regular job duties to 
attend this benefit’s briefing. Departments are also expected to provide new employees with a 
more specific orientation about the department and the employee’s roles and responsibilities. 
 
The Family Education Rights and Privacy Act  
 
The Family Education Rights and Privacy Act (FERPA) prohibits the College or its employees 
from disclosing personally identifiable information from student education records—even to 
parents—without prior written consent of the student. These records include transcripts, grade 
reports, exams and papers, class schedules, financial aid information, and disciplinary records. 
Personally identifiable student records, whether maintained electronically, on paper, or in email 
form, are protected from improper disclosures. Such disclosures would include written and 
verbal communications. The College is committed to complying with FERPA regulations. 
 
Security Access (Issuance of Keys and Key Fob)  
 
Some employees may be issued College keys and/or key fobs in the course of their employment. 
It is the employee’s responsibility to safeguard these keys and key fobs in order to maintain 
adequate security at the College. The duplication of keys is strictly prohibited. If your job 
requires you to have a key(s) or a key fob, your supervisor will request the appropriate keys or 
key fob access from Facilities and IT. 
 
Upon separation from the College, you must return the key(s) to your employing supervisor. 
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Weather Emergency Communications 
 
During extreme weather conditions, P.I.T. may be closed, have a delayed opening, or experience 
an early closing. Students, staff, and faculty who have provided contact information to the P.I.T. 
Emergency Message System (E.M.S.) will be automatically notified via voice messages and/or 
emails. To update your contact information in the EMS go to 
https://my.pit.edu/EMS/EmsEdit.aspx.  
 
Other sources of accurate information about P.I.T. closings are:  

  
• watch KYW, CBS, NBC, FOX TV for the College’s name,  
• visit the P.I.T. web site at www.pit.edu for closing information, 
• call 610-892-1500 for closing information.  

 
It is important to note that if it becomes necessary for the College to close when the College is 
already in operation, the exact timing of the closing will be established to minimize interruption 
to classes and student services. Faculty is expected to hold classes and perform other assigned 
duties and staff is expected to perform assigned duties until the announced closing time. Staff 
whose duties are defined as essential may be asked to remain on duty beyond the announced 
closing time until all critical tasks have been completed.  

https://my.pit.edu/EMS/EmsEdit.aspx
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Compensation and Benefits 
 
Compensation 
 
Payroll Procedure 
 
Employees are paid biweekly on Fridays.  Each payment is for the employee's work through 
Saturday of the preceding week.  Employees are generally paid by direct deposit into bank 
accounts.  Employees are responsible for accurately recording hours worked, vacation, sick, and 
personal time on a daily basis. Employees enter their timesheets using ADP Workforce Now 
Management software.  Employee’s supervisor approves and submits no later than 10:00 AM 
EST Monday to the Business Office on a bi-weekly basis.  
 
P.I.T. will make all deductions from employee paychecks as required by law. To assist in this, 
employees must indicate in writing, at the time of employment, the number of exemptions to be 
claimed for tax purposes on a W-4 form. Employees must also indicate other personal deductions 
they want withheld.  This information should be updated as needed. All payroll questions should 
be directed to the Business Office. 
 
College Work Hours 
 
Hours of work are determined by the contract and operational needs. The College maintains core 
work hours of 8:30 A.M. to 5:00 P.M. The College normally opens at 7:00 A.M. and closes at 
10:00 P.M., Monday through Friday. Before or after hours entry is permitted if proper approval 
has been obtained by the employee. 
 
Overtime 
 
Overtime pay is defined as those hours worked in excess of forty hours per work week. Only 
nonexempt employees are eligible for overtime pay. The College’s work week begins Sunday 
12:00 AM and runs seven (7) consecutive 24-hour periods ending Saturday at 11:59 PM. 
Overtime work is paid at the rate of one and one-half times the normal regular hourly rate of the 
employee working overtime.  
 
All overtime must be approved in writing by the employee's manager before the beginning of 
overtime work.  Nonexempt employees are prohibited from working any overtime unless the 
employee has obtained such prior written approval. Time off for sickness, holidays, or any other 
reason is not considered as time worked when determining overtime hours worked.   
 
Compensatory Time 
 
Compensatory leave is available to employees for time worked on a weekend, holiday, during a 
period of time the College is officially closed, or if work involves an extraordinary number of 
assigned work hours. 
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Compensatory time must be approved in advance of working the extra hours by the employee’s 
immediate supervisor. Compensatory time must be taken within the same pay period as the off-
hours work. 
 
Benefits and Leave 
 
Benefits such as paid holidays, sick leave, vacation, tuition reimbursement, co-paid insurance 
coverage, unpaid leaves of absence, and other benefits are provided for all full-time instructors 
and staff.  Part-time employees are not eligible for medical and life insurance programs, dental 
insurance, tuition remission, and any other benefits designated for full-time instructors and staff 
only. Part-time employees are eligible for a pro-rata allotment of some benefits, including 
vacation, sick leave, and holidays; the actual amount of leave will be based on a pro-rata 
allotment of their regular workweek.  Temporary employees are not entitled to any of the 
benefits described in this Handbook, except as may be required by law.   
 
Medical insurance coverage for newly-hired eligible employees begins immediately upon 
completion and submission of their enrollment documents to the Business Office. Life and 
disability insurance coverage for newly-hired eligible employees begins on the employee’s date 
of hire. 
 
Program benefit descriptions, with more details about each of the programs, are given to all 
employees at the time of employment or when the employee becomes eligible for a specific 
benefit.  Employees should contact the Business Office if they have questions about any benefit.  
  
Reasonable efforts have been made to ensure that the information in this Handbook, as modified 
by appropriate P.I.T. amendments, is current and accurate.  If there are statements in this 
Handbook that disagree with formal plans, contracts, or documents from insurance companies or 
from the formal 403(b) Plan, the formal insurance contracts, documents, or the formal 403(b) 
Plan documents, whichever is applicable, will be considered binding. 
 
P.I.T. reserves the right, in its sole discretion, to revise, to modify, or to terminate any benefit 
plan, option, or coverage, including but not limited to the 403(b) plan, except for vested rights 
and except as otherwise may be required by applicable law at any time and from time to time, in 
accordance with the Plan applicable to that benefit; or if no plan exists, then at any time and from 
time to time. 
 

The chart below provides an “Overview of Benefits.” 
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BENEFITS AND LEAVES Full Time 

Staff 

Part 
Time 
Staff 

Temp 
Staff 

Full Time 
Instructor 

Adjunct 
Instructor 

Holidays  X PR  X  
Insurance:      

Dental Insurance X   X  
Flexible Spending Plan (Section 125) X   X  
Life, Accidental Death, and Long-Term Disability X   X  
Medical Insurance X   X  

Continuation of Coverage (COBRA)  X   X  
Unemployment Compensation  X X X X X 
Workers’ Compensation  X X X X X 

Leave:      
Americans with Disabilities Act (Leave as reasonable 
accommodation) 

X X X X  

Bereavement Leave X PR  X  
Family and Medical Leave Act (FMLA) X X X X X 
Jury Duty  X PR  X  
Military Leave  X X X X  
Personal Unpaid Leave of Absence  X X  X  
Professional Development Time  X X  X  
PTO X PR  X  

Retirement       
Employer's Contribution to TIAA/CREF X X  X  

Tuition Reimbursement  X   X  
Tuition Remission for Courses at P.I.T.  X   X  

 
Key: “X” - Benefit available to this class of employee.  “PR” - Benefit available on a pro-rata basis to this class of employee. All listed 
benefits are subject to the actual plans and policies. For example, while all employees are legally entitled to FMLA leave, they still 
must meet the FMLA eligibility requirements to be entitled to take the leave. 

 Part time employees MAY qualify for health insurance if they comply under ACA regulations.
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Holidays 
 
The following nine and one-half holidays are observed by the College: 

 
• New Year's Day 
• Martin Luther King Jr. Holiday 
• Good Friday (Beginning at Noon) 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Friday after Thanksgiving Day 
• Day before Christmas 
• Christmas Day 

 
When a holiday falls on a weekend, the President will make a decision about when the holiday 
will be observed.  College holidays are included on the Academic Calendar, which is available on 
the College’s website. 
 
Insurance 
 
Dental Insurance  

Delta Dental Insurance is currently available to full-time employees. Employees may elect to 
enroll their spouse and eligible dependent children in the plan.  Employees pay the full premium 
at the group rate for all levels of participation. Currently the dental benefit is convertible at rates 
set by the insurance company to an individual policy upon separation from employment with 
P.I.T. 

Flexible Spending Plan 
 
Participation in the P.I.T. Flexible Spending Account Plan (FSA) is available to all full-time 
employees. An FSA is an account that employees can pay into with pre-tax dollars that can be 
used to pay for medical and dental expenses not paid by insurance, usually deductibles, 
copayments, and coinsurance for the employee's health plan. 
 
Medical 
 
Participation in the P.I.T. Medical Insurance Plan is available to all full-time permanent 
employees. The Plan currently offered is administered by Aetna.  Faculty and staff may elect to 
enroll their spouse and/or dependent children in the Plan.  P.I.T. pays 50% of the premium cost 
for all full-time employees and the employee currently pays 50%. 
 
In accordance with provisions of the Internal Revenue Code and other applicable laws, P.I.T. has 
designated the Medical Insurance Plan as a Section 125 Premium Only Plan.  This designation 
means that premiums paid by employees are withheld on a salary reduction, or pre-tax, basis.  As 
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a result, the employee pays no Federal or Pennsylvania Income Taxes or Social Security Taxes 
(FICA and Medicare) on the medical insurance premiums, which are withheld from salary. 
 
Continuation of Coverage 
 
Through provisions of the federal COBRA legislation, employees who would lose their medical 
insurance coverage because of termination, reduction in hours, or dependents of employees who 
would lose coverage because of the death of the employee, are permitted under certain 
conditions to continue coverage under the medical insurance plan. This continuation is for a 
specific period of time, and the employee must pay the full premium at the group rate of the 
insurance plus a two-percent allowable administrative fee at special times during this period.  
There are certain restrictions for this option as provided in federal legislation. Monthly premium 
payments must be received by the College no later than the first of each month. 
 
Medical after Retirement 
 
Medical Benefits 

Medical coverage for a retiree and his/her eligible dependents in effect at the time of retirement 
may continue. Medical benefits in lieu of COBRA will be available to the retiree and any eligible 
dependents until the retiree reaches age 65 or becomes eligible for Medicare, whichever occurs 
first, provided the retiree is not eligible for coverage through another employer. Medical benefits 
will cease if the retiree becomes eligible for benefits through employment with another 
employer. Plan options and plan provisions will be the same as for active employees and are 
subject to change at any time by the College. 

When coverage ends for a retiree, continuation coverage through COBRA will be extended to 
any COBRA eligible dependents still covered under the group plan. 

Cost of Coverage for Retirees 
 
Retirees will be responsible for paying the full cost of coverage if they choose to continue under 
the College’s group plan. Monthly premium payments must be received by the College no later 
than the first of the previous month. 
 
Dental Benefits 

Dental coverage for a retiree and any eligible dependents in effect at the time of retirement may 
continue. Dental benefits in lieu of COBRA will be available to the retiree and any eligible 
dependents until the retiree reaches age 65 or becomes eligible for Medicare, whichever occurs 
first, provided the retiree is not eligible for coverage through another employer. Dental benefits 
will cease if a retiree becomes eligible for benefits through employment with another employer. 
Plan options and plan provisions will be the same as for active employees and are subject to 
change at any time by the College. 



 

20 
Pennsylvania Institute of Technology | Employee Handbook 
Updated 1122 2019 
 

When coverage ends for a retiree, continuation coverage through COBRA will be extended to 
any COBRA eligible dependents still covered under the group plan. 

Cost of Coverage 
 
Retirees will be responsible for paying the full cost of coverage if they choose to continue under 
the College’s group plan. Monthly premium payments must be received by the College no later 
than the first of the previous month. 
 
Life, Accidental Death, and Long-Term Disability 
 
Currently, a program of Group Life Insurance Benefits has been established with Unum 
Insurance Company.  Under this program, P.I.T. assumes responsibility for premiums and 
provides these benefits at no expense to full-time employees.  The following are the current 
provisions of this program: 
 

• Group Life:  1½ times Annual Earnings up to a maximum of $200,000.  Currently, the 
Life Insurance Plan is convertible at rates set by the insurance company to an individual 
policy upon separation from employment with P.I.T. 

 
• Accidental Death or Dismemberment:  Currently 1½ times Annual Earnings up to a 

maximum of $200,000. 
 

• Long-Term Disability:  Current amount of Benefit - 60% of monthly earnings to a 
maximum of $2,400 per month offset by Worker's Compensation and Primary Social 
Security and any other state, federal, or government plan.  Long-Term Disability benefits 
do not begin until 180 days after the incident occurs. 
 

Unemployment Compensation 
 
P.I.T. contributes to fund an unemployment insurance account with the Commonwealth of 
Pennsylvania based on payroll. The Pennsylvania Department of Labor and Industry will 
disburse funds to unemployed persons who are eligible for benefits. 
 
Workers’ Compensation 
 
P.I.T. provides Workers’ Compensation Insurance for its employees, which, in accordance with 
the laws of Pennsylvania, will pay benefits arising out of qualifying illness or injury incurred in 
the course of employment.  
 
If an employee has an accident, no matter how small, he/she must complete and transmit an 
Employee Injury Report form to the Business Office within twenty-four hours of the occurrence 
of the illness or injury.  Copies of the form and a list of medical partners you should see may be 
obtained from the Business Office. 
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Leave 
 
Americans with Disabilities Act ("ADA") and Disability Accommodations 

It is the policy of Pennsylvania Institute of Technology to provide equal employment opportunity 
for all qualified individuals, including those with disabilities. The College will provide 
reasonable accommodations to enable such qualified individuals to perform the essential 
functions of their jobs. Unpaid leave as a reasonable accommodation is consistent with this 
purpose when it enables an employee to return to work following the period of leave. The 
College will consider providing unpaid leave to an employee with a disability as a reasonable 
accommodation if the employee requires it, and so long as it does not create an undue hardship 
for the College. 

Bereavement Leave 

Full-time instructors and staff will be entitled to a maximum of five days paid bereavement 
leave, per occurrence, in case of a death in their immediate family.  

The designation of "immediate family" covers the following relationships only:  spouse, parent, 
parent-in-law, grandparent, grandparent-in-law, sibling, sibling-in-law, child, child-in-law, and 
the above as step relations. Part-time employees are granted bereavement leave on a pro-rata 
basis, but otherwise upon the same conditions as full-time employees. 

Family and Medical Leave Act (FMLA) 
 
It is the policy of the College to grant family and medical leave in accordance with the Family 
and Medical Leave Act of 1993 (FMLA), as amended, and the regulations under that Act. 
 
Eligibility 
 
To qualify for family and medical leave under this policy, the employee must meet all of the 
following conditions:  
 

I. The employee must have been employed by the College for a total of twelve (12) months. 
The twelve (12) months of employment need not have been consecutive. Separate periods 
of employment will be counted, provided that the break in service does not exceed seven 
(7) years or more. In that case, the service will not be counted, with the exception of a 
break in service resulting from a faculty member’s fulfillment of National Guard or 
Reserve military service obligations; and   

 
II. The employee must have worked for the College for a minimum of 1,250 hours during 

the twelve-month period immediately prior to the date the leave is requested to 
commence.  Note:  Time spent on paid or unpaid leave (with the exception of Military 
Leave) is not counted as hours worked. 
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Leave eligibility will be calculated on a “rolling” 12-month basis. The “rolling” 12-month period 
refers to the 12 months immediately preceding the start of the FMLA leave.  
 
Reasons for Leave 
 
An employee may take FMLA leave for any of the following reasons: 
 

I. Birth of the employee’s child and care for employee’s newborn child; 
II. The placement of a child with the employee for adoption or foster care and to care for the 

newly placed child; 
III. To care for the employee’s spouse, son, daughter, or parent who has a serious health 

condition; 
IV. The employee’s own serious health condition that makes the employee unable to perform 

the functions of his or her job.  (Serious health condition is an illness, injury, impairment, 
or physical or mental condition that involves inpatient care or continuing treatment by a 
healthcare provider);   

V. Qualifying Exigency Leave is for employees whose spouse, child, or parent is in the 
Armed Forces on active duty and is deployed overseas or is in the Reserves or National 
Guard (including retired members of the Regular Armed Forces and retired Reserves)  
that have been called up to active duty in support of a contingency operation.  
 
When an employee’s spouse, child, or parent has been notified of an impending call-up or 
is ordered to active duty, the faculty member may take up to twelve (12) weeks of leave 
and may commence immediately for reasons related to the member’s call-up service. The 
qualifying exigency must be one of the following: 

- Preparing for short notice deployment 
- Attending military events and activities 
- Arranging for child care and school activities 
- Updating financial and legal arrangements  
- Attending counseling  
- Time for rest and recuperation 
- Post deployment activities 
- Additional activities that arise out of active duty, provided the College and the      

employee agree in regards to timing and duration of leave; 
VI. Military Caregiver Leave to care for an ill or injured service member. This leave may 

continue up to twenty-six (26) weeks in a single 12-month period for an employee to care 
for a spouse, child, parent, or next of kin who is a veteran of the Armed Forces; if at any 
time within the five-year period preceding the date on which the veteran undergoes 
medical treatment, therapy, or recuperation for a serious injury or illness, the veteran had 
been an active member of the Armed Forces (including those called to active duty in the 
Reserves or National Guard). 

 
Next of kin is defined as the closest blood relative of the injured service member. 
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Leave because of reasons “I” and “II” must be completed within the 12-month period beginning 
on the date of birth or placement.   
 
Employees taking leave for their own serious health condition as a result of an injury sustained 
while on the job will be placed on FMLA leave concurrently with any approved workers' 
compensation absence, provided the circumstances otherwise qualify for FMLA leave. 
 
Duration of Leave 
 
For reasons “I” through “V,” an eligible employee may be granted up to a total of twelve (12) 
weeks of FMLA leave within a rolling 12-month period.  Under certain circumstances, the leave 
may be taken intermittently or on a reduced leave schedule (e.g., work fewer hours per day or 
days per week). 
 
For reason “VI,” an eligible employee may be granted up to a total of twenty-six (26) weeks 
within a single 12-month period.  For Military Caregiver leave, the College will measure the 12-
month period as a rolling 12-month period measured forward.  Any FMLA leave taken for other 
circumstances will be deducted from the total of twenty-six (26) weeks available during the 12-
month period. 
 
Spouses employed by the College who request leave because of reasons “I” or “II” or to care for 
an employee’s parent with a serious health condition may only take a combined total of twelve 
(12) weeks leave during any rolling 12-month period.  In addition, spouses employed by the 
College who request leave because of Military Caregiver leave to care for a covered service 
member may only take a combined total of twenty-six (26) weeks of leave during a 12-month 
period.  
 
Requirements for Leave 
 
Employees must notify their manager and the Business Office (the person in the Business Office 
responsible for FMLA) of the need for FMLA leave.  Employees should not discuss medical 
information with their managers. 
 
When the leave is foreseeable, based on an expected birth, placement for adoption or foster care, 
or planned medical treatment for a serious health condition of the employee or of a family 
member, the employee must provide at least a 30-day advance notice before the FMLA leave 
begins. If a 30-day notice is not practicable, notice must be given as soon as practicable. When 
the leave is foreseeable and at least 30 days’ notice has been provided, the employee should 
provide the medical certification or other required information to the Business Office before the 
leave begins. If an employee fails to give 30 days’ notice for foreseeable leave with no 
reasonable excuse for the delay, the College may delay the taking of FMLA leave until at least 
30 days after the date that the employee provides notice to the College of the need for FMLA 
leave. 
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If the leave is not foreseeable or 30 days’ notice is not practicable, the employee must provide 
the requested medical certification to the Business Office no later than 15 calendar days after 
he/she is notified of the requirement to have such documentation completed and returned or must 
provide any other required information within the time frame specified in the employer’s notice 
for that information, unless it is not practicable under the particular circumstances to do so 
despite the employee’s diligent, good faith efforts.  
 
These completed medical certification forms or other required information will allow the 
Business Office to determine whether the absence qualifies as FMLA leave. 
 
In some cases, the College may require second and third medical opinions at the College’s 
expense to properly verify a claim of a serious health condition. 
 
Employees may, but are not required to, use earned and available leave time for all or part of an 
unpaid FMLA leave. The employee should contact the Business Office to notify them of the 
allocation of his/her leave time during his/her FMLA leave. 
 
Note:  The leave may be delayed if requirements are not met. If the Certificate of Health Care 
Provider form or other required information is never submitted, the leave does not qualify as 
FMLA leave and may be treated as an unexcused absence and the employee may be subject to 
discipline up to and including termination. 
 
Benefits 
 
FMLA leave is unpaid.  Employees may, but are not required to, use earned and available leave 
time during the FMLA leave absence. 
 
Employees who qualify for Workers’ Compensation benefits will receive pay continuation 
according to the requirements of Pennsylvania’s Workers’ Compensation law.  
 
Employees on FMLA leave maintain all of their current benefit elections (including health and 
dental insurance) at the normal employee contribution rates for a maximum of 12 weeks. 
 
Under current College practice, the employee pays a portion of the healthcare premium and 
portions of other benefits. If the employee elects to make monthly premium payments, the 
payment must be received in the Business Office by the first day of each month.  Information on 
how and when to make premium payments will be provided to the employee at the beginning of 
the leave.   
 
If the employee elects not to make monthly premium payments, any healthcare premiums 
incurred by the employee during FMLA leave will be placed in arrears in the payroll system and 
will be deducted from the employee’s paychecks upon return from FMLA leave.  
 
If the employee chooses not to return to work for reasons other than a continuation, recurrence, 
or onset of a serious health condition of the employee or the employee's family member or a 
circumstance beyond the employee’s control, the employee will be required to reimburse the 
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College the amount that the College paid for the employee’s health insurance premium or other 
benefit premium during the leave period, including both the employee’s portion and the 
employer’s portion. 
 
Upon returning from FMLA leave, the employee will be credited with any leave time that he/she 
would have accrued during the FMLA leave. Leave time will not be credited if the employee 
fails to return from leave. An employee on FMLA leave during a College-designated holiday is 
not eligible for holiday pay. Any leave time used during FMLA leave is subject to the College’s 
leave policy guidelines. 
 
Reinstatement 
 
An employee on FMLA leave is generally guaranteed reinstatement to his/her former position or 
one of equivalent status and pay at the conclusion of the leave. However, if the employee does 
not return at the end of his/her authorized leave, there is no guarantee of reinstatement.  If the 
employee is medically released to return to work and fails to report to work or contact the 
College with a satisfactory explanation, he/she may be subject to disciplinary action, consistent 
with all applicable attendance policies, up to and including termination of employment. 
 
Leave under FMLA does not result in the loss of any employment benefit that accrued before the 
start of the employee’s leave. 
 
Certain “key employees” may be denied reinstatement to a position at the College upon 
completion of the FMLA leave. By the very nature of the position being ‘key,’ it may need to be 
filled and therefore reinstatement denied.  The College will provide written notice to the 
designated “key employee” at the time the employee provides notice of the need for FMLA leave 
or as soon as practicable after determining that he/she is a key employee. 
 
If an employee is unable to return at the end of the authorized leave due to the continuation, 
recurrence, or onset of a serious health condition of the employee, the employee has no right to 
restoration to another position under the FMLA.  However, the employee may be eligible for an 
accommodation of additional leave under the Americans with Disabilities Act (ADA) and should 
contact the Business Office to discuss the ADA leave process.  
 
Notwithstanding the preceding information, an employee on FMLA leave is not protected from 
termination of employment, which would have occurred had the employee not been on FMLA 
leave and is thus unrelated to the fact that the employee is on FMLA leave. 

 
Jury Duty 
 
The College encourages its employees to fulfill their civic responsibilities. Employees will be 
granted time off from work to serve as a juror. During this jury service period, College 
compensation paid to the employee for the first fifteen days absent from work will not be 
deducted from an employee’s salary. No compensation will be paid for any jury service period 
beyond the 15th day. 
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The employee will promptly present the summons received to serve as a juror to the employee’s 
manager, who will record jury duty as the reason for absence.  If jury service is longer than one 
day, the employee shall provide documentation of their jury duty service to their manager, 
showing the length of jury service. Additionally, employees shall keep their manager informed 
daily of the status and expected duration of the jury commitment. As soon as the employee is 
released from jury duty, the employee must return to work.  
 
Subpoenaed witness duty is authorized under the same conditions as jury duty. 
 
Military Leave 
 
Leaves of absence without pay for service in the military services is granted to employees as 
described below. An employee who will perform service in the military services should submit 
copies of the military orders to the employee’s manager as soon as reasonably possible. Such 
employees will be granted a military leave of absence without pay for the period of time required 
by applicable federal and state laws. 
 
An employee’s eligibility for reinstatement after military leave is completed is determined in 
accordance with applicable federal and state laws. 
 
Personal Unpaid Leave of Absence 
 
Personal unpaid leave of absence is granted to full-time and part-time employees for 
documented, extenuating circumstances. The written request must be approved in writing in 
advance by the employee's manager and the President. For example, an employee requesting 
maternity leave who is not entitled to Family and Medical Leave Act leave could request a 
personal unpaid leave of absence. For emergency situations where prior notice by the employee 
was not reasonably possible, the College will consider a written request if the written request is 
made as soon as reasonably possible. 
 
Employees who fail to report for work for three (3) consecutive days without notification or 
satisfactory explanation to their manager will be considered to have terminated their employment 
voluntarily by abandoning their position in accordance with the College’s attendance procedures. 
 
Decisions on granting or rejecting a personal unpaid leave of absence will be made by the 
President at the President’s sole discretion. 
 
Professional Development Time  
 
Full-time employees and part-time employees, at the discretion of their manager and with prior 
written approval of the President, may be entitled to reasonable paid leave time to attend 
professional seminars, continuing education programs, and to participate in other professional 
projects that relate to their respective fields of employment. 
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Release time for professional development must be requested in writing and must be pre-
approved by the employee's manager and the President.  Each leave must be requested and 
approved separately. 
 
A written report briefly outlining the professional development activities and the details of 
benefits to be gained by the College or the employee must be received by the College as part of 
the approval process. If an employee was approved to participate in the professional 
development activity, then the employee must submit a report based upon any proposed 
recommendations of systemic, pedagogical, and procedural improvements or changes in 
applicable regulations the employee learned from the presentations within ten (10) days upon 
returning to the College from the professional development activity. 
 
P.I.T. will reimburse employees for reasonable expenses incurred for pre-approved leaves for 
professional development. Expenditure reimbursement limits will be set by P.I.T. in its sole 
discretion. Upon request, the Business Office will provide the appropriate reimbursement 
limitation data for each employee’s professional development trip. 
 
For reimbursement, employees must, within thirty (30) days of the leave for professional 
development, submit original receipts and complete an Employee Expense Report form available 
on the College’s web portal. 
 
Paid Time-Off (PTO) 
 
The College recognizes that employees have diverse needs and should have the opportunity to 
spend time away from work to ensure a healthy work-life balance. To meet those needs, the 
College has established a Paid Time-Off (PTO) program. This program promotes a flexible 
approach to time off, in that hours are placed into one account and the employee is responsible 
for managing his/her PTO hours. Examples of paid time off include vacation, personal time, 
disability, personal illness/injury, appointments, emergencies, care for dependents, and other 
needs that may require time away from work. 
 
 ELIGIBILITY:  

 
1) Regular Full-Time Employees  
2) Waiting Period – None  
 
 
 PTO BENEFIT ALLOCATION:  
 
1) Regular Full-Time employees, scheduled to work forty (40) hours per week or greater on a 

twelve (12) month basis, will earn PTO hours according to the following schedule:  
 

Years of Regular 
Employment 

PTO on 
January 1 
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1 through 5 years 19 days 
6 years or more 24 days 
11 years or more 29 days 

 
Note:  Additional PTO may be awarded by the board.  

 
2) If employed less than one (1) year, the following schedule will:  
 

Month Employed 
as Regular 
Employee 

PTO on  
January 1s 

January – March  13 days 
April – June  9 days   
July – September  6 days   
October – 
December  

3 days   

 
3) Regular Full-Time employees scheduled to work thirty (30) or more hours per week, but less 

than forty (40) hours on a twelve (12) month basis, will receive a prorated PTO allocation, 
based on total hours worked during the prior calendar year. When no hours are available to 
make a calculation, the employee will be entitled to 50% of the allocation given to Regular 
Full-Time employees.  

 
4) PTO benefits are earned on January 1 each year, according to the schedule above. Regardless 

of when a benefit date falls within a calendar year, applicable PTO benefits are earned and 
placed in each employee account on the preceding January 1.  

 
PTO CARRY-OVER: 
 

Employees may elect to carry-over PTO balances under the following conditions:  
 
1) Employees must use a minimum of 50% of their annual allotment during the calendar year.  

Days in excess of 50% may be carried over. 
 

2) Employees may elect to carry-over a maximum of 50% of their annual allotment each 
calendar year.  

 
3) Remaining PTO hours (up to the maximum) will be automatically carried over into the next 

calendar year if the employee does not elect to bank or payout any hours. 
 
BANKED PTO:  
 
Employees may elect to bank PTO under the following conditions:  
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1) Employees must use a minimum of 50% of their annual allotment during the calendar year to 
be eligible for banking.  

 
2) Employees may elect to bank a maximum of 50% of their annual allotment of PTO at the end 

of each calendar year.  
 
3) A maximum of eight (8) weeks of PTO can be banked throughout the employee’s career. 

Employee banks will not be allowed to exceed eight (8) weeks; all remaining hours will be 
paid out.  

 
4) If a request is not received by December 16, the Business Office assumes an employee is 

electing to carry over PTO (up to 50% of their annual allotment) into the next calendar year 
and bank any additional PTO (over 50% of their annual allotment and up to additional 50% 
of their annual allotment).  

5) An employee will be paid his/her banked PTO at the time of termination of employment 
(voluntary or involuntary).  

 
6) Banked PTO will be paid at the employee’s rate of pay at the time of termination of 

employment.  
 
7) Banked PTO distributions will be made in the form of a lump sum payment with applicable 

taxes withheld.  
 
PTO PAYOUT:  
 
Employees may elect to have PTO paid out under the following conditions:  
 
1) Employees must use a minimum of 50% of their annual allotment during the calendar year to 

be eligible for PTO payout.  

2) Employees may elect to have a maximum of five (5) days from their annual allotment paid 
out at the end of each calendar year.  

3) Requests for payout must be received by December 16, in order to have any PTO hours paid 
out.  

4) PTO payouts will be made in the form of a lump sum payment with applicable taxes 
withheld.  

 
5) Payouts will be issued during the month of February of the new year.  
 
 
ADMINISTRATION:  
 
1) The Business Office will be responsible for maintaining PTO accounts, both accumulation 

and usage.  
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2) Time off for predetermined college holidays, and time off in accordance with college policy 

for jury duty, military duty, or bereavement will not be deducted from an employee’s PTO 
account.  

 
3) Whenever possible, PTO requests should be made at least two (2) weeks in advance. A 

minimum twenty-four (24) hour notice is required for the absence to be considered a 
“scheduled” PTO day.  

 
4) If there are conflicting PTO requests, employees with a greater length of service will be 

given preference. The granting of PTO is subject to management approval, department 
staffing needs, and established departmental procedures.  

 
5) An employee must provide a statement from his/her healthcare provider as justification of an 

unscheduled absence greater than three (3) days.  

6) An Absence Request Form must be completed prior to their requested PTO.  This form can 
be obtained on the portal. 

7) Vacation leave must be taken in either 2-hour, 4-hour, or 8-hour increments. 

8) Employees may be denied payment of PTO if the benefit is not utilized in accordance with 
this policy. Misuse of PTO will result in denial of the request for PTO and disciplinary action 
will be taken, which may include termination of employment.  

 
9) If a holiday occurs during an employee’s scheduled PTO, the employee shall be paid holiday 

pay and will not be charged a PTO day.  
 

10) If the College is closed unexpectedly during an employee’s scheduled PTO, the employee 
will not be charged a PTO day.  

 
11) An employee’s request to bank, and/or receive a payout of unused PTO must be made prior 

to December 16th of each year. If a form is not received by December 16, the payroll 
department assumes that an employee is electing to carry over PTO up to a maximum of 50% 
of the employee’s annual PTO.  

 
Retirement 
 
Employer's Contribution to TIAA/CREF 
 
If full-time or part-time employees decide to enroll in the TIAA/CREF 403(b) Retirement Plan, 
the College currently matches employee contributions to the TIAA/CREF 403(b) retirement plan 
up to a maximum of six percent (6%) of the full-time or part-time employee’s compensation as 
defined in the 403(b) Plan and subject to Plan requirements. Employees should note that under 
present tax law, there might be a financial advantage of being able to make pre-tax and tax-
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deferred contributions to this retirement program.  Employees become eligible to participate in 
this program upon employment. 
 
Tuition Reimbursement 
 
P.I.T.’s Tuition Reimbursement Policy for full-time employees taking undergraduate or graduate 
courses is administered under the following guidelines: 
 
The College will provide approved employees’ reimbursement for tuition up to a total of $5,250 
in a calendar year. Tuition is reimbursed at 100% for passed classes up to and until the annual 
limit is met. The employee will commit to two (2) years of continued service time with the 
College, beginning on the completion date of the final course for which approved reimbursement 
was made. 
 
Approval is not guaranteed. Applications will be reviewed and approved or denied by the 
Education Committee. To be eligible for approval, an employee must: 

1) be a full-time employee with at least one (1) year of service; 
2) be in continued employment when the course is completed and reimbursement made;   
3) submit request for reimbursement within sixty (60) calendar days of the last day of class; 
4) have no duplication of reimbursement, such as a scholarship or governmental financial 

assistance; any awarded scholarship, government assistance, or other similar discount 
will be deducted from reimbursement; and 

5) register for a course/major, which the employee and his/her supervisor determine, will 
provide instruction applicable to the employee’s work and professional development. 

 
Approved employees will be reimbursed for tuition for each course in which a passing grade is 
received. 

1) Reimbursement will be for tuition only for classes that have been passed and will be 
limited to a total of $5,250 in a calendar year. Tuition is reimbursed at 100% up to and 
until the annual limit is met. 

2) A passing grade is considered a “C” (“B-” or higher for graduate or post-graduate work). 
For a “pass-fail” course, a pass or a certificate of completion is acceptable. 

3) Reimbursement will not be made for related book fees, lab fees, computer costs, internet 
charges, or any other non-tuition fees. 

4) Request for Reimbursement must be received in the same calendar year as the tuition 
expense. 

5) The employee is required to sign the Tuition Reimbursement Pay Back Agreement, 
providing for reimbursement of tuition spent if he/she decides to leave the College, or 
his/her employment is terminated for cause, prior to an agreed upon commitment period.  

6) Two (2) years after a tuition reimbursement payment, if the employee has not voluntarily 
quit or has not been terminated ‘for cause,’ the debt to the College is forgiven.  

7) If the employee voluntarily quits his or her employment with the College or the College 
terminates the employee ‘for cause’ less than two (2) years after a reimbursement 
payment is made, the employee shall immediately pay an amount equal to that 
reimbursement and all subsequent reimbursement. 
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8) If the employee’s employment is ended by the College for other than cause prior to the 
completion of the designated period stated in the payback contract, the employee will 
have no reimbursement obligation to the College 

 
To apply for a graduate or undergraduate degree program (Bachelor’s, Master’s, or Doctoral), 
the employee and his/her supervisor will meet with the Education Committee to discuss the 
application. If approved, the Committee may establish guidelines for any flexible work schedule 
accommodations required to meet the commitment. 
 
Tuition Remission for Courses at P.I.T.  
 
Full-time employees, their spouses, and their dependent children under the age of twenty-five are 
eligible for tuition remission at P.I.T. under the following conditions: 
 

a) They must meet all regular P.I.T. admissions requirements. 
 

b) The benefit is available only if the employee has completed at least one full year of full-
time service at the time the request is made. 

 
c) The tuition remission will provide 100% of the tuition for employees and eligible family 

members, excluding fees, supplies, and books. 
 

d) Enrollments for all courses will be on a "space available" basis. 
 

e) The enrollment of a P.I.T. employee or any eligible family member will not be included 
in the count of students needed to establish a minimum number of students for a 
financially viable course offering. 

 
f) Employees and eligible family members wishing to enroll in a course at P.I.T. must 

obtain the prior written approval of the employee’s manager, the Dean of Academic 
Affairs, and the President. 

 
g) Employee enrollment should be for classes meeting at times other than the employee's 

regularly scheduled workday, unless specifically approved by the employee’s manager 
and the President. 

 
h) Tuition remission is not available for the Practical Nursing Program or the Physical 

Therapist Assistant Program.                                                 

Separation from Employment 
 
Upon separation from the College, an employee is responsible for returning all College property 
and paying all outstanding bills. The College requires two (2) weeks’ notice prior to exiting. 
After separation of employment, the College will release information in response to inquiries 
concerning former employees only upon written authorization of the individual. However, 
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without such written authorization when contacted, the College will provide information 
concerning the individual’s date of hire, last day worked, and job title held. The College will 
release additional information in response to a valid court order or on written request from a 
governmental agency. 

Voluntary Separation of Employment  
Employees are requested to give reasonable notice before any form of voluntary separation of 
employment, this includes, but is not limited to: resignation, retirement or job abandonment. 
Employees who voluntarily separate from the College are eligible for payment of time worked as 
well as unused PTO. Payout of annually awarded PTO will be paid on a prorated basis at a 
monthly rate of 1/12 per completed months worked in addition to any banked or carryover time 
accrued. Certain benefits may be eligible for continuation after separation.  
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I. Handbook Introduction 
Faculty are an important part of the total community at Pennsylvania Institute of Technology 
and key to the achievement of its Mission and Goals.  This Handbook is intended to be an 
aid to faculty in understanding some of the important policies at P.I.T. as well as other 
information you will need as a faculty member.   
If there are questions that are not answered in this Handbook, faculty should consult with 
their Program Manager, Program Director or the Associate Dean of Academic Affairs.  The 
College welcomes you and looks forward to a mutually satisfying experience. 

 
A. Handbook Information 

Effective Date and Purpose Of Full-Time Faculty Handbook 
The Full-Time Faculty Handbook shall be effective as of September 1, 2019. On that 
date, this Handbook supersedes and replaces the Full-time Faculty Handbook of October 
1, 2008, as amended. 
This Handbook complements other P.I.T. publications and generally does not repeat 
information provided in those publications.  Each faculty member should be familiar 
with the current P.I.T. Catalog of Courses, the Employee Handbook, the Student 
Handbook, the Emergency Procedures Manual, and other College policies posted at 
http://policyportal.pit.edu or at any other site of which you are given notice or which are 
otherwise distributed to you. 

Faculty Responsibility for This Handbook 
This Handbook is distributed to faculty. They are responsible for reading it and knowing 
the information contained therein.  Faculty may seek additional information and 
clarification, as needed, from the Dean of Academic Affairs or the Associate Dean of 
Academic Affairs. 

Procedures For Revising Handbook 
The Handbook is a dynamic document and, as such, is updated and revised periodically 
by the administration in order to reflect changes in related policies and procedures. 
Faculty are encouraged to suggest revisions and updates to the Handbook.  Suggestions 
for changes should be submitted electronically to the Dean of Academic Affairs.  When 
appropriate, the Dean will refer the suggestions to a standing committee or appoint an ad 
hoc committee of the faculty to review the suggestions and/or the existing document. 
The Dean of Academic Affairs and the President will review and approve or send back 
proposed revisions, and, if appropriate, forward them to the Executive Committee of the 
Board of Trustees for review and reaction. Substantial policy change(s) may require the 
approval of the Board of Trustees.  The President will determine whether the proposed 
change(s) need review by the Board of Trustees. 

Academic Goals 
The curricula seek to prepare individuals for transfer to a four-year college or university 
and/or for meaningful employment in industry and/or business and as students in further 
educational endeavors by combining a core of general education courses in conjunction 
with a comprehensive technical education. 
In addition, P.I.T. seeks: 

• Increase student success through effective tutoring and counseling 

http://policyportal.pit.edu/
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• Provide support services necessary to assist all students to succeed 

• Effectively prepare students for transfer to four-year colleges and universities 

• Enable students to achieve demonstrated mastery of programmatic competencies 

• Promote an environment that encourages students to take advantage of changes in 
their field through continuous learning 

• Maximize the job placement rate of job-seeking graduates 

• Share technical resources with the community 

• Encourage students to develop a sense of social responsibility 
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II. College Governance 
 

A. College Governance Model 
P.I.T. utilizes a shared governance system that involves all the constituencies of the 
College. There is a symbiotic relationship involving the governance process and resultant 
committee/team operations. Four committees have been established to implement the 
governance system at P.I.T. 

1. Academic Standards Committee – responsible for: 

• the evaluation and recommended resolution of issues related to 
academic standards, 

• the evaluations of programs and curriculum issues, 

• the development of new programs, 

• the review of articulation agreements, 

• and the evaluation and recommended resolution of issues related 
to the assessment of student learning; 

2. Admissions Committee – responsible for the evaluation and 
recommended resolution of issues related to recruitment and 
marketing approaches and recommended resolutions; 

3. Library Committee – responsible for the evaluation and 
recommended resolution of issues related to Library practices; 
and 

4. Student Services Committee – responsible for the evaluation 
and recommended resolution of issues related to Student 
Resource Center practices, delivery of student services, and 
related student issues. 
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B. Academic Affairs Organizational Chart 
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III. Academic Offerings and Organization 
 

A. Associate Degrees 
P.I.T. is approved by the Pennsylvania Department of Education and the State Board of 
Education to confer the Associate in Science (A.S.) degree. 
The A.S. degree is awarded to students who have been graduated from the following 
majors: 

• Allied Health – Clinical 
Medical Assistant 

• Allied Health – Medical Billing 
and Coding 

• Allied Health – Practical 
Nursing 

• Allied Health – Pre-Nursing 

• Behavioral Health 

• Biomedical Equipment 
Engineering 

• Business Management 

• Cannabis Studies – Business 

• Cannabis Studies – Health 

• Computer Science 

• Computer Support Engineering 

• Criminal Justice 

• Engineering 

• General Studies 

• Health Care Management 

• Health Science 

• Physical Therapist Assistant 

• Robotics 

B. Certificates 
1. Practical Nursing Certificate:  

The Practical Nursing program is a three-semester curriculum which prepares 
graduates to sit for the Practical Nursing (NCLEX-PN®) examination. After 
passing the exam, graduates are qualified for entry-level positions requiring LPN 
licensure.  
Practical Nursing graduates may further their education at P.I.T. by completing 
additional required courses for an A.S. in Allied Health (AHT)-PN degree.  

2. School of Professional Programs (SPP) Certificates: 

• Clinical Medical Assistant 
These four-term programs prepare graduates to sit for industry certification 
examinations. Graduates of these Certificate programs may further their education 
at P.I.T. by completing additional required courses for their respective A.S. in 
Allied Health. 

 

C. Responsibilities and Authorities Of The Executive Management Staff Of The Academic 
Affairs Department 
Detailed position descriptions outlining the Authorities and Responsibilities of the 
following Executive Management Personnel are available in the Faculty Resources Drive: 
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• Dean of Academic Affairs 

• Associate Dean of Academic Affairs 

• Program Directors 

• Program Managers 
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III. Compensation and Benefits 
 

A. Contract Year 
Any faculty member hired after the start of the applicable contract year will be given an initial 
contract for less than twelve (12) months. 
 

B. Compensation 
Salary payments will be made biweekly on Fridays.  Each salary payment is for the faculty 
member's work through Saturday of the preceding week.   
The College will make all deductions from faculty member paychecks as required by law. To 
assist in this, faculty members must indicate in writing, at the time of employment, the number 
of exemptions to be claimed for tax purposes on IRS Form W-4.  Faculty members must also 
indicate other personal deductions that they want to be withheld.  This information must be 
updated as needed.  If a faculty member has questions about these deductions, he/she is 
advised to consult with the Business Office. 
 

C. Benefits 
Please see your employee handbook for a full description of all of the benefits that are 
available to you.  The following policies apply for faculty only. 

Paid Time Off (PTO) 
Faculty vacations cannot be taken when classes are in session that faculty have been 
assigned to teach unless the vacation period has been approved by the Dean of 
Academic Affairs and a qualified substitute instructor has been secured. 
Each faculty member is responsible for notifying the Dean or the Associate Dean of 
Academic Affairs each day, as soon as practical, of any absence due to sickness or 
accident. Faculty who are too ill to personally provide such notification should make 
other arrangements for appropriate manager notifications. 

Professional Development Time 
Faculty, at the discretion of the Dean of Academic Affairs and with the prior written 
approval of the President, may be entitled to reasonable paid leave time to attend 
professional seminars, continuing education programs, and to participate in other 
professional projects that directly relate to their respective fields of employment. 
Release time for professional development must be requested in writing and  
must be pre-approved by the Dean of Academic Affairs and the President and must be 
approved separately for each such leave. 
 

D. College Travel and Reimbursement 
Reimbursement for Travel and Expenses 
Authorization for travel, including mode and expense reimbursement, is the 
responsibility of the President.  The College will reimburse faculty members for all 
pre-approved, College-related transportation and other related, necessary expenses 
incurred in the normal course of College business. For reimbursement, the faculty 
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member must submit original receipts and complete an Reimbursement form, available 
on the College‘s portal. 
P.I.T. will reimburse faculty members for reasonable expenses incurred for pre-
approved leaves for professional development.  Expenditure reimbursement limits will 
be set by P.I.T. in its sole discretion. Upon request, the Business Office will provide 
the appropriate reimbursement limitation data for each faculty member‘s professional 
development trip. 
For reimbursement or expense approval, faculty members are required to submit a copy 
of the Development Benefit Report with the original receipts and complete an 
Reimbursement form available on the College‘s portal. 
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V. Faculty Responsibilities 
Each faculty member has responsibilities to: 

• their students, 

• the institution for which they teach, 

• the assessment practices and processes required by their program, 

• the larger academic profession which is their field of expertise, 

• the community in which they live, and 

• themselves and their professional growth. 
Faculty have as their first obligation a responsibility to provide the most effective instructional 
program for students.  To this end, they should constantly be seeking ways to improve their 
teaching methods and effectiveness.  Furthermore, faculty must respect the rights of the students 
and their maturity levels and have a primary concern for their educational improvement. 
As colleagues, faculty members should be willing to accept their full share of committee 
assignments and accept responsibility for other institutional activities in order to improve the 
overall educational environment and operations. 
As learned members of society, faculty members also have responsibilities for the advancement 
of learning; keeping their own base of information current; working cooperatively in the collegiate 
setting to improve the total educational program; being active within their particular field of 
expertise to further knowledge in that area; maintaining job related professional certifications; and 
participating in professional organizations in their field. 
As members of the larger community, faculty have the same rights and responsibilities as other 
citizens.  They should be willing to share their expertise as it relates to local problems. However, 
when they act or speak as private individuals, they should avoid creating any perception that they 
are acting or speaking for P.I.T. 
Finally, faculty have a responsibility to continue to improve themselves and their career, through 
professional growth and development which is self-sponsored as well as sponsored by the 
College. 
 

A. Faculty Responsibility to Students 
Teaching 
Teaching is the primary responsibility of all faculty.  There are three basic procedures 
involved in the teaching process: preparation, presentation, and evaluation. On the 
preparation stage, faculty members, using course syllabi and other appropriate 
instructional resources as a base, compile materials needed for the courses they teach. 
The second phase is the activity that is typically considered teaching.  The basic 
instructional strategy utilized at the College is a hands-on approach that utilizes lab 
sessions and lab-type experiences for much of a student‘s educational program. The 
College is not primarily lecture-based; faculty are expected to offer laboratory work, 
collaborative learning experiences with student participation, computer-based 
instruction, visual aids, hands-on experiences, frequent short tests on basic concepts, 
Library and Student Success Center usage, and co-operative experience in their 
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presentations and student requirements for computer-related instruction and the use of 
the Library and Student Success Center. 
The third and final phase is to evaluate what has been learned, achieved, or 
accomplished through the testing and examination of the effectiveness of both teaching 
and learning processes.  Faculty are reminded that the evaluation of student learning 
and instructional effectiveness are based on three premises: 

• to determine how much learning has occurred as a result of the instruction, 
verify that adequate material required as a  

• prerequisite for a future course has been mastered, and identify what course 
material needs additional amplification if any; 

• to motivate the students to learn through providing incentives and positive 
experiences; and 

• to certify that learning has taken place through the assignment of a grade and to 
certify that the students have mastered expected core competencies. 

Faculty are expected to make clear to students how they are to be evaluated. The 
procedures used in the student evaluation process are to be provided in detail in each 
course syllabus. Students need feedback on their progress. 
Students should be assessed regularly during the term in addition to the final 
examination.  If, because of the nature of their course, a faculty member cannot use 
examinations, a process for assessing student progress should be established which 
will give each student clear and adequate feedback during the entire term.  This 
process needs to be clearly explained in the course syllabi. 
Faculty should return the student tests and other papers as quickly as possible after the 
student has submitted them in order to provide students immediate feedback so that 
they have the opportunity to correct their continued efforts in the subject.  Faculty are 
expected to return graded assignments and exams to students within one week of 
their submission.   
Additionally, faculty are responsible for responding to student messages in a timely 
manner.  It is expected that an instructor would return a message within 48 hours 
(on weekdays). 

Academic Advising 
All faculty members will assist the students who are assigned to them as advisees with 
their course and curriculum selections.  From time to time, the advisor may also help 
students solve other situations in addition to those in relation to course and curriculum 
selections.  Advisors should be familiar with each advisee's record, the curricula 
prerequisites, the schedule, and, especially, the content of institutional services.  
General office hours of each faculty member must be posted on the academic bulletin 
board and on their office door for the specific purpose of academically advising 
students. 

Tutoring 
The College provides a variety of arrangements for students in need of academic 
assistance to receive tutoring, but faculty are the strongest base for academic support 
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for students.  There are many informal opportunities for faculty members to provide 
help to students on an individual and group basis. 
While some tutoring may be included in the faculty office hours schedule, there are 
always other opportunities for providing additional assistance to students. The total 
number of hours faculty devote to tutoring each week, whether as a part of office hours 
or otherwise, will vary, dependent on the other instructional and institutional duties 
they have to complete. 

 

B. Instruction Specific Procedures 
First Class Session 
Faculty should arrange with the Program Manager or Program Director well in 
advance of their first class to have on hand a faculty desk copy of all textbooks, course 
syllabus, and other materials and reports.  Class rosters are available on the Faculty 
Portal.  It is also important that the instructor is in the classroom a few minutes before 
the beginning of the class, thereby making a clear statement that all future classes will 
begin punctually. 
The first class meeting sets the tone of the class for the term.  It should be filled with 
meaningful activity, positive in manner, and should meet for the entire assigned time.  
Introduce yourself by writing your name and the class title and number on the board.  
Spend part of the class getting to know the students using self-introductions and 
interactive exercises as appropriate.  Take some time to find out what their 
backgrounds in the subject matter are so that your initial presentations approximate the 
students' needs. Take class roll and compare it with your class roster.  If a student is 
present in the class, but does not appear on the roster, please notify their Academic 
Support Coach. 
It is required that you distribute copies of the course syllabus and discuss the course 
expectations. Make certain that the assignment for the next class meeting is clearly 
stated and that the students understand it before the class ends. 
The course syllabus is a agreement between the students and you to provide instruction 
of learning outcomes stated therein; therefore, a copy of the syllabus contract should 
be collected by the end of the first class.  Instructors may modify the syllabus if a need 
should arise.       

Student Attendance 
Attending class is an obligation for the committed learner and designed to educate 
students in the importance of being present. 
Faculty members are responsible to establish the clear expectations that students are to 
be in the classroom at the time appointed for the class to begin. P.I.T. requires that 
students attend every class and laboratory for which the student has registered. 
The continual failure of a faculty member to appropriately, accurately and timely 
record student attendance for each class session is a violation of their employment 
agreement and their employment may be terminated for this reason.   
Students must be seated in each course session for at least 60% of the session in order 
to be marked present for that course on any given day.  
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Recording Student Attendance 
All faculty members are required to check and electronically record each student‘s 
attendance in CampusVue by the end of each class day. This is especially important so 
that students who have missed two consecutive classes can be contacted by either a 
faculty member and/or a member of Student Services. Students who are not listed on 
the class roster must contact Student Services or if they are a first-time student, the 
Admissions Office.   
Online attendance is handled at the Administrative level.   

Student Makeup of Classwork 
Whenever a student misses a class or lab, for whatever reason, he/she has the 
responsibility for making up the work that was missed and for meeting all of the 
requirements and objectives of the course.  
If a student is absent from a class for 20% or more of the total class hours and has not 
been effective in making up any missed work or assignments and the faculty member 
is concerned about the ability of the student to achieve a passing grade, the College 
normally recommends that the student drop the course and take a ―W grade. If the 
student chooses to remain in the course he or she must understand that a  grade of  FA 
could be earned. 

Class Rosters 
The Academic Records Office creates timely Class Rosters in CampusVue for each 
class that is offered at the College using input from Pre-Registration, and from 
Admissions and other College Departments. On the first day of class, each faculty 
member teaching traditional or hybrid classes should have access to the class roster in 
the Faculty Portal. Faculty members teaching online courses should access class 
rosters through Moodle.  Questions pertaining to class rosters should be promptly 
directed to the Academic Records Office. 
All faculty teaching a class or lab that includes new students are required to follow the 
College‘s First 5 Day Attendance Taking Process. This process (Policy #105) provides 
an up-to-date Temporary Class Roster to facilitate the close attendance monitoring for 
the first five days of new student class starts for designated programs.   
All faculty are required to check and electronically record each student‘s attendance in 
the Faculty Portal by the end of each class day. Each faculty member should also 
verify the accuracy of students in attendance that are not listed on the roster.  
Discrepancies should be promptly reported to the  Academic Support Coaches or 
Admissions (if this is a new student) for resolution. 

Syllabi 
All new faculty will receive a course syllabus from their Program Managers or 
Program Directors when they are assigned a class for the first time unless the faculty 
member is developing the course curriculum.   
Students should receive a course syllabus from the faculty member during the first 
class meeting.  All faculty are expected to follow the syllabus that they are given to 
distribute to the class.  This is the College's method of ensuring that students get 
important course material in every section of the same course and, therefore, those 
prerequisites are uniformly met. 



 

48 
Pennsylvania Institute of Technology | Employee Handbook 
Updated 1122 2019 

Textbooks 
When a faculty member is assigned a course to teach, he/she will receive a copy of the 
approved text from the Program Manager or Program Director as soon as it is 
available.  Instructor Guides, if they are published, will also be provided.  Publishers 
routinely provide "Desk Copies" of textbooks selected by a faculty person for use in 
courses.  These copies are provided to the faculty member without charge.  However, 
most publishers will respond only to requests directly from faculty members.  It is 
expected that all faculty will assist by making contact with publishers to request a 
Desk Copy and other available instructional material.  See the appropriate Program 
Director or Program Manager for assistance. 

Student Grade Lists 
Student Grade Lists are available electronically from the Faculty Portal. Faculty are 
responsible for maintaining students’ grades during the term and within 48 hours after 
the end of each term submitting the Student Grade Lists with final grades to the 
Associate Dean of Academic Affairs electronically through the Faculty Portal. The 
Academic Affairs Department will retain all Student Grade Lists for seven (7) years 
from the date the corresponding classes end. 

Course Grade Change Policy 
Please refer to the Course Grade Change Policy #140. 

Class Breaks 
It is recommended that faculty provide a five- to ten-minute break if the class is 
scheduled for more than 1 ½ hours.  Faculty members are asked to observe the time 
for these breaks carefully so as not to interfere with other classes. 
Note: Students receive a 10-minute break for each hour they are in class. An academic 
hour is equivalent to 50 minutes.   

Computers as Instructional Tools 
Computer time at the College is available to students on computers located in the 
Library, the Student Success Center and kiosks. 

Laboratories 
The purpose of laboratories in the College curricula is to provide practical, "hands-on" 
experience that complements the theoretical material presented in the lectures. 
Laboratories also assist in the learning process by providing students with 
opportunities to apply theoretical knowledge to concrete situations.  Most students 
require reinforcement if they are to learn effectively.  Laboratory experiences are often 
the best reinforcement tools. 
In order to maximize the full potential of laboratories as learning experiences, it is an 
institutional practice that students who need additional time in a laboratory to complete 
their assignments or to improve their skills are permitted access to the laboratories 
whenever there is a Lab Tech or faculty member available. If the laboratory is not 
open at the time the student wants to use it, he/she may go to the Student Success 
Center, which is open during College hours.   

Field Trips 
Faculty are encouraged to arrange appropriate field trips for the students. If a field trip 
will cause students to miss other classes, the faculty member planning the trip should 
consult with other faculty and make appropriate arrangements.   
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After receiving approval from the Program Director or the Associate Dean of 
Academic Affairs for the trip, a form needs to be completed whether or not school 
transportation is to be used. Approval for the trip and/or use of the van should be 
arranged at least one week prior to the excursion with the Associate Dean of Academic 
Affairs and the Business Office. Forms are available on the Policy Portal. 

Final Examinations 
Faculty members are required to give an examination during Final Examination week 
unless an alternative date has been requested and approved by the Dean of Academic 
Affairs or their designee at least two weeks prior to the examination date. An 
alternative to the final examination, such as a project or additional classes, should be 
part of the proposal presented to the Dean of Academic Affairs when requesting an 
exception.  
If this practice is to be a regular procedure for the particular course, it should be 
included in the course syllabus and approved by the Dean.  The completion dates for 
these projects must be no earlier than the scheduled final exam date for the course.  
All students are expected to be present for final examinations.  A documented reason 
must be presented if the student is absent; otherwise, the student should be given a 
failing grade for the final examination.  A student may be permitted to take a make-up 
final exam if the documented reason does justify a make-up exam.  The make-up final 
exam must be one that has different questions and answers than the original scheduled 
exam. 

Grading System 
The quality of a student‘s work is measured by a system of letter grades and 
cumulative quality points. The meaning of each grade in relation to its quality-point 
value is as follows: 

Letter Grade 
 

 

Grade Points    Equivalency Definition 
 
 

A+ 4.00 97-100%  
A 4.00 94-96% 

 
 

A- 3.67 90-93%  
B+ 3.33 87-89%  
B 3.00 84-86%  
B- 2.67 80-83%  
C+ 2.33 77-79%  
C 2.00 74-76%  
C- 1.67 70-73%  
D+ 1.33 67-69%  
D 1.00 64-66%  
D- 0.67 60-63%  
AU 0.00  Course Audit - no 

quality points earned 
F 0.00  Insufficient Achievement 
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FA 0.00  Insufficient 
Achievement Excessive 
Absenteeism 

I 0.00  Incomplete* 
W 0.00  Withdrawal 

 

*Note: (I) Incomplete is a temporary grade. Students are required to petition for this 
grade by completing the Verification of Incomplete grade Form. This form must be 
approved in advance by the faculty member and the Dean of Academic Affairs or 
Associate Dean of Academic Affairs.  
It is the sole responsibility of the student to complete the required work by no later 
than 60 calendar days from the last class session or by an earlier date assigned by the 
faculty member. 
For the Practical Nursing Program and the Physical Therapy Assistant Program, 
students should refer to the program’s respective handbook.   

Incomplete Grade Requires Student Petition 

It is the responsibility of the student to petition the faculty member for an incomplete 
grade. If no form has been filed by the last class day prior to finals, or if the petition 
form does not have the required signatures, an appropriate letter grade must be 
assigned by the faculty member.  In the absence of any input from the faculty member, 
the grade will automatically become an “F” after 60 calendar days.  Deficiencies in 
required work, or a missed examination, must be made up by the date assigned by 
faculty members no more than 60 days out from the last day of class.   

Students have a maximum of sixty (60) calendar days from the last class session to 
complete the required work to change the grade from an Incomplete.  If the student 
does not complete the required work within the 60-calendar-day time period, they 
will receive an “F” for the course. 

Grade Reports 
Grade reports for term courses are due 48 hours after the last day of 
examinations. Final grades are entered directly into the Faculty Portal by faculty 
members; again subject to the time requirement above.   
If faculty members have a problem entering grades, they should contact the Associate 
Dean immediately.  Special attention should be given to the timely submission of 
grades of students who are candidates for graduation. 
An unofficial copy of grade reports is available from the Academic Records Office or 
from the student‘s portal site. 

Grade Point Average (GPA) 
A student's grade point average is determined by dividing the total quality points 
earned by the total number of course credits of study attempted.  The total of the 
quality points earned in a given course is equal to the grade point value of the grade 
earned by the student multiplied by the number of course credits assigned to the given 
course.  The Student Handbook has a detailed description of how to calculate a grade 
point average and a cumulative grade point average. 
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Plagiarism/Academic Dishonesty 
Academic Dishonesty - It is the policy at P.I.T. to discourage academic dishonesty.  
Academic dishonesty is defined as the attempt to mislead or deceive in order to 
influence the grading system or process.  Academic dishonesty includes, but is not 
limited to: 

• Cheating, including: 
o The use of unauthorized materials or devices such as crib notes or spell 

checkers during an examination, 
o Providing and/or receiving unauthorized assistance during an 

examination, 
o Possessing a course examination prior to the examination, 
o Using a substitute to take an examination or course; 

• Plagiarizing in any form; 

• Fabrication of information or citations; 

• Facilitating the acts of academic dishonesty by others; 

• Submitting the work of another person; 

• Submitting work previously used without informing the instructor; 

• Tampering with the academic work of other students; or 

• Attempting to bribe institutional personnel in order to attain an academic 
advantage. 

All matters involving academic dishonesty are serious violations of the Student Code 
of Conduct. Faculty members are to report all violations to the Associate Dean of 
Academic Affairs and their Program Manager or Director, who will notify the Dean of 
Academic Affairs.   

If it is determined by the instructor that a student has been academically 
dishonest, the Program Manager or Director will be notified.  An automatic 
grade of “F” will be assigned for the test, project, essay, or other course 
requirement when academic dishonesty has been proven to have occurred.  
Faculty members may recommend penalties for initial violations of a serious 
nature. A second occurrence will result in the student earning an “F” in the class. 
Depending on the severity of the offense, academic dishonesty may result in the 
student’s dismissal from P.I.T.      
Misconduct - In order to maintain a healthy learning environment, students are 
expected to act within the behavioral guidelines as presented in the Student Code of 
Conduct which can be found in the Student Handbook. Any student who behaves 
contrary to the code will be dismissed from the classroom, and will receive 
consequences as listed in the Code of Conduct. 

Academic Warnings 
If a student is performing poorly in a class, the faculty member should submit a 
Student Early Warning Referral through the College’s website.  This referral will 
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notify Student Services to contact the student to identify possible issues and 
resolutions to help the student improve their performance.  Other issues that should be 
referred include: attendance issues, behavioral problems, and personal situations that 
are preventing them from being successful.   If you are concerned about a student, then 
you should report it. 
Students who do not maintain the required grade point average or whose grade point 
average is less than 2.0 for any term are placed on Academic Warning status. Students 
placed on Academic Warning are required to meet with their Program Manager and 
their Academic Support Coach and Financial Literacy Counselor to review their 
scholastic standing. Students with Academic Warning status may be advised to 
consider registering for fewer courses until such time that they achieve the required 
academic standing. 
Students who meet the criteria for Academic Warning status for two terms, or whose 
cumulative grade point average is 1.99 or below in any one term, will be placed on 
Academic Probation. Students placed on Academic Probation must consult with their 
Program Manager and their Academic Support Coach and Financial Literacy 
Counselor to plan a course of action.  

Academic Dismissal 
Students meeting the criteria for Academic Warning/Probation are referred to the Dean 
of Academic Affairs and the Director or Manager of the program the student is 
enrolled. The Dean of Academic Affairs' recommendations may be appealed by 
petition to the President who reviews the case and makes a decision. The President's 
decision is final.  

Grade Appeals 
If a student has reason to believe that a grade he/she has received is incorrect, the 
student will first try to resolve the issue with the faculty member in writing through 
email.   
If a satisfactory resolution is not reached, the student should attempt to resolve the 
matter by consultation with the appropriate program manager and the faculty member. 
If a satisfactory resolution has not been reached through this consultation and the 
student still believes that he/she has a basis for an appeal, the student shall then initiate 
the formal grade appeal procedure, as described in the Procedures for Student Grade 
Appeal Process.  
The only permitted grounds for a student grade appeal are: 

• The grade is allegedly based on an error in calculation.  

• The grade assigned allegedly did not follow the grading criteria as stated in the 
course syllabus. 

• The grade assigned is based on academic dishonesty which the student denies. 
It is the responsibility of the student to prove that the grade is incorrect or unjustified. 
Any appeal for a change of grade, other than a final grade, must be initiated in the term 
during which the student is enrolled in the course.  The appeal of a final grade for the 
term must be initiated within 14 calendar days of the date that the grade was published. 
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• The student shall return the completed Student Grade Appeal Form, 
including a written statement with the details of the request for a change of 
grade, to the Dean of Academic Affairs (or his/her designee).  

• The written statement shall include the course number, course name, name of 
the student, name of the faculty member, date the contested grade occurred, 
grade change desired and rationale to support specific ground(s) upon which 
the appeal is based. 

• Please include copies of the emails proving that an attempt was made by the 
student to resolve the grade issue directly with their instructor first. 

• The grade appeal must be on an official Student Grade Appeal Form which 
must be filled out, signed and dated, and returned to the Dean of Academic 
Affairs (or his/her designee) within fourteen (14) calendar days of the date 
when the grade is published. 

Within five (5) calendar days after the Dean of Academic Affairs or Program Manager 
or his/her designee receives the Student Grade Appeal Form, the Dean of Academic 
Affairs or Program Manager (or his/her designee) will determine that if any of these 
conditions have not been met, the appeal will be rejected until such time that all 
conditions are met. 
 
Within ten (10) calendar days of receipt of the submission of the grade appeal form, 
the faculty member shall provide a written response to the student response on the 
official grade appeal form and return this form to the Dean of Academic Affairs or 
Program Manager(or his/her designee).   
Based on the information provided by both the student and the faculty member, the 
Dean of Academic Affairs or Program Manager (or his/her designee) will determine 
the outcome of the appeal. This response will be forwarded to the student in a timely 
manner. (In the event that the faculty member concerned is no longer at the college, 
the appropriate Program Manager shall substitute for the faculty member.)  
 

C. Faculty Responsibilities to the College 
Records and Reports 
Faculty are responsible for maintaining a range of records, many of which are required 
by various agencies, legislation, and the College, and are vitally important to the entire 
educational enterprise.  One of the specific responsibilities of all faculty is to promptly 
prepare such records and reports properly and to submit them by the established 
deadline. 
Records and reports should be stored for a period of seven (7) years.  Examples 
include: 

• Advising reports 

• Advisory Board activities 

• Class rosters 

• Counseling referrals as needed 
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• Current syllabi 

• Early warning reports 

• Faculty injuries, sicknesses, and all other absences 

• Failures of security or locking systems 

• Forms related to grants and contracts 

• Gradebooks 

• Grade reports 

• Incident reports 

• Malfunctions or disruptions in computer instructional systems 

• Missing equipment or furniture 

• Student attendance recorded daily 

Curriculum Development 
The existing degree and certificate programs are dynamic and must be adapted to the 
ever-changing needs of new programs and/or courses or the modification of those 
already in use.  The leadership and expertise of faculty members are needed to evaluate 
the input from the appropriate Industry Advisory Boards and also evaluate the courses 
and programs offered by other educational institutions. It is very important for the 
College to keep its programs current and relevant in accordance with the standards of 
quality associated with the Pennsylvania Institute of Technology as well as those of 
industry. 
In addition to these broad-based efforts in curriculum development, all faculty have 
the responsibility of updating course outlines for the courses they teach. These course 
outlines are the most direct expression of curriculum development since they provide 
the specific details of the course.  
All course outlines must meet the standards of the master syllabus and the 
programmatic learning outcomes.  Faculty also have the responsibility to include and 
utilize appropriate methods and procedures to maximize the transfer of knowledge.   

Service on Committees 
Each full-time faculty member is expected to serve on two or more College-wide 
committees.  In addition, ad hoc committees will be established from time to time to 
resolve specific issues.  The President or the Dean of Academic Affairs will make 
appointments to committees.  Faculty also should feel free to volunteer for committees 
in which they are interested. 

Meetings—Faculty and Other 
Faculty are required to attend and participate in their appropriate faculty meetings.  
Meetings are of three types: general faculty meetings, Program Manager and Program 
Director meetings, and in-service programs. 
Faculty meetings involve the total faculty in general faculty meetings.  The meetings 
are called periodically by the Dean of Academic Affairs or the Associate Dean of 
Academic Affairs, who organizes the agenda with input from the faculty.  The Dean of 
Academic Affairs or the Associate Dean of Academic Affairs is responsible for 
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chairing the meeting and making arrangements for the preparation and distribution of 
the minutes. Program Manager and Program Director meetings are held to discuss 
academic and administrative matters. 
In-service and faculty development workshops are the third type of assembly of 
faculty. These are called regularly during the year by the Dean of Academic Affairs or 
the Associate Dean of Academic Affairs as determined by faculty, College interests, 
needs, and other college events as required by the Dean of Academic Affairs or the 
President. 

Participation at College Activities 

Full-time faculty members are required to attend all commencement exercises in their 
respective programs of study. Adjuncts are encouraged to attend. Faculty may come in 
the graduation gown of their college or academic attire will be provided by the 
College.   
All faculty are strongly encouraged to attend social functions and support other 
activities of the students and the College.  Faculty are also strongly encouraged to 
serve as advisors to various student organizations and activities. 
Many of the student activities and organizations are able to function only if a faculty 
member is willing to serve as advisor or sponsor.  Faculty serve a most valuable 
function by sustaining the organization through the changes in the student leadership.  
Faculty are strongly encouraged to accept responsibility for such service and to 
actively promote the organization. Sponsors are expected to ensure that the activities 
of the student organization are in keeping with the purposes and policies of the 
College.   

Security of Facilities and Equipment 
It is the faculty member's responsibility to make certain that when the laboratory 
assignment is finished all equipment is put in order for the next users. Faculty members 
are to ensure that windows are closed, lights are out, air conditioners are off or 
regulated to turn off, equipment is in order, and the door is locked and the security 
system is functioning when they leave the lab.  If questions or problems arise, the 
faculty member should promptly contact the Program Manager, the Program Director, 
or the Associate Dean of Academic Affairs.  
With the exception of laboratories and computer labs, food and drink policies are at the 
discretion of the Faculty. 
Laboratories, laboratory storerooms, computer rooms, the Library, the Student Success 
Center, and all offices are locked or secured, many by an "electronic card swipe entry 
system" when not in use and under the responsibility of a faculty member.  If faculty 
members need access to these rooms or labs during daytime or evening hours, they 
should contact the Program Manager, the Program Director, or the Associate Dean, 
who may or may not give authority to enable the faculty member to enter certain labs.  
Access to these labs is limited to specific faculty members. Some of these labs have 
very expensive equipment that is under the security monitoring of cameras.  Some labs 
have very specialized equipment and systems that few faculty can utilize effectively. 

Equipment Inventory 
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Faculty are responsible for maintaining an on-going inventory of all of the equipment 
used in their classrooms, laboratories, and instructional programs.  At the beginning of 
each term, the faculty members responsible for a given lab are given an inventory of 
lab equipment and other educational items for them to verify and accept responsibility 
for maintaining that lab for the forthcoming term. 
Faculty are required to promptly give a written and verbal report to the Program 
Manager, the Program Director, or the Associate Dean of Academic Affairs of any 
missing or malfunctioning lab or computer equipment or system during the term and 
especially at the end of each term.  A Help Desk request should be submitted and note 
needed repairs or replacements since information will be needed to develop a budget to 
fund such improvements. 

Textbooks and Course Materials Recommendations 

Faculty are responsible for providing recommendations to their Program Manager or 
Program Director regarding the selection of textbooks for their primary teaching area.  
This includes the recommendation of textbooks to be used by adjunct faculty teaching 
within the primary area of the faculty member.  The Program Manager or Program 
Director is responsible for coordinating the book selection process with the Faculty 
making recommendations to the Dean and the Associate Dean of Academic Affairs, 
who make the final decision. 
 

D. Faculty Responsibilities to the Profession and Community 
Faculty are expected to be members of professional associations related to their field of 
instruction.  This is one of the best mechanisms for maintaining professional and academic 
currency. Although the individual faculty member may be responsible for fees for individual 
memberships, which may be tax-deductible, the College may provide release time and 
reimbursement for expenses associated with attendance at meetings of such organizations and 
associations.  The College covers the cost of fees for institutional memberships.  The College, 
with the President's approval, will cover the fees and costs for individual faculty members who 
exhibit a specific and active interest in a particular professional association and bring to the 
College the benefits of that professional association. 
 

E. Faculty Responsibilities for Professional Development 
Annual professional development is required for all full-time faculty and adjunct instructors. 
All faculty are expected to attend at least two professional development activities per the 
calendar year.  Exceptions are made if an instructor begins teaching in the fall term, and then 
they would only be expected to attend one professional development activity. 
Each term, the Professional Development Committee will host a professional development 
seminar or activity.  Faculty members teaching during that term may participate in 
professional development activities during the three-month period of each term, with four 
terms per year (and four faculty development opportunities).  The professional development 
activities will be offered both in-person and online because of the many instructors who 
cannot come to campus due to schedule conflicts or distance. 
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Participation in Professional Development is reviewed as part of an employee’s annual 
evaluation process. All employees are responsible for creating and logging their own 
Professional Development Record.   
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VI. Employment Policies and Procedures 
A. Initial Employment 

Faculty Classification 
Pennsylvania Institute of Technology does not utilize a system of ranking for faculty. 
All faculty are classified as "Faculty Members." There are two types of faculty 
members: full-time and adjunct.  Full-time faculty usually teach for a twelve-month 
academic year.  Adjunct faculty members normally teach nine or fewer term credit 
hours per week.  

Orientation 
The Associate Dean of Academic Affairs is responsible for developing and managing 
a new faculty orientation program for all new faculty members. An orientation for new 
faculty members will be implemented by the Program Managers, the Program 
Directors, the Associate Dean of Academic Affairs, the Dean of Academic Affairs, and 
other appropriate staff.   
The orientation for new faculty focuses on developing an understanding and 
appreciation of the following: 

• College Mission Goals and Policies; 

• the student body, its characteristics, and student special-needs; 

• the programs; 

• the faculty member's courses, course syllabi, and instructional procedures; 

• the support services available for students; 

• an in-depth understanding of the Policies and Procedures of the Academic 
Affairs and other College Departments that the new faculty member will need 
to know and understand to function effectively and efficiently; and 

• individual faculty concerns, personnel policies, professional development, and 
faculty evaluation. 

 

B. Employment Expectations 
Faculty Workload 
It is the responsibility of all faculty members to be engaged in the pursuit of excellence 
in generating, transmitting, applying, and preserving knowledge.  The Academic 
Affairs Department expects that all faculty, including Program Managers and Program 
Directors, teach regularly in order to ensure equity, high-quality classroom instruction, 
and scholarship across the College.   

• Priority shall be given to students’ curricular needs when developing course 
schedules and assigning Faculty.  

• Evening courses may be occasionally assigned.  Faculty members should adjust 
their schedules accordingly with input from the Program Manager and Program 
Director.  



 

59 
Pennsylvania Institute of Technology | Employee Handbook 
Updated 1122 2019 

• The teaching workload of full-time instructors shall be the equivalent of five 
(5) courses per term.  Instructors involved in program service/professional 
development duties may be eligible for a reduced teaching load.   

• Program Managers shall teach a minimum of three (3) and a maximum of five 
(5) courses per term dependent upon their engagement in other institutional 
activities such as academic program development and curriculum design.  
Reductions in teaching workload must be approved by the Dean of Academic 
Affairs. 

• Because of the unique nature of the nursing and physical therapist assistant 
curriculum, faculty in these programs should not teach more than two (2) 
courses per term/semester.   

• Administrative assignments such as program director or associate dean are 
sometimes sufficiently demanding that they result in reduced expectations for 
teaching.  Program Directors and the Associate Dean shall teach a minimum of 
one (1) and a maximum of two (2) courses per term.   

• Any teaching workload under the minimum or over the maximum requirements 
must be approved by the Dean of Academic Affairs.   

During the last few weeks before a class graduation, all faculty will assist in 
preparation for Commencement, attend Commencement, participate in in-service 
activities, evaluate and modify their course syllabi, and promptly respond to requests 
for information and reports, and may be requested to work on campus to assist the 
Academic Dean, the Program Managers, or the Program Directors in the analysis and 
improvement of academic processes and procedures and student retention programs 
and activities. 

Faculty Attendance 
Faculty are expected to meet each scheduled class throughout the term or module and 
be in the classroom or lab to welcome each student and set an appointment to handle 
any student academic-related problem or issue.  
Faculty are required to notify the Associate Dean of Academic Affairs or the 
Academic Manager as soon as practical, but no later than 7:30 a.m., whenever they are 
unable to meet with their classes that day. Faculty should be prepared to either give 
written instruction plans to be followed by a substitute faculty member or notify the 
students and provide assignments via email.   
When faculty know in advance that they will be absent, they should complete an 
"Absence Request Form" and immediately transmit electronically to the Associate 
Dean of Academic Affairs, to the Program Manager, and to the Program Director.  
Faculty who know in advance that they will be absent are responsible for helping to 
arrange for a qualified substitute for their classes. 
The arrangement for a qualified substitute should be approved in advance by the 
Associate Dean of Academic Affairs.   
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C. Faculty Assessments 
Faculty Assessments 
The ultimate objective of all faculty development efforts is to improve the quality of 
the educational programs offered by the College and help the students succeed.  Since 
faculty are key to that process, whatever can be done to promote the improvement of 
faculty and the instructional process is critical to the achievement of a quality 
program. 
The faculty development process at P.I.T. has four major components: 

• professional growth through instructional education which enhances and 
expands their performance in the classroom; 

• professional enrichment in the field in which they teach; 

• instructional improvement through the observation, assessment, and analysis of 
performance (classroom observations and student questionnaires); and  

• effective evaluation of the student learning outcomes of courses taught. 
As noted above, the primary objectives of all faculty development is the improvement 
of the educational program and accomplish student learning outcomes.  One of the 
most direct ways of improving the educational program is to improve the instructional 
process.  Two techniques are used almost universally to achieve this improvement.  
These techniques are student evaluations (see the following section) and observation 
and evaluation of the instructional process by a third party.  While both of these 
techniques are subjective in nature, the use of evaluation instruments can enhance their 
objectivity by focusing attention on the aspects of the process that is being evaluated 
and applying pre-defined levels of expected performance to the evaluation. 
While the Dean of Academic Affairs has the ultimate responsibility for faculty 
evaluation, the Program Managers and Program Directors are involved in the process, 
as appropriate, and as arranged by the Dean of Academic Affairs.  A performance 
evaluation is not a contract or a commitment to provide a compensation adjustment, 
bonus, or continued employment.  Performance reviews are only one of several factors 
that P.I.T. uses in connection with compensation, promotion, and retention decisions. 
All written performance evaluations will be based on the employee's overall 
performance in relation to job responsibilities and will also take into account the 
employee's conduct, work productivity and teaching performance, a record of 
attendance, tardiness, and any other relevant factors.   
In addition to the regular performance reviews described above, special written 
performance reviews may be conducted by an employee's supervisor at any time to 
advise the employee of the existence of either outstanding or unsatisfactory 
performance. 

Student Evaluations 
A formal evaluation of faculty members by the students will be conducted at least once 
each term.  The evaluations will be completed online and will be anonymous and 
presented to the Dean of Academic Affairs.  The faculty member, the Program 
Manager or Director, and the Deans will review them after the end of the term.  These 
evaluations will be used as part of the faculty evaluation process.   
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The procedures and safeguards for this process will be established by the faculty, the 
Program Managers, the Program Directors, the Associate Dean of Academic Affairs, 
and the Dean of Academic Affairs, with approval by the President. 
 

D. Discontinuation of Services 
Resignation 
Resignations are generally effective at the end of a term unless there is mutual 
agreement on an earlier date.  A faculty member who is teaching P.I.T.'s programs and 
is planning to resign from his/her position should notify the Program Director, the 
Associate Dean of Academic Affairs and the Dean of Academic Affairs verbally and 
in writing as soon as possible before the end of the term.   

Faculty Member Termination Other Than By Resignation 
Unless specified otherwise in an employment agreement signed by the President of 
P.I.T., both the faculty member and the College have the right to terminate the 
employment relationship at any time at the will of either the faculty member or the 
College with or without cause and with or without notice. 
 

E. Faculty Assignments 
Course schedules are prepared by the Associate Dean of Academic Affairs and are reviewed 
and approved by the Dean of Academic Affairs.  Faculty will be advised by the Program 
Director or Program Manager of their schedule of classes as soon as practical. 
Final classroom assignments are available via the Faculty Portal.  Questions or requests to 
change classrooms should be made directly to the Associate Dean of Academic Affairs since 
room assignments are based on class size and are coordinated with other academic activities. 
Faculty office assignments are made by the Dean of Academic Affairs.  Many faculty 
members are assigned offices or workstations in the Faculty Tower.  Keys may be obtained by 
submitting a Facilities Requisition.  

 

F. Academic Freedom 
Faculty members are responsible for conducting themselves in a responsible manner at all 
time since their professional position in the community denotes special standards and imposes 
particular obligations.  As persons of learning, faculty members need to realize that the public 
may judge the academic community and the College by their behavior and statements. 
Faculty members should defend the right to free inquiry on the part of their colleagues.  They 
need to show due respect for others’ opinions and endeavor to be objective in their judgment 
of others.  They should not discuss with students any problems relating to another faculty 
member or administrator. 
In accordance with the principle of academic freedom, each faculty member is encouraged to 
inquire, research, explain, and discuss the appropriate subject matter. However, the faculty 
member must respect the student's level of maturity; avoid biased discussion of controversial 
matters unrelated to course material; follow the prescribed course syllabi and outlines; use the 
text selected for the program plus whatever other supplemental material the faculty member 
deems appropriate; and prepare the student for success in the course and in his/her career. 
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G. Property Rights 

In this Property Rights clause, the College is referred to as "we," "us" or "our" and the faculty 
member is referred to as "you" or "your." You agree that you will promptly and fully disclose 
to us in writing any "Contract Developments." "Contract Developments" include, but are not 
limited to, data, drawings, electronic recordings, writing, information, inventions, designs, 
ideas, improvements, enhancement, modifications, technical or business Student Successs and 
discoveries, whether or not patentable or copyrightable, including any and all expressions of 
computer programs, manuals, databases, and all forms of computer hardware and software, 
which relate in any way to your work for or to our business or are suggested by such matters 
and which you may make, record, write, conceive, develop, first reduce to practice or 
discover, alone or with others, during your employment with us (regardless of whether made, 
recorded, written, conceived, developed, first reduced to practice, or discovered during 
working hours or non- working hours) and for one (1) year after the termination of your 
employment with us. 
All such "Contract Developments" will become our exclusive property and you agree to assist 
us (at no cost to you) during your employment or at any time or times thereafter in executing 
documents and doing any other things necessary to obtain patents, copyright, or other legal 
protection in our name, and to otherwise vest complete right, title, and interest in us to any 
such "Contract Developments." 
You represent and warrant that there are at present no recordings, writing, inventions, 
improvements, or discoveries not included in a copyright, copyright application patent, or 
patent application, which was recorded, written, conceived, invented, made, or discovered by 
you before entering into your Employment Agreement and which you desire to remove from 
the provisions of that Agreement except those specifically set forth by attachment to your 
Employment Agreement. 
During your employment with us, you will have access to sensitive or confidential information 
(hereafter called "Confidential Matters") of ours and/or our employees and/or our students 
and other entities we may have a business relationship with such as those businesses with 
which we have  “affiliation”  and similar agreements.  
Such "Confidential Matters," all of which are owned by us, include but are not limited, to the 
following: information with respect to inventions, designs, formulas, unpublished written 
materials, plans, processes, costs, methods, systems, improvements, enhancements, 
modifications, technical or business Student Successs and any and all expressions of computer 
programs, manuals, databases, and all forms of computer hardware and software; names and 
addresses of students, employees, or applicants for employment; methods of operation; forms; 
contracts, bids, agreements, financial data; legal matters; systems for recruitment of students 
or for the operation of our business. You agree to hold in strict confidence and not to disclose 
any of these "Confidential Matters," directly or indirectly, to anyone, nor to use them in any 
way either during your employment with us or at any time thereafter except as may be 
required in the course of your performing services for us or if we give our prior written 
consent. 
All files, records, reports, programs, manuals, tapes, listings, software, systems, drawings, 
specifications, agreements, equipment and similar items, enhancements, modifications, or 
improvements, relating to our business, whether prepared by you or through some other 
source, will remain our exclusive property and you will not remove from our premises any 
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such items under any circumstances without our prior written consent.  You also agree that, in 
the event of the termination of your employment with us, you will immediately return all such 
items which may be in your possession and, if requested by us, will state in writing that such 
items were returned. 
If we so request, you also agree to execute and deliver during your employment or at any time 
or times thereafter any such agreements or documents, pertaining to any such "Contract 
Developments" or "Confidential Matters," as we may request. 
These "Property Rights" provisions shall survive the termination of your employment under 
your Employment Agreement. 
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VII. Services To/For Faculty 
A. Instructional Equipment 

The College provides resources for instructional use by the Faculty.   
 

B. Business Office 
If faculty have questions about payroll, Employee Benefits including insurance plans, tuition 
remission, or other financial concerns, they should consult with the Business Office. 
 

C. Duplicating/Copying 
There are four (4) photocopy machines available for Faculty use.  The most convenient one for 
Faculty use is on the second floor of the Classroom Building. The second machine is located 
on the first floor in the hallway outside of the Business Office.  The third copy machine is in 
the Student Services hallway. In addition, there is a coin-operated machine for student use in 
the Library.  All duplicating of class materials should be completed prior to the beginning of 
that class and not during the class period.  Only College classroom-related materials are to be 
copied on these copiers.  All copyright protections of original material must be respected 
scrupulously. It is the responsibility of the faculty member to have knowledge of and 
conform to, all copyright laws. 
 

D. Mailboxes 
Faculty members are provided mailboxes.  College communications are placed in the 
mailboxes, so it is important that they are checked whenever a faculty member is on campus. 
 

E. Parking 
Parking permits are provided free of charge for Faculty and are available in the Business 
Office. Faculty members are required to place these stickers on their vehicles as per 
instructions.  Park in between lined spaces only. 
 

F. Instructional Supplies and Materials 
Please see your Program Manager or Director for any supplies that you may need, such as 
board markers, erasers, pens, etc. 
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VIII. Institutional Policies and Procedures 
 

A. Personal Relationships between Faculty Members or Between a Faculty Member and a Student 
Pennsylvania Institute of Technology does not wish to interfere with the private lives of their 
faculty members or their off-duty behavior. However, where such conduct impacts the work 
environment in a negative manner or is between faculty members in a supervisory or 
managerial relationship or between a faculty member and a student, P.I.T. reserves the right to 
take whatever action is appropriate, at its discretion, to protect the interests of P.I.T. 
All faculty members are responsible for maintaining a professional business environment at 
all times. An intimate personal relationship between individuals who have a direct or indirect 
supervisory or managerial relationship is highly inappropriate. If such a situation develops, 
the involved faculty member in the supervisory role must communicate this fact to his/her 
manager immediately so that a reassignment can be considered for either party. 
This policy strongly discourages any relationship between a faculty member and a student. If 
such a situation develops, the involved faculty member must communicate this fact to his/her 
supervisor immediately. The supervisor is then to report this relationship to the Title IX 
Coordinator, who will determine whether this relationship violates the College’s Non-
Discrimination and Anti-Harassment Policy. 
Any faculty member in such a relationship who does not disclose the information as required 
is subject to having their employment terminated immediately. 
 

B. Osha Standards 
The Occupational Safety and Health Act of 1970 (OSHA) requires that the College furnish all 
faculty members a place of work free from recognized hazards and in compliance with safety 
and health standards proclaimed under the Act. The College is required to maintain accurate 
records and prepare quarterly reports of work-related deaths, injuries, and illnesses.  All faculty 
members, staff employees, and students have a duty to comply with these safety and health 
standards and report immediately to their supervisor or student counselor any and all work-
related or school-related injuries and complete the necessary forms and quarterly reports.  
Some programs may have additional OSHA requirements that require compliance. 
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IX. College Floor Plans 
The following floor plans are presented: 

A. First Floor 
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B. Second Floor 
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C. Third Floor 
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D. Auditorium and Mezzanine 
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