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I. INTRODUCTION  

A. Dominican University of California and Its Mission  

�]ZQ[QE<[� ]YYIOI�q<h� N]k[GIG� Q[� ÂÉÊÁ�Ds�jPI��]ZQ[QE<[�/QhjIgh�]N�/<[�.<N<IY��<[G�Q[�ÂÊÂÈ�DIE<ZI�jPI�NQghj�

<jP]YQE�E]YYIOI�Q[�<YQN]g[Q<�j]�Og<[j�jPI�D<EPIY]g�h�GIOgII�j]�q]ZI[��/Q[EI�ÂÊÇÊ���]ZQ[QE<[�h�]q[IghPQd�<[G�

]dIg<jQ][� P<h� DII[� [][�GI[]ZQ[<jQ][<Y�� <[G� jPI� Q[hjQjkjQ][� P<h� ]dIg<jIG� <h� <[� Q[GIdI[GI[j� k[QpIghQjs� <[G�

DIE<ZI� NkYYs� E]IGkE<jQ][<Y� Q[� ÂÊÈÂ�� �[� ÃÁÁÁ�� jPI� ]YYIOI� DIE<ZI��]ZQ[QE<[�1[QpIghQjs� ]N� <YQN]g[Q<� <[G� Qjh�

ZQhhQ][�gINYIEjh�jPQh�k[QpIghQjs�hj<jkh���

�]ZQ[QE<[�1[QpIghQjs�]N�<YQN]g[Q<�IGkE<jIh�<[G�dgId<gIh�hjkGI[jh�j]�DI�IjPQE<Y�YI<GIgh�<[G�h]EQ<YYs�gIhd][hQDYI�
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YQpIh��� 0PI�1[QpIghQjs�Qh�E]ZZQjjIG�j]�GQpIghQjs��hkhj<Q[<DQYQjs��<[G�jPI�Q[jIOg<jQ][�]N�jPI�YQDIg<Y�<gjh��jPI�hEQI[EIh��

<[G�dg]NIhhQ][<Y�dg]Og<Zh��� �jh�pQhQ][�Qh�j]�hIgpI�<h�<[�IGkE<jQ][<Y�I[OQ[I�]N�h]EQ<Y�Z]DQYQjs�<[G�jg<[hN]gZ<jQ][�

N]g�hjkGI[jh�<h�GQpIghI�<h�jPI�d]dkY<jQ][�]N�<YQN]g[Q<��

�

B. Employee Handbook  
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�NIGIg<Y�YQZQjh�<ddYs��[]j<jQ][�]g�<[s�]jPIg�EP<g<EjIgQhjQE�dg]jIEjIG�Ds�Y]E<Y��hj<jI��]g�NIGIg<Y�Yp鍡需ഀ G



�8� ]]gGQ[<j]g� ]g� �Idkjs� 0QjYI� �8� ]]gGQ[<j]g� Q[�dIg

mailto:TitleIX@dominican.edu
mailto:TitleIX@dominican.edu
/human-resources-policies


/about/safety-and-emergency-information/sexual-misconduct-title-ix-and-discrimination
/about/safety-and-emergency-information/sexual-misconduct-title-ix-and-discrimination
https://report.syntrio.com/_StandardCustomURL/LHILandingPage.asp
https://report.syntrio.com/_StandardCustomURL/LHILandingPage.asp




0PI� "$"��8�!+0� E<jIO]gs� <ddYQIh� j]� <YY� ]jPIg� IZdY]sIIh�� "][�IrIZdj� IZdY]sIIh� gIEIQpI� Irjg<� d<s� N]g�

]pIgjQZI�q]gX�¥<h�GIhEgQDIG�Q[�jPI�]pIgjQZI�hIEjQ][�]N�jPQh��<[GD]]X¦�

�ZdY]sIIh�qP]�P<pI�fkIhjQ][h�<D]kj�qPIjPIg�jPIs�<gI�E]ggIEjYs�EY<hhQNQIG�]g�qP]�DIYQIpI�jPIs�P<pI�DII[�

ZQhEY<hhQNQIG� hP]kYG� DgQ[O� jPIQg� E][EIg[h� j]� jPI� <jjI[jQ][� ]N� jPIQg� hkdIgpQh]g�

j

/privacy-policy
mailto:payroll@dominican.edu


E. External Communications  





GQgIEjYs� j]� <� qgQjjI[� q<g[Q[O�� GIZ]jQ][�� ]g� jIgZQ[<jQ][� N]g� ZQhE][GkEj� ]g� dIgN]gZ<[EI� GINQEQI[Es�� qQjP]kj�

gIh]gjQ[O� j]� dgQ]g� GQhEQdYQ[<gs� hjIdh�� �!QhE][GkEj�� Q[EYkGIh� <YY� pQ]Y<jQ][h� ]N� <[s� 1[QpIghQjs� d]YQEs�� �]g� Z]gI�

Q[N]gZ<jQ][� <D]kj� dIgN]gZ<[EI� Z<[<OIZI[j�� dYI<hI� gINIgI[EI� jPI� 1[QpIghQjs�h� Performance  Management 

Guidelines��

V. COMPENSATION AND WORK HOURS  

A. Payroll and Paydays  

�ZdY]sIIh�<gI�d<QG�jqQEI�<�Z][jP��][�jPI�ÂÆjP�<[G�jPI�Y<hj�G<s�]N�jPI�Z][jP���N�<�d<sG<s�N<YYh�][�<�qIIXI[G�]g�
P]YQG<s�� d<sEPIEXh� qQYY� DI� GQhjgQDkjIG� ][� jPI� dgIEIGQ[O� q]gXG<s

� <

https://docs.google.com/document/d/1pZUl8qChRuobN0Z22l0ziSvNDmIdozyb/edit
https://docs.google.com/document/d/1pZUl8qChRuobN0Z22l0ziSvNDmIdozyb/edit




Time Worked  Rest Time Owed 

 Ihh�jP<[�Å�P]kgh�� "][I�
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"][�IrIZdj� IZdY]sIIh�q]gXQ[O� <[� É�P]kg� G<s� <gI� I[jQjYIG� j]
<gI
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https://docs.google.com/document/d/14tdmfbAXxqXL_xbncEyav82uWhXeBUj8/edit?usp=drive_link&ouid=106051898300685528583&rtpof=true&sd=true
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]g�N]hjIg�E<gI�dY<EIZI[j��

0PI� hj<jI�h� +� � dg]Og<Z�dg]pQGIh�d<gjQ<Y�q<OI�gIdY<EIZI[j�DI[INQjh�GkgQ[O�<[�<DhI[EI�N]g�





B. Group Benefits

https://mybenefits.cc/dominican/


Z<rQZkZ��jPI�IZdY]sII�qQYY�DIOQ[�<EEgkQ[O�p<E<jQ][�<O<Q[�Q[�<EE]gG<[EI�qQjP�jPI�<EEgk<Y�hEPIGkYI���[�IZdY]sII�

qP]�Qh�][�<[�k[d<QG�YI<pI�]N�<DhI[EI�¥Q[EYkGQ[O�YI<pIh�]N�<DhI[EI�jP<j�Z<s�DI�d<QG�N]g�Ds�<�jPQgG�d<gjs��hkEP�<h�
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F. Holidays  

�[�E][Wk[EjQ][�qQjP�jPI academic calendar ]N�jPI�1[QpIghQjs���]ZQ[QE<[�dkDYQhPIh�<[G�GQhjgQDkjIh�<�YQhj�]N�P]YQG<sh�

<j� jPI� I[G� ]N� jPI� E<YI[G<g� sI<g� N]g

/sites/default/files/2024-09/five-year-at-a-glance-2023-2028-one-page.pdf




E<YEkY<jIG�][�<�dg]�g<j<�D<hQh��0PI�DIgI<pIZI[j�YI<pI�Zkhj�DI�E]ZdYIjIG�qQjPQ[�Ä�Z][jPh�]N�jPI�G<jI�]N�GI<jP��

Dkj�[IIG�[]j�DI�j<XI[�E][hIEkjQpIYs���

�]g�dkgd]hIh�]N�jPQh�d]YQEs���N<ZQYs��Q[EYkGIh���

Â� 0PI� hd]khI�� G]ZIhjQE� d<gj[Ig�� hQO[QNQE<[j� ]jPIg�� d<gI[j�� EPQYG�� Og<[GEPQYG�� hjId�d<gI[j�� hjId�EPQYG��

Og<[Gd<gI[jh��hQDYQ[Oh��<k[jh��k[EYIh��[QIEIh��[IdPIqh��<[G�E]khQ[h�]N�<[�IZdY]sII���

Ã� 0PI�d<gI[j��hQDYQ[O�]g�EPQYG�]N�jPI�IZdY]sII�h�hd]khI��G]ZIhjQE�d<gj[Ig�
E



1. Eligibility�



L. Tuition Benefits at Dominican  

0PI��]ZQ[QE<[�1[QpIghQjs�]N���¥��1�¦�0kQjQ][�7<QpIg�+g]Og<Z�dg]pQGIh�jPI�]dd]gjk[Qjs�N]g�<[�IYQOQDYI�hj<NN�]g�

N<EkYjs� ZIZDIg�� hd]khI�G]ZIhjQE� d<gj[Ig�� <[G�]g� GIdI[GI[j¥h¦� <h� GINQ[IG� Ds� jPI� �./� j]� j<XI� <� Og<Gk<jI� ]g

https://sites.google.com/dominican.edu/humanresources/university-policies?authuser=0
https://sites.google.com/dominican.edu/humanresources/forms/students-faculty-and-staff?authuser=0


https://acribenefits.com/data1/benefitsm/dominican/retire.pdf� N]g� NkgjPIg� Q[N]gZ<jQ][�� ]g� E][j<Ej� jPI��kZ<[�

.Ih]kgEIh�$NNQEI���

VIII. LEAVES OF ABSENCE  

A. Family, Medical, and Pregnancy Disability Leaves  

�]ZQ[QE<[� dg]pQGIh� hIpIg<Y� jsdIh� ]N� YI<pIh� ]N� <DhI�

https://acribenefits.com/data1/benefitsm/dominican/retire.pdf
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4. Military Exigency Leave  
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C. Leave for Military Spouses and Domestic Partners  

�YQOQDYI�IZdY]sIIh�Z<s�j<XI�kd�j]�ÂÁ�G<sh�]N�k[d<QG�YI<pI�GkgQ[O�jPI�dIgQ]G�jPI�IZdY]sII�h�hd]khI�]g�gIOQhjIgIG





�[s� IZdY]sII�qP]� Qh� <� d<gI[j�� Ok<gGQ<[�� ]g� Og<[Gd<gI[j�P<pQ[O�Ekhj]Gs�]N�<[s�EPQYG�Q[�XQ[GIgO<gjI[�]g�Og<GIh�

Â�ÂÃ�� ]g� ]N� jPI� <OI� j]� <jjI[G� <� YQEI[hIG� EPQYGE<gI� dg]pQGIg��Z<s� j<XI�N]gjs�¥ÅÁ¦�P]kgh�]N�k[d<QG�YI<pI�jQZI�dIg�

E<YI[G<g�sI<g�N]g�jPIhI�dkgd]hIh��

Â� j]�NQ[G��I[g]YY��]g�gI�I[g]YY�jPIQg�Q[�<�hEP]]Y�]g�YQEI[hIG�EPQYG�E<gI�dg]pQGIg���

Ã� j]�d<gjQEQd<jI�Q[�<EjQpQjQIh�]N�jPI�hEP]]Y�]g�YQEI[hIG�EPQYG�E<gI�dg]pQGIg�]N�<[s�EPQYG��<[G�

Ä� j]�<GGgIhh�<�EPQYG�E<gI�dg]pQGIg�]g�hEP]]Y�IZIgOI[Es���

0PI�IZdY]sII�Zkhj�OQpI��]ZQ[QE<[�gI<h][<DYI�qgQjjI[�[]jQEI�dgQ]g�j]�j<XQ[O�jPI�jQZI�]NN���ZdY]sIIh�j<XQ[O�jQZI�

]NN�N]g�jPI�N]gIO]Q[O�dkgd]hIh�Zkhj�khI�<[s�<EEgkIG�p<E<jQ][�jQZI��<[G�<NjIg�IrP<khjQ][�]N�p<E<jQ][��jQZI�]NN�qQYY�

DI�k[d<QG��0PI�IZdY]sII�Zkhj�<Yh]�dg]pQGI�qgQjjI[�G]EkZI[j<jQ][�Ng]Z�jPI�EPQYG�h�hEP]]Y�]g�YQEI[hIG�EPQYGE<gI�

dg]pQGIg�j]�hkDhj<[jQ<jI�jPI�IZdY]sII�h�d<gjQEQd<jQ][�Q[�EPQYG�gIY<jIG�<EjQpQjQIh�E]pIgIG�Ds�jPQh�d]YQEs���

G. Personal Need for Leave of Absence  

�[�k[d<QG�YI<pI�N]g�kgOI[j�<[G�E]ZdIYYQ[O�dIgh][<Y�gI<h][h�Z<s�DI�Og<[jIG�j]�<[�IZdY]sII�qP]�P<h�<j�YI<hj�][I�

sI<g�]N�hIgpQEI��/kEP�<�YI<pI�Qh�[]gZ<YYs�YQZQjIG�j]�N]kg�Z][jPh��Gkg<jQ][��0PI�gIfkIhj�Zkhj�DI�<ddg]pIG�Ds�jPI�

QZZIGQ<jI�hkdIgpQh]g�<[G�gIhdIEjQpI�6QEI�+gIhQGI[j���N�jPIgI�Qh�<p<QY<DYI�d<QG�YI<pI�jPg]kOP�<[s�]jPIg��

d]YQEs�]g�dg]Og<Z��jPI�IZdY]sII�hP]kYG�GQhEkhh�jPIhI�]djQ][h�qQjP��kZ<[�.Ih]kgEIh�DIN]gI�hIIXQ[O�dIgh][<Y�

YI<pI���

H. Administration of Leave  

1. How to Request Leave  

��gIfkIhj�N]g�<�YI<pI�]N�<DhI[EI�Zkhj�DI�hkDZQjjIG�j]�jPI��kZ<[�.Ih]kgEIh�$NNQEI��.IfkIhjh�Zkhj�DI�<ddg]pIG�

Ds� jPI� IZdY]sII�h� Z<[<OIg� <[G� <� 6QEI�+gIhQGI[j�� �ZdY]sIIh� Zkhj� dg]pQGI��]ZQ[QE<[�qQjP� <j� YI<hj� ÄÁ� G<sh��
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https://edd.ca.gov/en/disability/faq_integration_coordination/




https://sites.google.com/dominican.edu/facilitiesservices/injury-and-illness-prevention-program
/about/safety-and-emergency-information/clery-report
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=6401.9.&lawCode=LAB
https://drive.google.com/file/d/1SnhEJKe3XuRr--mMFW3jlxmH-AMxxZrS/view
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=6401.9.&lawCode=LAB


http://www.dominican.edu/academics/resources/registrar/academic-information/ferpa
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H. Electronic Communications Systems  

0PI�E]ZdkjIg�<[G�]jPIg�IYIEjg][QE�E]ZZk[QE<jQ][h�<[G�Q[N]gZ<jQ][�hshjIZh�jP<j�IZdY]sIIh�khI�Q[�jPI�E]kghI�]N�

jPIQg� W]Dh�� Q[EYkGQ[O� p]QEIZ<QY�� IYIEjg][QE�Z<QY�� <[G� <EEIhh� j]� jPI� Q[jIg[Ij�� <gI� jPI� dg]dIgjs� ]N��]ZQ[QE<[�<[G�

hP]kYG�DI�khIG�N]g�DkhQ[Ihh�dkgd]hIh�][Ys��+Igh][<Y�khI�]N��]ZQ[QE<[�GIpQEIh�Qh�[]j�dIgZQjjIG���ZdY]sIIh�hP]kYG�

[]j�hj]gI�dIgh][<Y�NQYIh��dP]j]h��]g�]jPIg�G<j<�][��]ZQ[QE<[�GIpQEIh���ZdY]sIIh�hP]kYG�k[GIghj<[G�jP<j�jPIQg�khI�

]N� jPIhI� hshjIZh� Qh� []j� dgQp<jI�� �YjP]kOP�IZdY]sIIh�P<pI�d<hhq]gGh�jP<j�gIhjgQEj�<EEIhh�j]�jPIQg�p]QEIZ<QY�<[G�

E]Z



jPI� Y<q� ]g� �]ZQ[QE<[�h� d]YQEQIh�� �[� d<gjQEkY<g�� jPI� 1[QpIghQjs� gIE]O[QvIh� jP<j� ]kg� EI[jg<Y� E]ZZQjZI[j� j]�

E]ZZk[Qjs�I[O<OIZI[j�Q[EYkGIh�jPI�<EjQpI�I[O<OIZI[j�]N�]kg�N<EkYjs�qQjP�dkDYQE�QhhkIh�<[G�E][jg]pIghQIh��7I�

<hhIgj� []j� ][Ys� jPIQg� gQOPj� j]� G]� h]� Dkj� <Yh]� jPI� QZd]gj<[EI� ]N� G]Q[O� h]�� Q[� jP]kOPjNkY� q<sh� jP<j� <gI� []j�

k[[IEIhh<gQYs�]g�IrEIhhQpIYs�dIgh][<YQvIG���

1. Do not use the Do





�N� s]k� P<pI� <� GgkO�]g�<YE]P]Y�dg]DYIZ�jP<j�P<h�[]j�gIhkYjIG�Q[��<[G�Qh�[]j�jPI�QZZIGQ<jI�hkDWIEj�]N�GQhEQdYQ[<gs�

<EjQ][��s]k�Z<s�gIfkIhj�<ddg]p<Y�j]�j<XI�k[d<QG�jQZI�]NN�j]�d<gjQEQd<jI�Q[�<�gIP<DQYQj<jQ][�]g�jgI<jZI[j�dg]Og<Z��

�ZdY]sIIh�qP]�<gI�





https://app.ca1.chromeriver.com/index
http://www.gsa.gov/travel/plan-book/per-diem-rates


https://www.gsa.gov/travel/plan-book/per-diem-rates




�GGQjQ][<YYs��+Igh][<Y Accident Ins



https://www.irs.gov/tax-professionals/standard-mileage-rates




● �<DshQjjIgh�

● +Ij�XI[[IYh�

● 0]QYIjgQIh�

● QO<gIjjIh�EQO<gh�]g�]jPIg�j]D<EE]�gIY<jIG�dg]GkEjh�
● /d<h�<[G�Z<hh<OIh�

● �<QgGgIhhIgh�<[G�D<gDIgh�

● +Igh][<Y�<EEQGI[j�Q[hkg<[EI�

● /P]I�hPQ[Ih�

● /]kpI[Qgh�OQNjh�

● �rEIhhQpI�jQdh�

�

13. Gifts 

�]ZQ[QE<[�1[QpIghQjs�]N�<YQN]g[Q<�OI[Ig<YYs�G]Ih�[]j�dg]pQGI�OQNjh���]qIpIg��][�]EE<hQ][��<�jg<pIYIg�Z<s�hj<s�<j�

jPI�P]ZI



●

http://intranet.duoc.edu/SiteDirectory/bso/Pages/Business%20Services%20Overview.aspx


https://sites.google.com/dominican.edu/humanresources/university-policies?authuser=0
https://drive.google.com/file/d/17xzcEw1o5Gz2gA6IYqli4qVp_hRCDAdi/view


Principle
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