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MISSION STATEMENT  
 
Ripon College prepares students of diverse interests for lives of productive, socially responsible citizenship. Our 
liberal arts curriculum and residential campus create an intimate learning community in which students 
experience a richly personalized education. 
 

VISION AND CORE VALUES 
 
Ripon envisions itself as a venerable, prosperous, and widely respected liberal arts college that is proud of its 
history and confident about the future. 
An intense engagement with and concern for academic, artistic, and personal development of students have 
defined Ripon since its founding on the Wisconsin frontier and will always be enduring characteristics of the 
college. 
 
Vigorous and healthy growth will place Ripon in a distinctive class of intentionally sized, intellectually vibrant, 
and civic-minded colleges. Ripon will attract students, faculty, and staff of excellent character, great potential 
and high quality, and the college will be increasingly appealing to its alumni. Ripon will interact 
conscientiously with the local community and will extend its reach to the nation and the world at large. 
 
Ripon College will command broad interest, recognition, support and respect. A burgeoning spirit of optimism 
and opportunity, accessibility and possibility will emanate from the college and will inspire it to imagine – and 
to do – great things. 
 
Core Values 
 
We are committed to: 
 
Serious Intellectual Inquiry 
A standard of academic excellence fosters scholarly and artistic achievement and promotes lifelong learning. 
 
Integrity 
Ethical conduct guides the college. Decisions and actions reflect the principles of honesty, fairness, candor, 
respect, responsibility, trust, inclusiveness, and openness. 
 
Diverse Community 
Differences of perspective, experience, background, and heritage enrich the college. Relationships are sincere, 
friendly, welcoming and supportive. 
 
Stewardship 
Ripon College is a responsible steward of its mission, traditions and resources. 
 
Service 
Service within and beyond the campus enables effective governance, encourages community engagement and 
creates leadership opportunities. 
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INTRODUCTION 
 
ABOUT THE HANDBOOK 
This Handbook is intended to acquaint employees of Ripon College with the College's personnel policies, 
procedures, and benefits for staff members. It applies to all staff which does not include members of the faculty.  
 
PLEASE NOTE: This Handbook is not intended to and does not create a contract of employment, either express or 
implied, guarantee employment for any particular period or term, establish binding terms or conditions of 
employment, or limit possible reasons for ending the employment relationship. Unless you have a written contract 
stating otherwise, your employment is "at will.” That means that both you and the College are legally free to 
terminate the employment at any time and for any reason, except as prohibited by applicable law. No employee, 
supervisor, manager, or officer has any authority from the College to offer any contract of employment or 
otherwise change this "at will" status except in writing, with the express written approval of the President and/or 
Vice President of Finance. 
 
The College reserves the right to change the policies described herein without notice and to make exceptions to 
the policies described where it deems appropriate. This Handbook also does not necessarily reflect changes in 
policies made after the date shown on the cover, although employees may be notified from time to time of 
amendments to the Handbook or changes in the policies contained in it. 
 
The College particularly reserves the right to change, alter, or terminate benefit plans and/or change insurance 
carriers as it sees fit, consistent with applicable law. Some of the information contained in the Handbook 
reflects the College’s understanding, as of this writing, of the terms of insurance and other benefit programs 
which will be governed by other documents or by agreements with outside parties. 
 
RELATIONSHIP TO OTHER COLLEGE DOCUMENTS 
The Staff Handbook is intended to be a primary reference source for staff members, but there are other 
documents that staff members also consult to understand their role at the College. Policies and practices that 
apply to all College employees, including staff and administrators, are contained in the Employee Handbook. 
Policies related to student life are contained in the Student Handbook. Academic policies and descriptions of 
academic programs are contained in the academic Catalog.   The Faculty Handbook is a synthesis of Faculty 
actions, Board of Trustees decisions, administrative policies, and institutional traditions that aids and directs 
faculty members in the exercise of their duties at the College. The Charter, Articles of Incorporation, and By-
Laws of Ripon College contain information about the College as a legal entity and is made available, along with 
the Faculty Handbook, to all Faculty members.  
 
 

SECTION 1:  EMPLOYMENT POLICIES AND GUIDELINES 
The employment section summarizes certain employment policies and procedures. If you have a question or 
need more clarification, contact your immediate supervisor or Human Resources. 
 
ATTENDANCE, PUNCTUALITY AND DEPENDABILITY 
Ripon College places great emphasis on good attendance. Frequent absence or tardiness places an extra burden 
on co-workers. Only when staff members are dependably on the job can the College carry out its schedules and 
meet the needs of its students. Individual contributions are important to the functioning of the College. 
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Regular attendance is expected of every staff member. It is each staff member’s responsibility to be on the job 
on time each day and ready to work. Although there are justifiable reasons to take off from work, excessive 
absenteeism and/or excessive tardiness may lead to disciplinary actions up to and including separation from the 
College.  
 
Ripon College staff that work under Sodexo will follow the attendance policy that Sodexo enforces.   
 
Tardiness 
Staff members are expected to arrive to work on time. Emergency conditions may warrant occasional tardiness. 
A staff member who anticipates being tardy due to emergency conditions should call in to report the tardiness 
directly to their supervisor no later than one hour after the staff member is scheduled to begin work. If a staff 
member fails to comply with this requirement, the staff member will typically be considered absent without 
authorized leave and subject to disciplinary procedures unless it can be demonstrated to the satisfaction of the 
supervisor that it was physically impossible to comply. Habitual, repetitious, or patterns of tardiness may also 
result in disciplinary action up to and including separation from the College. 
 
Ripon College staff that work under Sodexo will follow the tardiness policy that Sodexo enforces.   
 
Absences 
Staff members are expected to notify their supervisor directly as early as possible if the staff member must be 
absent on any workday. Notification should be made no later than one hour after the staff member is scheduled 
to begin work. If the staff member does not comply with this requirement, he/she will typically be considered 
absent without authorized leave and subject to disciplinary procedures unless it can be demonstrated to the 
satisfaction of the supervisor that it was physically impossible to comply. Absence from work for two 
consecutive scheduled workdays without calling in or notifying the staff member’s supervisor will be 
considered a voluntary resignation. 
 
Ripon College staff that work under Sodexo will follow the absentee policy that Sodexo enforces.   
 
DISCIPLINE 
The purpose of this policy is to state the College’s position on administering equitable and consistent discipline 
for unsatisfactory or inappropriate conduct in the workplace.  The best disciplinary measure is the one that does 
not have to be enforced and comes from good leadership and fair supervision at all employment levels. 
 
Ripon College’s own best interest lies in ensuring fair treatment of all employees and in making certain that 
disciplinary actions are prompt, uniform, and impartial.  The major purpose of any disciplinary action is to 
correct the problem, prevent recurrence, and prepare the employee for satisfactory conduct in the future. 
 
Although employment with Ripon College is based on mutual consent and both the employee and the College 
have the right to terminate employment at will, with or without cause or advance notice, the College may use 
progressive discipline at its discretion. 
 
Disciplinary action may call for any of four steps – verbal warning, written warning, suspension with or without 
pay, or termination of employment – depending on the severity of the problem and the number of occurrences.  
There may be circumstance when one or more steps are bypassed. 
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Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be 
followed: a first offense may call for a verbal warning; a next offense may be followed by a written warning; 
another offense may lead to a suspension; and still another offence may then lead to termination of employment. 
 
The College recognizes that there are certain types of employee problems that are serious enough to justify 
either a suspension or, in very serious situations, termination of employment without going through the usual 
progressive discipline steps.   
 
By using progressive discipline, Ripon College hopes that most employee problems can be corrected at an early 
stage, benefiting both the employee and Ripon College. 
 
EMPLOYEE CLASSIFICATIONS 
All administrative and staff members of Ripon College are employed on an “at will” basis. While employed at 
Ripon on that basis, administrative and staff members will fall under certain employment classifications. The 
definition of these classifications are clearly stated below so that employees can understand their employment 
status under the “at will” umbrella and for purposes of benefit eligibility. 
 
Each employee at Ripon is designated as either nonexempt or exempt under the federal and state wage and hour 
laws. 
 

Nonexempt employees are paid for overtime hours worked at a rate of 1 ½ times their regular pay. 
Overtime is defined as more than 40 hours worked in a work week. It required documentation of hours 
worked each day for compliance. For more information, visit Wisconsin DOL. 
 
Exempt employees are excluded from specific provisions of federal and state wage and hour laws if 
they meet three tests in regard to salary level, salary basis, and job duties. Exemptions from this law fall 
under one of several defined categories: executive, administrative, professional, 
educational/teacher/coach, and computer employees.   
 

In addition to the above designations, each staff member belongs to one other classification. The basis for this 
classification is the number of hours staff members are regularly scheduled to work when hired. This 
classification has significant impact on College sponsored benefits. It is important to remember that 
classifications are based on staff members’ regularly scheduled hours and not on the hours that might actually 
be worked.  
 
Full-Time – Full-time employees are scheduled to work 40 hours/week either over the academic year or over 
12 months, in a position that will continue for at least one year.  Full-time academic year employees are eligible 
for benefits and leave time. 
 
Part-Time Benefit Eligible –Part-time employees are scheduled to work at least 1,000 hours per year, but 
less than full-time and are typically assigned a weekly and annual work schedule based upon the position work-
load requirements. This may include scheduled unpaid time off during semester/winter breaks or summer 
months. Regular part-time staff members are eligible for some College sponsored employee benefits, subject to 
the terms, conditions, and limitations of each benefit program. 
 
Part-Time (not benefit eligible) Staff Members  
Staff members who are scheduled to work on a continuing basis but do not work sufficient hours (less than 
1000/year) or weeks to meet the regular part-time benefit eligible staff member category are considered part-
time staff members. Part-time staff members are usually not eligible for College-sponsored employee benefits. 
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Temporary Staff Members 
Temporary staff members are those hired to be interim replacements, to temporarily supplement the work force 
or to assist in the completion of a specific project. Employment beyond any initially stated temporary period 
does not in any way imply a change in employment status. Temporary staff members retain that status until 
notified of a change. 
 
All legally mandated benefits (such as Social Security and workers compensation insurance) are provided to 
temporary staff members. Temporary staff members are usually not eligible for College-sponsored employee 
benefits. 
 
PERFORMANCE EVALUATIONS 
Annual Review 
The College typically conducts an annual performance evaluation for all staff during the summer of each year. 
Individual supervisors may, in addition to the annual performance evaluation, submit more frequent shorter 
evaluations. A more frequent evaluation is required of any staff member who receives an annual performance 
evaluation that indicates needed improvement or unsatisfactory performance. 
 
Expectations 
Ripon College expects its staff members to accomplish their duties in a competent, efficient and professional 
manner. This is a basic requirement of continued employment. In this regard, if a staff member is not 
accomplishing his/her duties satisfactorily, the staff member and his/her supervisor should be aware of the 
problems and should be working to solve them. 
 
The factors that a supervisor typically considers in determining whether or not staff members are accomplishing 
their duties generally include, among other things: job knowledge, interpersonal skills, quality of work 
(accuracy, neatness, timeliness, etc.) confidentiality, attitude, reliability, availability, productivity, and initiative. 
 
Annual Review Discussion 
Each staff member’s supervisor may discuss the annual performance evaluation with the staff member. This 
discussion is designed to keep the staff member informed of areas where performances are satisfactory or 
unsatisfactory. Close attention will generally be paid to solving any problems that might exist. 
 
At the end of the discussion, you typically will be requested to read your evaluation and then sign it. Your 
signature merely acknowledges that you have read the form, not that you agree with its content. A copy of your 
evaluation is given to you at this time. 
 
If you strongly disagree with the evaluation’s content, you are permitted to file a written statement of 
disagreement with the Human Resources office. Further steps can be discussed with Human Resources. Your 
statement will remain confidential and be included in your personnel file. 
 
 
RECLASSIFICATION AND PROMOTION POLICY 
Ripon College seeks for all its employees the development of their fullest abilities. It also attempts to provide 
opportunities in their employment for use of those abilities.  
 
Supervisors are expected to encourage the development of their support staff’s abilities and seek improvement 
of their skills so that they may be qualified for more responsible positions at the College. All employees 
interested in the development of their abilities and careers are encouraged to inquire about opportunities for 
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further learning and advancement and to apply for promotion and transfer in order to achieve such 
advancement. 
 
Reclassification of positions can occur based upon an evaluation of the position responsibilities.  This type of 
change in position is a result of significant changes in the responsibilities being undertaken by the employee.  
The Finance/Human Resources office will conduct the evaluation which will include a review of the old and 
new position descriptions, interviews with the employee and manager, and the recommendation of the 
appropriate Vice President.  Reclassifications do not require either internal or external recruitment for an 
opening.   
 
The Human Resources Office along with each hiring department will coordinate recruiting and hiring for vacant 
positions that are not classified as tenure-track.  For these vacant positions, internal notification will be 
simultaneous with outside advertising.  The extent of outside advertising (local or national) will be determined 
by the level position being filled.  Temporary positions may be filled with an appointment from President or one 
of the Vice Presidents.  If the position later becomes a non-temporary position, a full search will be conducted.  
All current employees are encouraged to apply for positions for which they are qualified.  All qualified 
applicants, internal and external, will be equally considered. 
 
REHIRE POLICY 
Previous employee records at the College may be considered if employees wish to be rehired. Employees who 
are rehired will be required to complete the new hire process. Such employees are typically considered new 
employees from the effective date of their re-employment for all purposes; including measuring benefits.  
Employees involuntarily terminated are not eligible for rehire.   
 

WORKING HOURS 
General 
Because staff members provide a wide variety of services to the college, different offices and departments may 
need to operate according to different schedules. However, each regular staff member has a regular work 
schedule each workweek. 
 

(1) General Office Workweek 
 The College workweek runs Sunday through Saturday. Most staff members work a five-day 

period, Monday through Friday. 
(2) General Office Workday 
 Most regular staff members are scheduled to work eight hours per day, exclusive of the unpaid 

meal period. 
(3) General Office Work Hours 
 Most regular staff members are scheduled to work their hours in a day that begins at 8:00 a.m. and 

ends at 5:00 p.m. A one hour unpaid lunch break is generally scheduled between noon and 1:00 
p.m. 

 
Summer Hours 
Administrative offices close at 4:00 p.m. during the summer. Summer hours begin the 2nd Monday after 
commencement in May and end the week prior to the faculty meeting in August.  The beginning and end of 
summer hours will be announced via email communication each year.  Summer hours are designed to allow 
full-time staff to work 7 hours and be paid for 8, should the full-time staff’s work load allow. 
 

 If taking vacation or sick leave for an entire work day, staff members must use a full work day’s accrued 
leave time. 
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 If on vacation or using sick time in the morning, staff members can still use summer hours in the 
afternoon. 

 If vacation or sick hours are used in the afternoon, summer hours will not apply; staff members need to 
apply vacation or sick leave based on a normal 4 hour period of time. 

 
Variations 
Various factors, such as workloads, operational efficiency, and staffing needs may require a variation in a staff 
member’s starting and quitting times and total hours worked each day. For example, it is important for some 
offices to remain open between noon and 1:00 p.m. or remain operational during evening hours. 
 
 
SECTION 2: COMPENSATION AND PAY 
 
GENERAL 
The overall goal of this policy is to develop and to maintain a salary scale that will attract and retain a highly 
qualified and diverse staff for the college. 
 
On January 1st of each calendar year, if approved in October by the Board of Trustees, annual 
increases/decreases are given to eligible employees based partly on performance evaluations.  
 
NOTE: These salary notification letters are not contracts of employment and do not guarantee an 
employee continued employment with the College. Either the employees or the College may end the 
employment relationship at will, with or without cause or advance notice. 
 
Administrative Staff 
Compensation ranges are used as guidelines in determining individual wages. Starting compensation is based on 
a number of factors which include education, experience, internal equity and other requirements of the specific 
position.  
 
Time Records 
All exempt and nonexempt staff members are required to complete an on-line timecard at the end of each pay 
period which is approved by their supervisor and submitted electronically to payroll.  It is your responsibility to 
accurately report and record your actual work time. This timecard records hours worked each day and time not 
worked due to various leaves including vacation, floating holiday, and sick leave. Other leave time such as 
bereavement leave, paid holidays, summer hours, and jury duty are recorded as hours worked and are explained 
in the comment section of the timecard. Overtime is also recorded for Non-Exempt personnel.  
 
Overtime  
Overtime hours are defined as those hours worked by non-exempt staff members in excess of forty hours during 
any given workweek.  Earned and paid benefit time taken during any given workweek will be combined with 
actual hours worked for the computation of overtime hours.  Overtime compensation will be based on 1.5 times 
your regular hourly rate. 
 
The scheduling of overtime is the responsibility of the employee’s supervisor.  Employees do not have the 
authority to work overtime hours independently of the prior approval of the supervisor.  As a general policy, 
Ripon College will avoid scheduling overtime whenever possible.  
 
 



9 | P a g e  
 

 
 
Employee Leave Benefits 
 
Holidays - Staff Only 
Eligible staff members receive up to 11 paid holidays each calendar year (eligible part-time staff receive pro-
rated days). These include New Year’s Day, Memorial Day, Independence Day, Thanksgiving Day and the day 
after, Christmas Eve and Day, and New Year’s Eve.   Floating holidays are given in addition to the scheduled 
days to bring the total days to 11. Floating holidays can be used in half- or full-day increments and are subject 
to supervisory approval.  Not counted in the 11 paid holidays are the additional days around the Christmas and 
New Year’s holidays. These additional days are also given off as a part of our paid Winter Holiday. 
 
To qualify for holiday pay, staff must be in paid status on the last scheduled workday before the holiday and the 
first scheduled workday following the holiday. The qualifying day may be a day at work or a day of paid 
absence approved by the supervisor.  Staff not scheduled to work during the summer months will not receive 
pay for the holidays occurring between their last workday prior to the summer break and their first scheduled 
work day after summer break.  When a recognized holiday occurs within a requested paid leave (vacation or 
sick), the day will be paid as a holiday, not as vacation or sick leave hours.  Holidays recognized by Ripon 
College policy will be counted as hours worked toward the (40) forty-hour workweek used for calculation of 
overtime.  Ripon College will publish a holiday schedule for the coming calendar year prior to December 31st 
of each year. 
 
Vacation - Staff Only 
Eligible staff earn a maximum of 22 days paid vacation leave each fiscal year. Vacation leave accrues at a rate 
of 6.77 hours for each pay period of employment completed.   
 
Staff members continue to accrue vacation leave when on authorized paid leaves.  Vacation accrual stops in the 
final two weeks of employment after a staff member has given notice of leaving the College. 
 
Staff members can carry over an amount of vacation into the new fiscal year equal to what the employee can 
earn in a year – i.e. 10 days for a new non-exempt employee. 
  
Staff members are paid for unused accrued vacation leave only when leaving employment with at least a two 
week notice of termination or when told to leave earlier by Ripon College. Payment is limited to the maximum 
amount of vacation leave that can be earned in one year by the staff member. 
 
Procedures 
Vacation leave requests should be discussed with and approved by the staff member’s supervisor as far in 
advance as possible. Requests are subject to supervisory approval, department staffing needs and established 
departmental procedures.  
 
Sick Leave - Staff Only 
Eligible staff members earn a maximum of 12 days of paid sick leave each fiscal year. Paid sick leave accrues at 
a rate of one day for each full calendar month of employment completed.  For the purpose of accruing sick 
leave time, a “day” refers to an average day according to your normal schedule. Your “day” equals the total 
number of hours you regularly work per week divided by five days. One “day” shall not exceed eight hours. 
 
Staff members continue to accrue sick leave when on authorized paid leaves. 
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Paid sick leave may be used for illness, injury or appointment for medical care of the staff member. Paid sick 
leave may also be used for any of the following reasons: 

 
 To care for the staff member’s child after birth, adoption, or foster care. 
 To care for the staff member’s spouse, son, daughter, or parent who has a serious health condition. 
 For a serious health condition that makes the staff member unable to perform his or her job. 

 
Paid sick leave must be used during scheduled work periods. Paid sick leave can be accrued up to a maximum 
of 130 days.  
 
Accrued vacation leave may be used by a staff member if paid sick leave is exhausted. In such cases, the staff 
member must comply with the same requirements as relate to the use of paid sick leave. 
 
In order to allow coordination of paid sick time with family leave (including state and federal FMLA), an 
employee requesting leave of more than three days will be required to provide enough information to allow a 
determination of whether the leave would also qualify for family leave. Family leave should be requested in 
advance when possible. An employee continuing family leave beyond two weeks (six weeks for infant care 
leave) must apply any accumulated sick time to the remainder of their leave. Accrued sick time can be applied 
to both extended and intermittent (daily or hourly) use of family leave. Employees must complete the 
appropriate forms for family leave. 
 
An unpaid leave of absence may be requested by the staff member if paid sick leave is exhausted. Staff 
members must apply for such a leave in accordance with the Leave of Absence Without Salary Policy detailed 
later in this Section. 
 
Unused accrued paid sick leave is not compensable upon retirement or termination of employment. 
 
Procedures 
Staff members should directly notify their supervisor as soon as possible whenever sick leave is used. This 
notification shall be made no later than 1 hour after the staff member is scheduled to begin work. If staff 
members fail to comply with this requirement, they will typically be considered absent without authorized leave 
and subject to disciplinary procedures unless it can be demonstrated to the satisfaction of the supervisor that it 
was physically impossible to comply. 
 
Staff members may be required by the supervisor to provide a physician’s statement as evidence of extended 
illness or in support of a claim for sick leave. This statement will not be kept by the supervisor but instead given 
to Human Resources.  
 
Staff members may also be required to provide their supervisor with a physician’s statement specifically 
indicating that the staff member is able to return to their regular job duties. Staff members released by their 
physician for “light duty” or with work related restrictions may not be allowed to return to work by their 
supervisor unless reasonable arrangements can be made to accommodate such restrictions. 
 
Any appeals or questions regarding this policy should be referred to the Vice President for Finance. 
 
FMLA - see Employee Handbook 
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Leave of Absence Without Salary 
Leave of absence without salary is available to eligible staff after one year of service. 
 
Benefits 

 Leaves of absence without salary may be requested for personal reasons, disability, or active reserve 
military training.  

 Leaves of absence without salary will be restricted to twenty working days in each fiscal year. 
 The staff member is responsible for paying the full cost of health and group life insurance coverage 

during the leave. 
 
Procedures 
Leaves of absence without salary should be discussed directly with and approved by the staff member’s 
supervisor as far in advance as possible. Requests may be denied if operational requirements cannot be adjusted 
to accommodate the request without unreasonable expense or disruption. 
 
Any appeals or questions regarding this policy should be referred to the Vice President for Finance. 
 
Professional / Personal Development Activities 
Ripon College recognizes the value of professional development and personal growth for employees.  Full- and 
Half-time staff members are eligible for professional/personal development activities. 
 
Benefits 

 A staff member may participate in professional/personal development activities on a released time basis 
if his or her supervisor so advises. 

 Professional development activities should directly contribute to increased quality performance in the 
staff member’s current position at Ripon College. 

 Courses in the Ripon College curriculum or a professional association workshop qualify as 
professional/personal development activities. 

 Time spent out of the office in such professional development activities need not be made up by the staff 
member. 

 Costs associated with such professional development activities will be the responsibility of the College. 
 
Procedures 
The staff member and the supervisor should identify and review professional development needs at the time of 
employment and at the annual performance review. 
 
Based on identified professional development needs, the supervisor will formulate a written authorization for 
each professional development activity that the staff member is advised to attend. Copies of the written 
authorization shall be sent to the staff member and to the Vice President for Finance. 
 
Due to operational requirements and budgetary constraints, supervisors may not be able to authorize activities to 
meet all the identified professional development needs of each staff member. 
 
Any appeals or questions regarding this policy should be referred to the Vice President for Finance. 
 
Personal Development Courses 
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Regular full-time and regular part-time staff members are eligible for personal development courses at Ripon 
College  
 
Benefits 

 Eligible staff members may take courses at Ripon College on a tuition free basis. 
 Courses taken on a released time basis shall be limited to one course per semester. 
 Time spent in the classroom must be made up if the course is taken on a released time basis. 

 
Procedures 
A written request for each released time course should be submitted to the eligible staff member’s supervisor 
and should detail the way in which released time will be made up. Supervisors are urged to grant such requests. 
Requests should be denied only if operational requirements cannot be adjusted to accommodate the request. 
Reasons for a denial should be explained to the staff member in writing. 
 
A copy of the written request and supervisor’s written response shall be forwarded to the Vice President for 
Finance. 
 
Because of space limitations in certain classes, the eligible staff member must notify the Registrar’s Office and 
seek the permission of the course instructor for any course taken on a tuition free basis. Eligible staff members 
are not permitted to take class space from regular Ripon College students. 
 
Any appeals or questions regarding this policy should be referred to the Vice President for Finance. 
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