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Section | WELCOME

1.1 President’s Letter (revised 1/19/17)

Dear Colleague,

Our strong foundation of excellence began with our founder, Edith Lesley, in 1909. Our mission is
clear—we prepare socially responsible graduates with the knowledge, skills, understanding, and ethical
judgment to shape a more just, humane, and sustainable world. We do this by engaging students in
transformative education that leads to meaningful careers and lifelong learning. We welcome, and will
continue to welcome, all students, faculty, and staff to Lesley. We are committed to creating a fully
inclusive campus, one that respects and values diversity and inclusion in our community.

Our award-winning faculty and talented staff are dedicated to making the Lesley experience excellent
and ensuring that we are challenging ourselves to do our best and to be the best at what we do. You are
an integral part of our students’ experience at Lesley and the work you do teaching, providing support
services, managing programs or offices, stewarding resources, maintaining the campus, and advancing
the university’s mission matters every day. What we do together, and how we go about doing it, shapes
the experience of our students, our community, and our impact beyond Lesley.

Undergraduate and graduate students across Lesley are engaged in exploration, inquiry,
experimentation, and problem-solving every day. They bridge theory and practice and work to develop
themselves as intellectually curious learners. Whether our graduates serve their communities as
educators and school leaders, environmentalists and entrepreneurs, visual artists and writers,
counselors and therapists, or in countless other ways, they carry with them the knowledge, discipline,
and experience to help strengthen the lives of individuals, families, communities, and organizations.

Thank you for what you do and the expertise and passion you bring to your work. | encourage you to
take full advantage of opportunities to get to know your colleagues; attend lectures, exhibits, and
events; and enjoy all that Lesley has to offer. If you have ideas for how we can better serve our
students, community, or mission, please let me know.

Sincerely,

Jeff A. Weiss

President
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1.2 Introduction (revised 1/1/07)

This Employee Handbook has been prepared to inform you of Lesley University's employment practices,
policies, and services. It also describes the benefits provided to you as an employee.

While much of the information provided in this Handbook is general, and applies to all employees (Staff,
Administrators, and Faculty), the core Faculty has its own core faculty handbook that provides guidance

on matters relating specifically to Faculty, and it is that document that Faculty members may wish to
consult first.

The Handbook is a general resource to be used by the employees of Lesley University for informational
purposes only. The contents of this handbook are not intended to create a contract or

agreement between you and the University. Lesley University retains the right to change

information in this Employee Handbook at any time and for any reason. Please note that the

information contained here is the most current at this time and supersedes all prior Handbooks.

All changes to this Handbook or exceptions to the Policies contained in this Handbook must be in writing
and approved by the Director, Office of Human Resources. Approved changes will be reflected in the
Handbook published on the Human Resources website.

1.3 At-Will Employment (revised 1/16/17)

While Lesley hires individuals in the hope that the employment relationship will be mutually satisfying,
all employees (except core and adjunct faculty) are employed at-will and both Lesley and Lesley
employees are free to terminate the employment relationship at any time with or without cause or
notice. For more information relating to employment for core faculty click on the Lesley University Core

Faculty Collective Bargaining Agreement with SEIU or adjunct faculty click on Lesley University Adjunct

Collective Bargaining Agreement with SEIU.

No representative of Lesley University may enter into an agreement with an employee guaranteeing
employment for any specific period of time unless such agreement is set out in writing signed by the
Chair of the Board of Trustees, President, Provost, or Vice President for Administration.

We hope that you find the Employee Handbook helpful. If you have any questions or need assistance
please contact the Human Resource Department at 617.349.8787, or visit the Human Resources website
at http://www.lesley.edu/faculty-staff/human-resources/human-resources-office.

For core faculty handbooks, please see the faculty and staff information page at
http://www.lesley.edu/faculty-staff.

1.4 Emergency Telephone Numbers (revised 1/1/15)

Police, Fire, Medical Emergency 911 in Massachusetts
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|Lesley University Office of Public Safety H617—349—8888

Icambridge Hospital Main Number |617-6655-1000
|Cambridge Hospital -Emergency Room, H617—665—1430

IMount Auburn Hospital — Main Number  ||617-492-3500
|Mount Auburn Hospital — Emergency Room H617—499—5025

|
|
|
|MA Poison Center ||617—232—2160 |
|
|
|

|Doble Campus ||617—349—8888

Porter Campus 617-349-8390
617-349-8888

Brattle Campus 617-871-6029
617-349-8888

College of Art and Design/Lunder Art 617-349-8888

Center

Employee Assistance Program 1.800.538.3543 or visit CIGNA (Healthy
Rewards username: rewards; password:
savings)

1.5 Lesley University History (revised 1/1/15)

Lesley University was founded in 1909 (as the Lesley School) to train young women to become
kindergarten teachers. In 1941, the School was incorporated as Lesley College, a non-profit institution of
higher education. The College offered programs leading to the bachelor's degree, and was granted
authority to award the master's d333egree in 1953, and the Certificate of Advanced Graduate Studies in
1976. In 1986, the University received approval from the Massachusetts Board of Regents to award the
Ph.D. degree. The College of Art and Design, formerly the Art Institute of Boston, became part of Lesley
in 1998. In 2000, Lesley College changed its name to Lesley University. The College of Art and Design
moved from Boston to Cambridge into the new Lunder Arts Center building that opened January 2015.

Today, Lesley is a diverse co-educational university, located in Cambridge, Massachusetts. there are
several schools that comprise the University: College of Liberal Arts and Sciences, College of Art and
Design, Graduate School of Education, and Graduate School of Arts and Social Sciences.

Lesley also offers the Threshold Program, a comprehensive, non-degree campus-based program for
highly motivated young adults with diverse learning disabilities and other special needs.

Lesley’s Center for the Adult Learner offers different delivery models for our bachelor's degree
completion programs to accommodate the needs of adult learners.

The University Centers and Institutes at Lesley were established to encourage the development of
innovative professional development training models beyond the traditional course model. The Centers
serve as important links between practitioners, policymakers and educators. The Centers and Institutes,
housed primarily in the School of Education, employ alternative models of delivery, and provide
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opportunities for faculty to explore innovative ideas and policy development, and conduct evaluation
and research.

Lesley began partnering with community colleges in FY14 to provide a path for students to work toward
their bachelor's degree completion. Classes take place right at the local community college campus, with
some classes being offered online. Lesley offers three Bachelor's Degree Completion Programs at
Bunker Hill Community College. Lesley has articulation agreements with several other Massachusetts-
based community colleges, including with North Shore Community College in which Lesley agrees to
accept the program in its entirety, or a major portion of the program, into the Bachelor level of a
comparable program toward a B.S. in Human Services.

Lesley University’s Urban Scholars Initiative (USI) was created in FY14 to help talented and dedicated
students fulfill their dream of completing a college degree through courses on campus and on-line.
Several community-based organizations have partnered with Lesley to provide youth with academic
support, mentorship, scholarships, and other services.

For more information click here.

1.6 Lesley University Campus (revised 1/1/15)

Lesley University's three Cambridge campuses each possess unique characteristics in both the history of
and the vibrancy of the community, and are all easily accessible by public transportation. The Doble
Campus, the historic home of Lesley College, blends with a vibrant neighborhood of Victorian homes;
the Brattle Campus is comprised of 18th century gothic architecture in a historic district; the Porter
Campus is centered by University Hall in the heart of Porter Square and the Lunder Art Center, the new
home for Lesley’s College of Art and Design.

1.7 Lesley University Mission Statement (revised 5/30/13)

Lesley University engages students in transformative education through active learning, scholarly
research, diverse forms of artistic expression, and the integration of rigorous academics with practical,
professional experience, leading to meaningful careers and continuing lifelong learning. Lesley prepares
socially responsible graduates with the knowledge, skills, understanding and ethical judgment to be
catalysts shaping a more just, humane, and sustainable world.

1.8 Lesley University Core Values (revised 5/30/13)

Inquiry: Lesley University is devoted to academic excellence through active teaching, engaged learning,
and individual student development. We design and deliver innovative, interdisciplinary academic
programs that value inspired teachers, curious learners, relevant scholarship, and real-life application.
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Community: Learning is an individual and collective endeavor that involves students, educators,
families, and communities. We believe in the power of collaboration and its impact on personal and
social development.

Diversity: Our community respects, values, and benefits from the individual, demographic and cultural
differences of our students, faculty, and staff. As an academic community, our creativity, critical
thinking, and problem-solving approaches are shaped by this diversity. Through their varied learning
experiences, Lesley students develop the tools to effectively interact with diverse populations and strive
for social justice and equity.

Citizenship: Higher educational institutions have a responsibility to prepare their graduates to
participate in the cultural, political and economic life of their community, nation and world. This
democratic ideal is reflected in Lesley’s academic environment that encourages scholarship, freedom of
expression, and the open exchange of ideas.

1.9 Lesley University Brand/Use of Master Logo (revised 1/1/17)

The Lesley brand is an authentic representation of our institution, our core areas of expertise, and the
students, faculty, staff and alumni who make up the Lesley family. It differentiates us from other
institutions, and celebrates what makes Lesley unique.

Our brand comes to life through the way we talk about the university and the visuals we use to
represent the institution. Through written word, color, fonts, design, photography, video, and other
media, we create an identity that is uniquely Lesley.

A guide to the Lesley brand, helping all university community members to speak with a unified voice and
providing the assets you’ll need to bring the brand to life in any documents you create can be found by
contacting the University Marketing Department.

Master Logo Usage

Deliberate, consistent placement of the logo will establish the university’s name and institutional
credence without distraction from your message. There are very specific guidelines regarding the use of
the master logo

If you have any questions about how best to represent the university, please contact University
Marketing.

1.10 Office of Human Resources (revised 1/1/07)

Reporting to the Vice President for Administration, the Office of Human Resources provides leadership,
guidance and service to the University and the Lesley Community on Human Resources matters in the
areas of benefits, compensation, employee relations, employment, management consultation,
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performance management, and training. Human Resources manages the development and application
of Human Resources Policies and Procedures. In addition, the HR Office also provides assistance and

counseling to University employees upon request.

Please visit the Human Resources website at https://www.lesley.edu/faculty-staff/human-
resources/human-resources-office for information on benefits, downloadable forms, how to reach the
appropriate Human Resources Staff and more.

If you have any questions or comments on the services provided by the Office of Human Resources,
please send an email to the Associate Vice President, Human Resources hr@lesley.edu or call the
Human Resource's main number at 617-349-8787.

1.10 Contact Numbers (revised 1/1/07)

Telephone Directory

Search using Lesley University Faculty and Staff Directory
Search

|Campus Contact Information

[University Switchboard 617-868-9600

Hours of Operation

School and Administrative offices are open from 9 AM - 5
PM (EST) Monday through Friday, excluding holidays.

Mailing Address:

Lesley University
29 Everett Street
Cambridge, MA 02138-2790

I‘I’oll-free number, main number

|1-800-999—1959 (University Switchboard)

Individual Extension

ITo access an individual extension, dial the toll-free
numbers and enter the four-digit extension when
prompted.

Office of Human Resources Main Number
To contact a member of the Office of
Human Resources directly use this link

617-349-8787

hr@lesley.edu

To access voicemail from off campus

617-868-9600
When you hear the recording begin, press # sign (or dial
2222) and then follow prompts.

|To access email from off campus

||access e-mail |
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Section Il GENERAL POLICIES

2.1 Acceptable Use Policy (revised 2/2/16)

The Acceptable Use Policy consists of the following sections:

Purpose and Scope

University Business Only

Applicable Policies and Laws

Authorized Access

Data Security, Confidentiality, Access, and Retention
Network and System Integrity

No Warranty/No Liability

Social Media

Email Messages

IomMmoow®>

J. Questions; Reporting Violations

A. Purpose and Scope: The purpose of this Acceptable Use Policy is to describe the permitted use
of the digital environment at Lesley University. For purposes of this Policy, the “digital
environment” includes, but is not limited to, the use of products, services, and resources such as
computers, tablets, computer networks, the Internet, third party products and services made
available by the University to the Lesley community, online services of the University, databases,
software, and electronic communication (e.g., electronic mail, telephones, smart phones, cell
phones, social media, voice mail, scanned images, and faxes). This policy applies to personal and
University-owned devices, equipment, networks, and the like that are used in the Lesley
community.

This Acceptable Use Policy applies to any user of the University's digital environment, whether
initiated from a computer located on or off-campus. This Policy applies equally to current and
former faculty, students, staff, alumni/ae, contractors, and invited guests who utilize the Lesley
digital environment.

Lesley University is committed to active learning, scholarly research, critical inquiry and diverse
forms of artistic practice and values freedom of expression and an open exchange of ideas and
information. To preserve that freedom, the community relies on the integrity and responsible,
ethical, and legal use of University resources by each of its members and guests. The availability
and use of the digital environment at Lesley are essential for studying, research, instruction, and
administration; they also come with the obligation to use the digital environment in accordance
with University policies and applicable laws.
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Use of the digital environment is a privilege and this privilege can be revoked by the University
at any time. Violations of this Policy may result in sanctions including revocation of access to
University email and dismissal from the University.

B. University Business Only: The digital environment must be used by members of the Lesley
community solely for the purpose of their role at Lesley University. While the University permits
limited personal use of the digital environment, that limited use may not consume significant
resources or interfere with the user’s job or responsibilities.

Lesley University reserves the right to prioritize and limit digital resources (i.e. wireless,
network, and Internet bandwidth) for personal use if that usage supersedes or impedes the
University’s ability to provide these resources for legitimate University business purposes.

Those using the Lesley digital environment do not have a right of privacy in communications,
data use, or equipment use of University resources. Lesley University reserves the right to
investigate, limit, stop, retain, and copy any use of technology and the Lesley digital
environment in the Lesley community, with or without the prior consent of the user, as
reasonably necessary or desirable for enforcing University policies and applicable laws, and for
health and safety reasons.

Users are prohibited from deleting emails or data, or tampering with Lesley’s digital
environment, with the intent to hinder University operations or to hide important information.

Use of the University's technology resources is strictly prohibited for commercial activities,
personal gain, and non-University private business or fundraising. This includes soliciting,
promoting, selling, marketing, or advertising products, services, or organizations, or selling
University resources.

When creating and sending messages through the Lesley digital and network environment,
users shall not give the impression that they are representing, giving opinions, or otherwise
making statements on behalf of the University unless appropriately authorized to do so.

C. Applicable Policies and Laws: Despite the unique attributes of the digital environment, all
Lesley policies which apply elsewhere in the Lesley community, including but not limited to the
terms of all handbooks and catalogues, apply in full force to use of the digital environment.
Most university-wide policies can be found on the internet at http://www.lesley.edu/policies/ or
on the intranet at https://lesley.edu/

A few of the Massachusetts and federal laws that are applicable to the use of the digital
environment at Lesley University and that present particular concerns in the digital environment
are identified here; note that the laws of other jurisdictions may apply in certain cases as well:

Political Advocacy

It is illegal for individual employees to use University resources to engage in political
advocacy in election campaigns. This includes, but is not limited to, the use of Lesley
email accounts. For questions about the appropriate use of University resources, please
contact Lesley's General Counsel at legal@lesley.edu.
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This provision does not apply to political activities related to on-campus student
government, including the conduct of student elections, or student club activities and
sponsored events conducted with prior approval of the University. It does not apply to
individual student activities which constitute free speech. Such activities must comply
with all other provisions of this Policy, including the section on digital and network
communications, when using University resources.

Harassment and Stalking

Harassment and stalking of others using the digital environment is prohibited under
Massachusetts General Laws Ch. 265, Sections 43 and 43A, other applicable laws, and
University policies.

Defamation

The use of the University digital environment to defame another person is prohibited.
Under Massachusetts state law, defamation of a person is illegal. Defamation is the
"publication" of a false statement of fact that harms another person's reputation. A
defamatory statement is "published" whenever it is communicated to a third person;
this includes email message and social media.

Invasion of Privacy

The use of the University digital environment to invade another's privacy is prohibited.
Under Massachusetts state law, invasion of privacy occurs when highly personal
information about an individual is disclosed when the person had chosen not to make it
public and the public had no legitimate need or reason to know about it. Unlike
defamation, invasion of privacy includes true statements. See Massachusetts General
Laws Ch. 214, Section 1B.

Obscenity, Pornography, and Sexually Explicit Material

The use of the University digital environment to send, receive, store, stream, or print
any pornography, sexually explicit, or obscene material is prohibited. Pornography is the
depiction of sexual behavior that is intended to arouse sexual excitement in its
audience. All child pornography is explicitly not protected by -and is illegal under - state
and federal law. Obscenity is not protected by free speech. Obscenity means material
that has no literary, artistic, political, or other socially redeeming value.

Copyright, Fair Use of Copyright Works, and Music/Video Downloads

Copyright law generally gives authors, artists, composers, and other such creators the
exclusive right to copy, distribute, modify, and display their works or to authorize other
people to do so. These works are protected the moment they are created regardless of
whether they are registered with the U.S. Copyright Office or whether they are marked
by the symbol ©. File-sharing, duplication and distribution of text, software, or sound
recordings, and other actions may violate federal copyright law. This law apply to all
forms of information, including digital and network communications, music, and
entertainment videos. Please review the University’s Copyright and Fair Use Policy
before reproducing or distributing copyrighted works:
http://www.lesley.edu/policies/copyrighted-works/
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Unauthorized sharing of peer to peer file copyrighted works, including music, pictures,
and movies, is a violation of this Acceptable Use Policy. It is also illegal. Violating
copyright law is a serious offense. Use of a University computer or personal computer
utilizing the University server to illegally download or upload audio, video, or other
guestionable copyrighted material, including unauthorized peer to peer file-sharing, will
constitute a violation of this Policy and will be referred to the Dean of Student Life and
Academic Development, the Human Resources, or the Provost. Possible University
sanctions include probation, removal from accessing the university network, and
disciplinary action. Court and government sanctions may include criminal prosecution
and criminal or civil penalties, including but not limited to injunctions and actual and
statutory damages.

Trademarks
Unauthorized use of trade secrets and trademarked names or symbols is prohibited. Use
of Lesley University's names and symbols must comply with University policy.

D. Authorized Access: The following persons are granted access to the Lesley digital environment,
subject to this Policy:
1. Core Faculty: Eligible upon acceptance of a contract;
Adjunct Faculty: Eligible upon acceptance of a contract;
Students: Eligible upon admittance to a degree program;
Administrators & Staff: Eligible on date of hire;
Alumni/ae;
Emeriti/ae Faculty;
Retired Administrators & Staff who meet eligibility criteria;
All others and any requests for exceptions to this Policy are subject to the prior written
approval of the University’s Chief Information Officer.

PNV REWN

All employee (faculty and staff) accounts will expire and access will end with the termination of
the user's relationship with the University, except that certain retired faculty and staff who meet
the eligibility criteria will maintain access to their current Lesley email account. There are
certain situations with approval from the appropriate Dean/Administrator that would allow
retired faculty continuation of relevant accounts. Systems administrators may, without
additional prior notice, delete computer accounts and files after the termination of a person's
qualifying Lesley affiliation.

E. Data Security, Confidentiality, Access, and Retention

Lesley University users are responsible for protecting the confidentiality and appropriate use of
institutional data to which they are given access, ensuring the security of the equipment where
such information is held or displayed, ensuring the security of any accounts issued in their name,
and abiding by related rights of students, faculty, staff, and others concerning the use and
release of personal information, as required by state and federal law or existing University
policies. Lesley University users must follow the Data Security Policy:
http://www.lesley.edu/policies/data-security/

In the ordinary course, digital files and information must be retained in accordance with the
University’s Record Retention Policy. Please review the Record Retention Policy to understand
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the University’s protocols for keeping certain types of records: https://www.lesley.edu/record-
retention-policy

Digital files and information, whether or not created and stored on University resources, may
constitute a University record subject to disclosure under federal, state, or local laws, or as a
result of an investigation or litigation. In such cases, the University and certain relevant users
will be required to store and may not delete certain files, messages, or other records. In some
cases, as with paper records of the University, digital files and information must be searched
and disclosed to third parties in response to legally issued subpoenas or court orders. In
addition, in the event of a University investigation for alleged misconduct, digital files and
information such as email messages may be viewed, locked, or copied as needed for the
investigation or to prevent destruction and loss of information. On occasion, the actions
described in this paragraph may be taken by the University without prior specific notice to the
person whose account, files, or equipment are being searched. The University may report
evidence of misconduct to the appropriate authorities.

Network and System Integrity

All use covered under the scope of this Acceptable Use Policy must comply with state and
federal laws, including, but not limited to, the Federal Computer Fraud and Abuse Act, 18 U.S.C.
1030, and other federal law, state law, and University policies.

The University reserves the right to limit access to its resources when policies or laws are
violated and to use appropriate means to safeguard its resources, preserve network/ and
system integrity, and ensure continued service delivery at all times. This includes, but is not
limited to, monitoring routing information of communications across its network services and
transaction records residing on University resources, scanning systems attached to the Lesley
network for security problems, disconnecting systems that have become a security hazard, and
restricting the material transport across the network or posted on University systems.

Activities and behaviors that threaten the integrity of the computer networks or systems are
prohibited on both University-owned and privately-owned equipment operated on or through

the University resources. These activities and behaviors include but are not limited to:

a. Interference with or disruption of computer systems and networks and related services,
including but not limited to the propagation of computer wormes, viruses, Trojan Horses,
malware and other harmful content;

b. Intentionally or carelessly performing an act that places an excessive load on a computer or
network to the extent that other users may be denied service or the use of digital and
network networks or information systems may be disrupted;

c. Any action that might be harmful to the University digital and network environment, the
network, or the data stored on or transported by them or other computers connected to
them;
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d. Failure to comply with authorized requests from designated University officials to
discontinue activities that threaten the operation or integrity of computers, system or
networks;

e. Negligently or intentionally revealing passwords or otherwise permitting the use by others
of University-assigned accounts for computer and network access. Individual password
security is the responsibility of each user. The user is responsible for all uses of their
accounts, independent of authorization;

f. Altering or attempting to alter files or systems without authorization;

g. Unauthorized scanning of ports, computers and networks;

h. Unauthorized attempts to circumvent data protection schemes or uncover security
vulnerabilities;

i. Attempting to connect to or alter any University computing or network components without
authorization or beyond one's level of authorization, including but not limited to bridges,
routers, hubs, wiring and connections;

j.  Using campus resources to gain unauthorized access to any computer system and/or using
someone else's computer without permission;

k. Registering a Lesley IP address with any other domain name or registering a Lesley domain
name without written authorization from Information Technology.

G. No Liability/ No Warranty

Lesley University is unable to warrant that its digital and network environment is virus-free; that
users with Lesley email accounts will not receive unsolicited email; or that all hardware and/or
software used to access the digital and network environment will be compatible with the Lesley
systems. Use and access to Lesley's digital and network environment does not entitle the user to
seek indirect, consequential, special, punitive, peremptory, or similar damages from Lesley
University in connection with use and access.

H. Social Media

Blogs, digital media, and social networks, such as Facebook, Twitter, Flickr, YouTube, LinkedIn
and iTunes U, offer new and exciting opportunities for Lesley University faculty, staff, students,
and alumni to share knowledge, express creativity, and connect with people who have common
interests. Social media are being used more and more in teaching and online learning. When
participating in social media it is important to always be upfront and honest about who you are
and what you represent, use common sense before you post or comment, and respect the
values and etiquette of communities you join. And just as in the use of other Lesley-provided
technology, users of Lesley's digital and network environments must be aware of the policies
and laws that apply to social media, including University policies and federal and state law.

Users should be aware that information posted online or otherwise made available through
social and digital media, including pictures and text, may become very difficult to completely
remove from the internet or elsewhere even after deleting the material. Also, any pictures and
text placed online can become the property of these sites once they are posted or otherwise
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made available. To help gauge information appropriate to post, users need to consider what
information they want available to the world not just now but in the future. Potential
employers, scholarship committees, graduate school admissions committees, or even potential
roommates often perform "background checks" by searching the web. So, although the material
may be legal, it still may ruin potential career or personal prospects.

I. Sending Email Messages

Lesley University reserves the right to send email to its own users, on an individual and mass
basis.

Either the President, a member of the President's Cabinet, or the the Office of Communications
must approve in advance any mass email announcement.

J.  Questions: Reporting Violations

Please submit any questions about this Acceptable Use Policy or concerns about violations of
this Acceptable Use Policy to the University’s Chief Information Officer at cio@lesley.edu.

This Acceptable Use Policy is not intended to create a contract between Lesley University and its
students, employees, or other persons. Lesley reserves the right to amend or revoke this and other

policies at any time without notice.

Revised February 2, 2016

2.2 Americans with Disabilities Act (revised 1/1/09proba)

Lesley University complies with the Americans with Disabilities Act (ADA). The ADA prohibits
discrimination against qualified individuals with disabilities in employment decisions including but not
limited to job application process, hiring, promotions, transfers, terminations, layoffs, training,
compensation, and fringe benefits.

As part of Lesley's compliance efforts, the University offers a reasonable accommodation for an
employee's disability. If you believe that you need a reasonable accommodation in order to perform the
essential duties of your position, please contact Human Resources. It may be necessary for you to
provide medical documentation regarding your disability, and you may be asked to cooperate in an
evaluation of your work site so that a reasonable accommodation can be found.

If you need further information, please contact Human Resources at 617-349-8787.
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2.3 Community Standards of Conduct (revised 6/30/16)

Purpose: To establish minimum standards of behavior for all members of the Lesley University
community.

Scope: This policy applies to all members of the Lesley University community, including faculty, adjunct
faculty, staff, students, alumni/ae, vendors, contractors, consultants, guests, and visitors. This policy
applies to any activity related to Lesley University, either on or off campus, and to any off-campus

conduct that may have an effect on the Lesley University community.

Policy Statement: Lesley University respects the dignity of every individual and expects members of the
Lesley University community to:

Conduct themselves in a respectful and professional manner.

Conduct themselves in a manner compatible with the University’s mission as an educational
institution.

Refrain from behavior that substantially disrupts the educational and working environment at
the University.

Refrain from illegal activity, and understand that the University may take action regardless of
the outcome of any criminal investigation or prosecution.

Understand that conduct, occurring either on or off campus, that adversely affects or has the
potential to adversely affect, the University or members of the University community, may
violate the Community Standards of Conduct.

Refrain from injuring, threatening to injure, or attempting to injure another person, whether in
person, through electronic or digital communications, or otherwise. This includes physical
action, non-physical action, intimidation, and threats.

Refrain from damaging or threatening to damage property.

Avoid any activity that poses a significant risk to the health or safety of any member of the
University’s community or a member of the public.

Comply with University policies and procedures. Examples of University policies include:

Discrimination, Harassment, and Sexual Violence Policy
Unequal Consensual Relationship Policy

Student Alcohol and lllegal Drug Use Policy
Acceptable Use Policy

Most University policies are available at this link: http://www.lesley.edu/policies/

Student handbooks are available at this link http://www.lesley.edu/policies/academic/ and program-
related handbooks are available from each program.
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The faculty handbook is available at this link https://www.lesley.edu/faculty-staff/faculty-academic-
resources/faculty-handbook-deadlines

The Employee Handbook is available on the Human Resources Department’s internet site at this link
Employee Handbook

Reporting: It is the obligation of the members of the Lesley University community to report violations of
these Community Standards of Conduct to one of the people listed below. Any reported violation will
be promptly investigated.

Investigation and Sanctions: The University will investigate all good faith reports of violations of these
Community Standards of Conduct. Reports of discrimination, harassment, and sexual violence will be
investigated pursuant to the Discrimination, Harassment, Sexual Violence Policy and the Discrimination
and Harassment Resolution Procedures. The University’s investigations and sanctions may proceed
even if the persons involved are on leave from or not currently engaged with the University.

Depending on the circumstances, the University may take immediate, interim action pending the
conclusion of an investigation. The University may immediately remove anyone from the campus or any
University-sponsored event if the person’s behavior is disrupting any classroom or educational
environment, work environment, or any University-sponsored event, is threatening to the health or
safety of any person, or may damage property. The University, at its discretion, may also remove
someone from campus or prohibit someone from attending a University-sponsored event during the
course of an investigation. In the event of alleged unlawful behavior, or as deemed necessary in any
emergency situation, the University may notify the Lesley University Office of Public Safety and the
appropriate law enforcement agency.

The person investigating a reported violation may find that a single significant incident, a pattern of less
significant behavior, or a combination of the two, violate the Community Standards of Conduct. The
investigator applies a preponderance of the evidence standard and applies a reasonable person
standard to determine whether a violation of the Community Standards of Conduct has occurred. The
decision of the investigator is final.

The University may suspend, dismiss, or otherwise discipline any member of the Lesley University
community for violations of the Community Standards of Conduct. Dismissal may occur even on a first
offense, depending on its severity.

Report suspected violations of the Community Standards of Conduct to any of the following people:

Ms. Marylou Batt

Vice President of Administration
29 Everett Street

Cambridge MA 02138

617 349-8564

Email: marylou.batt@Iesley.edu

Ms. Michelle Polowchak
Associate Vice President, Human Resources and EEO Officer
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29 Everett Street

Cambridge MA 02138

617 349-8785

Email: Michelle.Polowchak@lesley.edu

Dr. Nathaniel G. Mays

Dean of Student Life and Academic Development
29 Everett Street

Cambridge MA 02138

617 349-8539

Email: nmays@lesley.edu

You may also contact Public Safety at:

Doble Campus/Main Number: 617-349-8888
Brattle Campus: 617-871-6029
Porter Campus: 617-349-8390

You may also choose to contact local law enforcement by calling 911. In the case of an emergency,
please CALL THE POLICE at 911.

These Community Standards of Conduct are not intended to create a contract between the University
and any person or organization. The University reserves the right to amend or revoke this policy at any
time without notice.

Approved by: The President
Policy revisions: June 4, 2012; July 7, 2014; June 30, 2016

2.4 Discrimination and Harassment Complaint Resolution Procedure (revised 8/11/17)

Purpose:

The process outlined in this Discrimination and Harassment Complaint Resolution Procedure (the
“Resolution Procedure”) is intended to provide students and employees with prompt, fair, and effective
means of addressing complaints of discrimination and harassment in violation of Lesley’s Equal
Opportunity and Inclusion Policy, the Discrimination, Harassment, and Sexual Violence Policy, and the
Unequal Consensual Relationships Policy (the “Policies”).

The Policies are available at these website links, and paper copies are available upon request to the
Associate Vice President, Human Resources and the Dean of Student Life/Interim Title IX Coordinator:

e The Equal Opportunity and Inclusion Policy
https://www.lesley.edu/students/policies/equal-opportunity-and-inclusion-policy

e The Discrimination, Harassment, and Sexual Violence Policy
https://www.lesley.edu/students/policies/behavior-policies/discrimination-harassment-and-
sexual-violence-policy
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e The Unequal Consensual Relationships Policy
https://www.lesley.edu/students/policies/behavior-policies/unequal-consensual-relationships-

policy

As used in this Resolution Procedure, “discrimination and harassment” includes violations of any of the
Policies, for example, discrimination on the basis of race, discrimination on the basis of ethnicity, faculty-
student romantic relationship, sexual harassment, sexual violence, domestic violence, dating violence,
or stalking.

A violation of one of the Policies may also result in a finding of violation of the University’s Community
Standards of Conduct.

Scope:

Lesley University community, including faculty, adjunct faculty, staff, students, alumni/ae, vendors,
contractors, consultants, guests, and visitors.

Oversight:

The Associate Vice President, Human Resources and the Dean of Student Life/Interim Title IX
Coordinator (the “Directors”) are each charged with conducting investigations, resolving complaints, and
determining any corrective actions and sanctions related to discrimination and harassment. Each
Director must consult with the other Director before the investigating Director may conclude an
investigation, issue findings, and determine any corrective actions. The Directors may delegate the
authority to conduct investigations, make findings, and determine any corrective actions, but one of the
Directors must be consulted before the designee may conclude an investigation, issue findings, and
determine any corrective actions. The designee may not further delegate without the approval of both
Directors. On occasion, the University may designate a third-party investigator.

If at any time during the course of investigating or resolving a complaint of discrimination or
harassment, the Directors or designee (in consultation with a Director) determine that a complaint is not
within the scope of the policies, the person initiating the complaint is referred to the appropriate office,
and the Director’s or designee’s investigation is concluded.

Reporting an Incident:

Who can submit a complaint, who must report a complaint, and against whom may a complaint be
submitted?

A discrimination or harassment complaint may be submitted by an employee or student. A complaint
may be filed against anyone in the Lesley community: faculty, adjunct faculty, staff, students, alumni/ae,
vendors, contractors, consultants, guests, and visitors. In certain circumstances, the Directors may
proceed with an investigation even if no written complaint is filed.

All employees (faculty, adjunct faculty, and staff) must report to a Director (or any of the people or
offices listed below) if they witness or receive complaints of discrimination and harassment, including
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sexual violence. In cases alleging sexual violence, employees are considered “responsible employees”
under federal guidance.

The University requires employees and encourages students to notify the Directors (or any of the people
or offices listed below) about discrimination or harassment at field training sites or internship sites.

The University encourages former employees, former students, and third parties, who have information
about possible misconduct by members of the Lesley community or on the Lesley campus, to inform a
Director (or any of the people or offices listed below) so that the University may consider the
information in assessing whether to take preventive or corrective action.

The Complaint Resolution Procedures do not apply to information submitted by or against persons who

are not employees or students, unless the University in its discretion finds it appropriate to apply the
Complaint Resolution Procedures in a particular set of circumstances.

The University retains the right to determine whether to address a report of misconduct outside of the
Complaint Resolution Procedures in circumstances when the safety of the University community is at
risk, if the material facts are undisputed, if there are extenuating circumstances involving any of the
persons involved, or if the Dean of Student Life/Interim Title IX Coordinator, in consultation with
appropriate administrators, determines it is in the best interest of the University and/or the community
to do so.

For purposes of this Resolution Procedure, persons who submit complaints of harassment or
discrimination on behalf of themselves or others are referred to as “Reporters.”

Report incidents of discrimination and harassment to any one of the following people or offices:

Ms. Michelle Polowchak

Associate Vice President, Human Resources
29 Everett Street

Cambridge MA 02138

617.349.8785

Email: Michelle.Polowchak@lesley.edu

Dr. Nathaniel G. Mays

Dean of Student Life and Academic Development and Interim Title IX Coordinator
29 Everett Street

Cambridge MA 02138

617.349.8539

Email: nmays@lesley.edu

Ms. Marylou Batt

Vice President of Administration
29 Everett Street

Cambridge MA 02138
617.349.8564

Email: marylou.batt@lesley.edu

Go to Table of Contents 18



https://www.lesley.edu/discrimination-harassment-complaint-resolution-procedures
https://www.lesley.edu/discrimination-harassment-complaint-resolution-procedures
https://www.lesley.edu/discrimination-harassment-complaint-resolution-procedures
mailto:ajoyce5@lesley.edu
mailto:nmays@lesley.edu
mailto:marylou.batt@lesley.edu

Public Safety Office

34 Mellen Street

Cambridge, MA 02138

617.349.8888

Email: publicsafetysupervisors@live.lesley.edu

Reports of discrimination and harassment may also be made to the police by calling 911.

Lesley University encourages anyone who has been subject to discrimination or harassment to report it
immediately; delayed reporting may diminish the University's ability to investigate and respond
effectively to the report.

Lesley takes steps to provide a prompt and effective response to all reports of sexual violence about
which it becomes aware, whether or not a complaint is filed. If one of the persons or offices listed
above receives a report of domestic violence, dating violence, sexual assault, that person or office must
promptly notify the Dean of Student Life/Interim Title IX Coordinator.

In the case of domestic violence, dating violence, sexual assault, or stalking, Lesley University assists
complainants in notifying law enforcement authorities if they choose to do so. Complainants have the
right not to notify law enforcement authorities; however, the University may in some cases have an
obligation to report certain incidents to law enforcement authorities. Preserving evidence may be
important to future criminal, civil, or disciplinary proceedings including, where necessary, to obtaining
protection orders.

Complaint Submission Deadlines:

A complaint should be submitted to the Directors or any of the offices named above as soon as
practicable. The University encourages written complaints. A sample form is available online at
lesley.edu.

Complaints submitted to Lesley University do not stop the clock or extend the filing deadlines with
courts or with external federal and state anti-discrimination agencies.

Delay in submitting a complaint or failure to provide details of the alleged act(s) of discrimination or
harassment may diminish Lesley’s ability to respond in a timely and effective manner.

Protection against Retaliation:

The University does not permit retaliation against any individual who brings a complaint pursuant to this
Resolution Procedure or the Policies, or who cooperates in the investigation of such complaints. Any
employee or student found to be engaging in retaliation will be subject to disciplinary action, up to and
including dismissal from the University.

Duty of Good Faith:

The University prohibits any member of the Lesley community from knowingly or recklessly bringing a
false complaint against another member of the Lesley community. Any employee or student found to be
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violating this prohibition will be subject to disciplinary action, up to and including dismissal from the
University.

Confidentiality and Use of Information:

Reasonable efforts will be made to protect the privacy and confidences of all parties during the
investigation, consistent with and subject to the University’s need to investigate the complaint and/or
implement any corrective action. Lesley will make reasonable efforts to investigate and respond to the
complaint consistent with a Reporter’s request for confidentiality or request not to pursue an
investigation (or, if the Reporter is not the victim or survivor of the alleged misconduct, the victim’s or
survivor’s request). However, a Director will evaluate requests for confidentiality and may, in the
Director’s discretion, share information or take action to assist the Reporter or the University
community. If a Reporter (or the victim or survivor) insists that the Reporter’s (or victim’s or survivor’s)
name or other identifiable information not be disclosed to the Respondent or others, Lesley’s ability to
respond may be limited.

Information gathered during one investigation may be used in other investigations at the discretion of a
Director.

Interim Safeguards and Corrective Actions:

As circumstances warrant, Lesley shall implement interim safety measures to protect individuals from
harm, and may take other restorative and preventative measures, such as education, training,
monitoring, supervision, security, academic support, physical health and mental health services,
counseling, etc. These measures may also include temporary suspensions, removal from housing,
changes to academic, transportation, work, extracurricular activities and dining situations, escort
services, no contact or no trespass orders and similar restraints on access to Lesley property, Lesley
programs, or members of the Lesley community. When taking steps to separate the Reporter (or the
victim or survivor, if that is not the Reporter) and Respondent, the University will seek to minimize the
burden on all parties. Any information about such accommodations or protective measures will be keep
confidential to the extent such confidentiality does not impair the University’s ability to provide the
accommodations.

Students and employees may request interim restorative and preventive measures by contacting either
Director.

Policy violations, including violation of interim measures, will result in corrective actions and sanctions,
which may involve affirmative requirements such as education, training, counseling, monitoring,
supervision, no-contact orders, and security, as well as disciplinary actions, up to and including
suspension and dismissal from the University.

The University reserves the right to address any behavior it considers inappropriate or inconsistent with
the University’s expectations, standards, and values, even though such behavior may not rise to the
level of a violation of University policy.

Complaint Resolution Procedure:
This Resolution Procedure provides for a review of conduct alleged to have violated the Policies and

results in an institutional determination of whether the Respondent violated the Policies. When
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investigating complaints of discrimination or harassment, if a Director or designee believes that there
may also have been misconduct of a non-discriminatory or non-harassing nature, the Director or
designee will also investigate such misconduct under the appropriate policy, such as the Community
Standards of Conduct. This Resolution Procedure does not replicate or replace any external judicial or
government process.

Step 1: Reporter:

To initiate the investigation of a complaint under this procedure, the Reporter is encouraged to submit
his or her complaint in writing to the Director or designee. A sample form is available online at
lesley.edu.

If requested by the Reporter, the Director or designee will make a referral for assistance with writing the
complaint. The Director or designee may decide to proceed with an investigation even if no written
complaint is submitted.

The Director or designee meets with the Reporter to review the complaint and discuss this Resolution
Procedure. The Director or designee informs the Reporter that the Respondent will be notified of the
complaint, given a copy of the written complaint (if any) or informed of the nature of the complaint.
The Respondent has ten (10) days to submit a response.

At the discretion of the Director or the Director’s designee, the Reporter may have an advisor of the
Reporter’s choice present at any investigatory or related meeting. The Respondent will have the same
opportunity to bring an advisor. “Advisor” means any individual who provides the Reporter or the
Respondent support, guidance, or advice, provided, however, that an attorney may be present as an
advisor only in connection with complaints alleging sexual violence, including sexual assault, stalking,
domestic violence and dating violence. Lesley may limit the participation of the advisor by prohibiting
the advisor from speaking during the meeting, addressing the investigators, or questioning any
participant, but any such restrictions must be the same for both parties. Lesley may also remove or
dismiss advisors who become disruptive or who do not abide by the restrictions on their participation.
At the discretion of the Director or the Director’s designee, other persons may participate in the
meeting on behalf of the University.

The Reporter is expected to communicate with the University directly and not through legal counsel or
other intermediaries.

Step 2: Respondent:

Upon receipt of the complaint from a Reporter, the Director or designee meets with the Respondent.
The Director or designee gives a copy of the written complaint (if any) to the Respondent, or informs the
Respondent of the nature of the complaint, and discusses this Resolution Procedure. The Respondent is
encouraged to give an immediate oral response to the allegations and encouraged to submit a written
response to the Director or designee with ten (10) days. If requested by the Respondent, the Director or
designee will make a referral for assistance with responding to the complaint. The Director or designee
proceeds with an investigation even if no oral or written response is submitted. The Director or
designee sends a copy of the Respondent’s written response, if any, to the Reporter.

At the discretion of the Director or the Director’s designee, the Respondent may have an advisor of the
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Respondent’s choice present at any investigatory or related meeting. The Respondent and the Reporter
will be given the same opportunity to bring an advisor. “Advisor” means any individual who provides
the Reporter or the Respondent support, guidance, or advice, provided, however, that an attorney may
be present as an advisor only in connection with complaints alleging sexual violence, including sexual
assault, stalking, domestic violence and dating violence. Lesley may limit the participation of the advisor
by prohibiting the advisor from speaking during the meeting, addressing the investigators, or
guestioning any participant, but any such restrictions must be the same for both parties. Lesley may
also remove or dismiss advisors who become disruptive or who do not abide by the restrictions on their
participation. At the discretion of the Director or the Director’s designee, other persons may participate
in the meeting on behalf of the University.

The Respondent is expected to communicate with the University directly and not through legal counsel
or other intermediaries.

Step 3: Review of the Complaint:

Absent exceptional circumstances, the Director or designee will review and investigate the complaint.
The Director or designee meets separately with the Reporter and Respondent, as needed, to consider
their positions and to ascertain facts. The Reporter and the Respondent may each submit
documentation in support of their positions and will be given the opportunity to review all documentary
evidence presented.

The Reporter and the Respondent may also share the names of individuals who they believe have
knowledge or information relevant to the complaint. The Director or designee may meet with anyone
whom the Director or designee believes has information that may be useful to the investigation.
Witnesses and others are expected to communicate with the University directly and not through legal
counsel or other intermediaries.

If at any time during the review of the complaint, a Reporter (or a victim or survivor) declines to
cooperate with the Director or designee, or if the Director or designee determines that the Reporter no
longer wishes to pursue the complaint, the Director or designee will notify the Reporter (and, as
appropriate, the victim or survivor) that the University may not be able to effectively review or respond
to the allegations in the complaint.

If the Respondent refuses to cooperate and/or respond in a timely manner, the Director or designee
may forego further investigation and recommend the implementation of corrective action and/or
sanctions, or the Director or designee may take any other action that the Director or designee
determines is necessary or appropriate to resolve the complaint. Failure to cooperate meaningfully may
be grounds for discipline, including suspension or termination.

Whether or not the Reporter, the Respondent, or other parties cooperate with the Director or designee
during the investigation, the Director or designee will determine in his/her/their discretion whether to
proceed with or otherwise conclude the investigation based on the information available.

In the interest of fairness or prompt resolution of an investigation, the Director or designee may limit

the number of amendments to a complaint or a response to a complaint submitted by a Reporter or
Respondent, and the number of meetings with each party or witness.
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Step 4: Resolution of the Complaint:

Upon conclusion of the investigation, the Director or designee determines whether there has been a
violation of the Policies. In making that determination, the Director or designee evaluates whether a
preponderance of the evidence presented establishes whether the Respondent violated the applicable
policies. The Director’s designee must consult with a Director before concluding an investigation, issuing
findings, and determining any corrective actions. A Director must consult with the other Director before
concluding an investigation, issuing findings, and determining any corrective actions.

If a policy violation is found:

If the preponderance of the evidence (i.e. “more likely than not”) establishes a policy violation, the
Director or designee reviews the findings to determine what corrective actions are appropriate. The
Director or designee may consult with others within the University when determining corrective actions,
and must meet with an employee’s hiring source (a Dean or Vice President) before imposing corrective
actions. The Director or designee then sends simultaneous letters to the Reporter and the Respondent
to communicate the findings and the procedures for appealing the determination, if any.

The Respondent will be notified of any corrective actions to be imposed on the Respondent. The
Reporter will be notified of any corrective action imposed on the Respondent which directly relates to
the Reporter and any other corrective actions which the University is required to disclose under
applicable law. For example, the Reporter will be notified if the Respondent is subject to an order
directing the Respondent not to contact the Reporter. If the Reporter is not the victim or survivor of the
misconduct, the victim or survivor will be notified of any such corrective action. Any corrective action
taken as a result of the Director’s or designee’s determination is implemented immediately.

Corrective action may include, but is not limited to:

A written warning or reprimand placed in a student’s record or an employee’s personnel file;
Mandatory training and/or counseling;

Probation for students;

Dismissal from University housing;

e Suspension from participating in University activities;

e Suspension without pay;

e Non-renewal of contract; and/or

e Dismissal from the University or termination of employment.

If there is no finding of a policy violation:

If the Director or designee determines that the preponderance of the evidence does not establish a
policy violation, the Director or designee may recommend that the University take no further action.
However, the Director or designee may nevertheless impose non-punitive corrective actions (such as a
no-contact order) as circumstances warrant to prevent further disputes, as a safety precaution, or for
the welfare of the University community. In such case, the Director or designee follows the procedures
set forth in the immediately preceding paragraphs.

Step 5: Appealing the Finding:
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e  Who May Appeal:

Employees and students, whether as Reporter or Respondent, may appeal a finding by a
Director or designee.

e Grounds for Appeal:

Appeals from the determination of a Director or designee are permitted on the following bases
only: (1) facts showing that a procedural error affected the decision or (2) information relevant
to the decision that was not available at the time of the Director’s or designee’s review. Both
the Reporter and Respondent may submit appeals for these reasons. To illustrate, a procedural
error that prevented an eye witness from speaking with the Director or designee may provide
the basis for an appeal if the information from the witness contradicts one or more factual
findings necessary to the determination of a policy violation. Similarly, there may be a basis for
an appeal if an eye witness does not become available until after a determination has issued. A
student or employee who elected not to participate in the Resolution Procedure waives the
right to appeal. Determinations made by a Director or designee may be appealed once to the
Provost.

e Notice of Appeal:

A Respondent or a Reporter wishing to appeal the Director’s or designee’s findings must give
written notice to a Director within seven University business days of receiving written notice of
the findings. The notice of appeal must state the basis for the appeal.

e Corrective Action Pending Appeal:

While an appeal is pending, corrective action, if any, may be suspended or modified, in the
discretion of a Director, in consideration of all the circumstances, as applicable. If the appeal is
denied, the corrective action or sanctions will be immediately reinstated.

e Review of the Appeal:

One of the Directors will determine whether the notice of appeal provides a basis for the appeal
as described above. If a Director conducted the investigation and issued findings, the other
Director must determine whether the notice of appeal provides a basis for the appeal as
described above. If it does, the Director will forward the appeal and a copy of the Director’s or
designee’s findings to the Provost for review.

The Provost (or the Provost’s designee) reviews the appeal and the findings and considers the
alleged procedural error or newly available information. The Provost (or the Provost’s designee)
makes a determination to (1) uphold the findings, (2) review the findings and make a decision on
the merits, (3) assign the review to another University official as appropriate, or (4) instruct the
Director or designee to re-open the Resolution Procedure. The decision of the Provost (or the
Provost’s designee) will be based upon the preponderance of the evidence standard and will be
final. The Reporter and Respondent will simultaneously be sent a letter notifying them of the
results of the appeal. There are no further rights of appeal.
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Changes to and Variations from this Complaint Resolution Procedure:

The University maintains the right to amend these Resolution Procedures at any time and will post
changes on the Lesley University website.

These procedures are designed to promote fairness. Accordingly, variations are permissible when
undertaken to promote fairness to the individuals involved or for the welfare of the Lesley community.
Variations generally will not invalidate a decision unless the variations prevented a fair review of the
reported misconduct.

Federal and State Remedies:

While employees and students are encouraged to report claims to the University, employees and
students may also file a complaint with the following federal and state anti-discrimination agencies:

The United States Equal Employment Opportunity Commission (EEOC)

Location: John F. Kennedy Federal Building
475 Government Center
Boston, MA 02203

Phone: (800) 669-4000
Fax: (800) 669-3196
TTY: (800) 669-6820
Website: https://www.eeoc.gov/

Massachusetts Commission against Discrimination (MCAD)

Location: One Ashburton Place, Room 601
Boston, MA 02108

Phone: (617) 727-3990

Fax: (617) 727-3953

TTY: (617) 720-6054

Website: http://www.mass.gov/mcad/

U.S. Department of Education, Office of Civil Rights (“OCR”) - Boston Office

Location: 5 Post Office Square, 9th Floor
Boston, MA 02109-3921
Phone: (617) 289-0111
Fax: (617) 289-0150
E-mail: OCR.Boston@ed.gov
Website: http://www?2.ed.gov/about/offices/list/ocr/index.html

Lesley University is an equal opportunity, affirmative action educator and employer. The foregoing
Discrimination and Harassment Complaint Resolution Procedures are not intended to create a contract
between Lesley and its students, employees, or other persons. Lesley reserves the right to amend or
revoke its policies at any time without notice.

Jeff A. Weiss
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President

Approved by: The President

History: [Issued —January 1, 2007]
Revised — June 1, 2009
Revised — September 30, 2013
Revised — June 30, 2016
Revised — August 11, 2017

Responsible Officials: The Associate Vice President, Human Resources and the Dean of
Student Life/Interim Title IX Coordinator

2.5 Conflict of Interest — Employees (revised 8/26/10)

Purpose

The purpose of this conflict of interest policy (the “Policy”) is to protect the interest of Lesley University
(“Lesley University,” or the “Corporation”) when the Corporation or any employee of the Corporation,
acting on behalf of the Corporation, is contemplating entering into a transaction or arrangement that
might benefit the private interest of an employee of the Corporation. It is the policy of the Corporation
to require its employees involved in decision-making to honestly and loyally serve the best interests of
the Corporation to the exclusion of other interests and activities that are, or may be, inconsistent with
or injurious to the best interests of the Corporation. This policy is intended to supplement but not
replace: (a) any applicable federal or state laws governing conflicts of interest applicable to nonprofit
and charitable organizations; and (b) the federal “Intermediate Sanctions” rules of section 4958 of the
Internal Revenue Code of 1986, as amended.

Definitions

1. Interested Person: Any employee who has a direct or indirect Private Interest (as defined below) in a
proposed transaction or arrangement involving the Corporation.

2. Family Member: With respect to a person, (a) a spouse, parent, sibling or child of such person or (b)
any other individual (whether or not related by blood or marriage) living in the same household as such
person.

3. Private Interest: A person has a Private Interest if such person has a Financial Interest or Other
Interest (each as defined below).

(a) A person has a Financial Interest if the person has or anticipates having, directly or indirectly,
through the activities of such person or a Family Member of such person:

(i) ownership or control of at least five percent (5%) of the equity or voting interest of
any entity with which the Corporation has or is contemplating a transaction or
arrangement;
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(ii) a relationship as an officer, director, trustee, partner or lender of any entity with
which the Corporation has or is contemplating a transaction or arrangement; or

(iii) a compensation arrangement with any entity or individual with which the
Corporation has or is contemplating a transaction or arrangement.

In addition, a person has a Financial Interest in the negotiation of any compensation arrangement
between such person and the Corporation. Compensation includes direct and indirect remuneration as
well as gifts or favors that are substantial in nature.

(b) A person has an Other Interest if such person, or a Family Member of such person:

(i) serves as a trustee, director, officer or employee of any entity with which the
Corporation has or is contemplating a transaction or arrangement;

(ii) is a significant donor to any entity with which the Corporation has or is
contemplating a transaction or arrangement; or

(iii) wields decision-making authority, whatever the person’s formal title, in any entity
with which the Corporation has or is contemplating a transaction or arrangement.

A Private Interest is not necessarily a conflict of interest. Under Article Ill, Section 2 of this Policy, a
person who has a Private Interest does not have a conflict of interest within the meaning of this Policy
unless the General Counsel or President decides that a conflict of interest exists.

Procedures

1. Duty to Disclose. In connection with any actual or possible conflict of interest, an Interested Person
must disclose the existence of her or his Private Interest in, and the material facts relating to, a
proposed transaction or arrangement to the General Counsel or President considering the transaction or
arrangement.

2. Determination of the Existence of a Conflict of Interest. After disclosure of the Private Interest and the
material facts to the President or General Counsel, the President or General Counsel shall decide the
guestion of whether a conflict of interest exists or could reasonably be construed to exist.

3. Procedures for Addressing the Conflict of Interest. In the event that a determination is made under
Section 2 of this Article lll that a proposed transaction or arrangement presents, or could reasonably be
construed as presenting, a conflict of interest, the Corporation shall not enter into or otherwise approve
the transaction or arrangement except in compliance with the following procedures:

(a) An Interested Person may make a presentation to the President.

(b) The President shall, if appropriate, appoint a disinterested person or Committee to
investigate alternatives to the proposed transaction or arrangement.

(c) After exercising due diligence (including, to the extent reasonably deemed appropriate by
the President, the review of available recent comparable data), the President shall determine
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whether the Corporation can obtain, with reasonable efforts, a more advantageous
transaction or arrangement from a person or entity such that the transaction or arrangement
would not give rise to a conflict of interest.

(d) The President, after consideration of relevant factors, including without limitation, the
charitable mission of the Corporation, shall determine whether the transaction or
arrangement is in the Corporation’s best interest and for its own benefit and whether the
transaction is fair and reasonable to the Corporation and shall make its decision as to
whether to enter into the transaction or arrangement in conformity with such determination.

4. Violations of the Conflict of Interest Policy.

(a) If the President or General Counsel has reasonable cause to believe that an Interested Person
has failed to disclose an actual or possible conflict of interest, it shall inform the Interested
Person of the basis for such belief and afford the Interested Person an opportunity to explain
the alleged failure to disclose.

(b) If, after hearing the response of the Interested Person and making such further investigation
as may be warranted under the circumstances, the President and General Counsel
determines that the Interested Person has, in fact, failed to disclose an actual or possible
conflict of interest, they may, at their discretion, take:

(i) appropriate corrective action including ratifying or nullifying the transaction or
arrangement;

(i) appropriate disciplinary action, if any, against the Interested Person, up to and
including termination; and

(iii) any other action the President reasonably deems to be in the best interest of the
Corporation

Personal Use of Lesley Information
No employee of the Corporation shall take personal advantage of information she or he receives during
service to the Corporation. Any such person who obtains information that could be of personal benefit
shall refrain from taking action on such information until all issues have been reviewed by the General
Counsel and a determination is made that such personal use would not publicly harm or be financially
detrimental to the Corporation’s reputation and/or operation.
Miscellaneous
1. Records of Proceedings. A record of the proceedings shall contain:

(a) the names of the persons who disclosed or otherwise were found to have a Private Interest

in connection with an actual or possible conflict of interest, the nature of the Private
Interest, a description of any action taken to determine whether a conflict of interest was
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present, and the President’s or General Counsel’s decision as to whether a conflict of interest
in fact existed or could reasonably have been construed to exist; and

(b) the names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any actions taken in connection
therewith.

2. Use of Outside Experts. In complying with the Policy, the Corporation may, but need not, use outside
advisors with appropriate expertise. If outside experts are used, their use shall not relieve the President
or General Counsel of their responsibility for monitoring compliance with this Policy.

Revised: August 26, 2010

2.6 Conflict of Interest Policy -Trustees, Officers, and Key Employees (revised 5/14/09)

Purpose:

The purpose of this conflict of interest policy (the "Policy") is to protect the interest of Lesley University
("Lesley University," or the "Corporation") when the Corporation or any trustee, officer or employee of the
Corporation, acting on behalf of the Corporation, is contemplating entering into a transaction or arrangement
that might benefit the private interest of a trustee, officer or employee of the Corporation. It is the policy of
the Corporation to require its trustees, officers and employees involved in decision-making to honestly and
loyally serve the best interests of the Corporation to the exclusion of other interests and activities that are, or
may be, inconsistent with or injurious to the best interests of the Corporation. This policy is intended to
supplement but not replace: (a) any applicable federal or state laws governing conflicts of interest applicable
to nonprofit and charitable organizations; and (b) the federal "Intermediate Sanctions" rules of section 4958 of
the Internal Revenue Code of 1986, as amended.

Definitions:

1. Interested Person: Any trustee, officer, member of a committee of the board of trustees or key
employee (as such term may be defined by the board of trustees (the "Board") from time to time),
who has a direct or indirect Private Interest (as defined below) in a proposed transaction or
arrangement involving the Corporation.

2. Family Member: With respect to a person, (a) a spouse, parent, sibling or child of such person or (b) any
other individual (whether or not related by blood or marriage) living in the same household as such
person.

3. Private Interest: A person has a Private Interest if such person has a Financial Interest or Other Interest
(each as defined below).

(a) A person has a Financial Interest if the person has or anticipates having, directly or
indirectly, through the activities of such person or a Family Member of such person:

0] (Y)ownership or control of at least five percent (5%) of the equity or voting

interest of any entity with which the Corporation has or is contemplating a
transaction or arrangement;
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(i) a relationship as an officer, director, trustee, partner or lender of any entity with
which the Corporation has or is contemplating a transaction or arrangement; or

(iii)  a compensation arrangement with any entity or individual with which the
Corporation has or is contemplating a transaction or arrangement.

(iv) In addition, a person has a Financial Interest in the negotiation of any
compensation arrangement between such person and the Corporation. Compensation
includes direct and indirect remuneration as well as gifts or favors that are substantial in
nature.

(b) A person has an Other Interest if such person, or a Family Member of such person:

0] serves as a trustee, director, officer or employee of any entity with which the
Corporation has or is contemplating a transaction or arrangement;

(i) is a significant donor to any entity with which the Corporation has or is
contemplating a transaction or arrangement; or

(i) wields decision-making authority, whatever the person's formal title, in any entity
with which the Corporation has or is contemplating a transaction or arrangement.

A Private Interest is not necessarily a conflict of interest. Under Article Ill, Section 2 of this Policy, a
person who has a Private Interest does not have a conflict of interest within the meaning of this Policy
unless the Board or the appropriate committee decides that a conflict of interest exists.

Procedures

1. Duty to Disclose. In connection with any actual or possible conflict of interest, an Interested Person
must disclose the existence of her or his Private Interest in, and the material facts relating to, a
proposed transaction or arrangement to the Board or to the members of any committee with
Board-delegated powers (a "Committee") considering the transaction or arrangement.

2. Determination of the Existence of a Conflict of Interest. After disclosure of the Private Interest and the
material facts to the Board or Committee, the Board or Committee members shall discuss and vote
upon the question of whether a conflict of interest exists or could, in the opinion of such Board or
Committee members, reasonably be construed to exist. At the request of the chair of the Board or
Committee, or upon a majority vote of the Board or Committee members (excluding the Interested
Person), the Interested Person shall leave the Board or Committee meeting during such discussion
and/or vote. A majority vote of the Board or Committee members (excluding the Interested Person)
shall be required to determine that a conflict of interest exists or could reasonably be construed to exist.

3. Procedures for Addressing the Conflict of Interest. In the event that a determination is made under
Section 2 of this Article HI that a proposed transaction or arrangement presents, or could reasonably be
construed as presenting, a conflict of interest, the Corporation shall not enter into or otherwise approve
the transaction or arrangement except in compliance with the following procedures:

@ An Interested Person may make a presentation at the Board or Committee meeting.
Upon a majority vote of the Board or Committee members (excluding the Interested Person),
the Interested Person shall leave the meeting during the discussion of and/or the vote on, the
transaction or arrangement that results in the conflict of interest.

(b) Upon a majority vote of the Board or Committee members, the Board or Committee shall, if
appropriate, appoint a disinterested person or Committee to investigate alternatives to the proposed
transaction or arrangement.
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(c) After exercising due diligence (including, to the extent reasonably deemed appropriate by the
Board or Committee, the review of available recent comparable data), the disinterested members of the
Board or Committee shall determine whether the Corporation can obtain, with reasonable efforts, a
more advantageous transaction or arrangement from a person or entity such that the transaction or
arrangement would not give rise to a conflict of interest.
(d) The Board or Committee, after consideration of relevant factors, including without limitation,
the charitable mission of the Corporation, shall determine by a majority vote of the disinterested
members whether the transaction or arrangement is in the Corporation's best interest and for its own
benefit and whether the transaction is fair and reasonable to the Corporation and shall make its
decision as to whether to enter into the transaction or arrangement in conformity with such
determination, provided, however, that a Committee shall make such a determination only if such
determination is included in the power and authority delegated to the Committee by the Board.
4. Violations of the Conflict of Interest Policy.

@) If the Board or Committee has reasonable cause to believe that an Interested Person has
failed to disclose an actual or possible conflict of interest, it shall inform the Interested Person of the
basis for such belief and afford the Interested Person an opportunity to explain the alleged failure to
disclose.
(b) If, after hearing the response of the Interested Person and making such further investigation
as may be warranted under the circumstances, the Board or Committee determines that the
Interested Person has, in fact, failed to disclose an actual or possible conflict of interest, it may, at its
discretion, take (or, in the case of a Committee lacking such authority, may recommend that the
Board take):

0] appropriate corrective action including ratifying or nullifying the transaction

or arrangement;

(i) appropriate disciplinary action, if any, against the Interested Person, up to
and including termination; and

(iii)  any other action the Board reasonably deems to be in the best interest of
the Corporation.

5. Quorum. Interested Persons may be counted in determining the presence of a quorum at a meeting of
the Board or any Committee thereof which authorizes, approves or ratifies a transaction or
arrangement pursuant to this Policy.

Personal Use of Lesley Information

No trustee, officer or employee of the Corporation shall take personal advantage of information she or he
receives during service to the Corporation. Any such person who obtains information that could be of
personal benefit shall refrain from taking action on such information until all issues have been reviewed by
the Board and a determination is made that such personal use would not publicly harm or be financially
detrimental to the Corporation's reputation and/or operation. All Board information is considered
confidential unless the Board expressly acknowledges in writing that any such information is not confidential.

Miscellaneous

1. Records of Proceedings. The minutes of the Board and all Committees with Board-delegated powers
shall contain:
@) the names of the persons who disclosed or otherwise were found to have a Private Interest in
connection with an actual or possible conflict of interest, the nature of the Private Interest, a description
of any action taken to determine whether a conflict of interest was present, and the Board's or
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Committee's decision as to whether a conflict of interest in fact existed or could reasonably have been
construed to exist; and
(b) the names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any votes taken in connection therewith.
2. Compensation Committee. A voting member of any Committee whose jurisdiction includes
compensation matters and who receives compensation, directly or indirectly, from the Corporation
for services may not vote on matters pertaining to that member's compensation.
3. Use of Outside Experts. In complying with the Policy, the Corporation may, but need not, use outside
advisors with appropriate expertise. If outside experts are used, their use shall not relieve the Board of
its responsibility for monitoring compliance with this Policy.

Adopted by the Board of Trustees: May 14, 2009

2.7 Vendor Gift Policy (revised 7/1/10)

Employees may accept ordinary business courtesies, such as routinely-distributed advertising novelties
of insignificant value, or payment for a modest meal or event Bona Fide. If the value of the gift is
undetermined, it should be returned.

Any gift that is not an advertising novelty should be reported to the employee’s supervisor. Gratuities or
gifts of money to the employee, including gift certificates, cannot be accepted at any time and should be
returned immediately to the donor.

All employees are responsible for becoming familiar with and adhering to this policy. Additionally,
supervisors are responsible for ensuring that this policy is known by their employees and that all
employees are following it.

In the decision as to whether or not to accept any gift, employees should use proper business judgment
and avoid in all cases any actual conflict of interest or the appearance of any conflict. For example,
University officials are often offered goodwill gifts when on a mission abroad, visiting other domestic
institutions, or when officials from other institutions visit Lesley University. Because a refusal of a gift
could offend the hosting officials, such gifts may be accepted. If the gifts are of significant value (i.e.
greater than $100, consistent with IRS policy), they become the property of the University and should be
discussed with the head of the department.

Employees are encouraged to discuss proposed gifts with their supervisors or the General Counsel if
they are unsure of the appropriateness of the gift in question.

Guiding questions

If unsure whether accepting a gift would be appropriate, employees should ask themselves the following
questions:

- Is this gift related to a business purpose?
- Would | feel embarrassed if anyone from work or in my family knew | accepted such a gift?
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- Would | feel beholden to the vendor who gave me the gift?

- How would | feel if someone else | worked with accepted such a gift from a vendor?

2.8 Data Security Policy (revised 2/2/16)

Purpose

The purpose of the Data Security Policy (DSP) is to prevent identity theft by protecting the Personal
Information (defined below) of the members of the Lesley community. The DSP sets forth the procedure
for evaluating the electronic and physical methods of collecting, accessing, storing, using, transmitting,
protecting and, when appropriate, destroying Personal Information that Lesley stores, maintains, or
controls.

Members of the Lesley community must create effective administrative, technical, and physical
safeguards for the protection of Personal Information in compliance with our obligations under the
following laws and related regulations:

e M.G.L. ch. 93H (http://www.malegislature.gov/Laws/GeneralLaws/Partl/TitleXV/Chapter93h),
e M.G.L. ch. 93] (www.malegislature.gov/Laws/GeneralLaws/Partl/TitleXV/Chapter93i),
e 201 CMR 17.00 (http://www.mass.gov/ocabr/docs/idtheft/201cmr1700reg.pdf)

This DSP is implemented and enforced in conjunction with the University’s Password Policy
(http://support.lesley.edu/support/solutions/articles/100837-what-is-the-password), Acceptable Use
Policy (http://www.lesley.edu/policies/acceptable-use/), Privacy Policy
(http://www.lesley.edu/policies/privacy/), and FERPA Policy (http://www.lesley.edu/registrar/family-
educational-rights-and-privacy-act/), together with other University-wide policies.

Scope

This DSP covers all Personal Information that Lesley stores, maintains, or controls. Lesley takes steps to
identify and inventory all such information. If a member of the Lesley community becomes aware of
new sources of Personal Information, it should be reported immediately to the Data Security
Coordinator.

This DSP describes the limits and conditions on access to Personal Information by members of the Lesley
community, including from their computers and personal portable devices.

Personal Information

Under this DSP, "Personal Information" is any information in Lesley's control that contains the first name
or initial and last name of an individual in combination with any one or more of the following pieces of
information that relate to such individual: Social Security Number; driver’s license number or state-

issued identification number; financial account number or credit card number; or biometric indicator.

Personal Information can be found in employment applications, I-9 forms, student records, student
applications, etc.
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Other information may also be considered private, and members of the community are encouraged to
consider the protection of that information when accessing or transferring that information.

Data Security Coordinator

Lesley has designated its Chief Information Officer as the University’s Data Security Coordinator. The
Data Security Coordinator is responsible for overseeing compliance with the DSP and assisting members
of the Lesley community in protecting Personal Information and addressing potential breaches of
Personal Information.

If there are any questions about this policy or any concerns about protecting Personal Information,
please contact the Data Security Coordinator at 617-349-8541 or cio@Iesley.edu

The Data Security Coordinator will be responsible for and/or overseeing the following:

1.

identifying and assessing reasonably foreseeable internal and external risks to the security,
confidentiality, or integrity of all electronic, paper, or other records containing Personal
Information and evaluating and improving, where necessary, the effectiveness of all current

safeguards;
Training all employees about the DSP;
Assessing and testing the DSP’s safeguards and compliance with the DSP on a regular basis;

Ensuring that reasonable steps are taken to verify that third-party services providers with access
to Personal Information have the ability to protect such information in accordance with state

law and regulations;

Reviewing the scope of the DSP’s security measures annually or whenever there is a material
change in Lesley's business practices or changes in the law that may implicate the security or

integrity of records containing Personal Information;

Conducting periodic training sessions on the DSP for all members of the community who have
access to Personal Information. Tracking the attendance and training of those members on their

familiarity with Lesley's requirements for ensuring the protection of Personal Information;

Ensuring that physical and electronic access immediately ends for terminated/resigned
employees to records containing Personal Information, including deactivating all passwords and

user names that permit that employee access to records containing Personal Information;

Documenting actions taken when responding to incidents involving unauthorized access to or

use of Personal Information; and

In consultation with the Human Resources, recommending corrective and/or disciplinary
measures for violations of the DSP and implementing and documenting such measures as

appropriate.
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Meeting Current Security Requirements

To maintain data security as required under the law, members of the Lesley community will be required
to cooperate with a number of procedures:

1. Report any suspicious or unauthorized use of Personal Information.

2. Dispose of paper or electronic records (including records stored on hard drives or other
electronic media) containing Personal Information only in a manner that complies with M.G.L. c.
93I:

a. For paper: Personal Information must be either redacted, burned, pulverized, or

shredded so that Personal Information cannot practicably be read or reconstructed.

b. For electronic media and other non-paper media: Personal Information must be
destroyed or erased so that it cannot practicably be read or reconstructed.

3. Follow the procedures described here and in the University’s Password Policy, Acceptable Use
Policy, and FERPA Policy, if the department manages access to its own computer systems
containing Personal Information, and document actions taken.

4. Unless encrypted, avoid sending email messages that include anyone’s Personal Information and

avoid sending email messages that include any student's academic record.

5. Use encryption software on all portable devices such as laptops, thumb drives, and
smartphones.

6. Develop procedures for each department (bearing in mind the educational and operational
needs of that department) that ensure that reasonable restrictions on physical access to records
containing Personal Information are in place. Each department should have a written procedure
that sets forth the manner in which physical access to such records in that department is
restricted; and each department must store such records and data in locked facilities, secure
storage areas or locked containers.

7. Lesley will audit or monitor its computer systems and community members' activities on the
systems for, among other things, unauthorized use of or access to Personal Information.

8. Only permit members of the Lesley community to access Personal Information for educational

or operational reasons within the scope of their employment or affiliation with Lesley.

Security Requirements Regarding Terminated Employees

When an employee leaves employment at Lesley, his or her immediate supervisor or manager is
required to ensure that the employee complies with the following:

1. Return all records containing Personal Information in any form that may be in employee's
possession at the time of such termination (including all such information stored on laptops
or other portable devices or media, and in files, records, work papers, etc.).

2. Cease physical and electronic access to Personal Information held by Lesley.
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3. Surrender all keys, IDs, access codes or badges, business cards, and any other property that
permits access to Lesley's premises or information.

4. Cease remote electronic access to Lesley's computer systems which contain Personal
Information and cease use of Lesley voicemail and internet access, unless written
authorization is obtained to do so.

5. Cease having access to Lesley's digital environment or any services accessed with Lesley
employee credentials. Terminated employees who are also students or alumni or
retired/emeritus faculty and/or retired staff who meet the eligibility criteria will retain
access to their Lesley student email account and will retain the privilege of access to the

Lesley network, which does not include access to Personal Information.

Duties of Lesley Community Members

1. Members of the Lesley community are prohibited from disclosing Personal Information to
any unauthorized person or in any unauthorized manner.

2. Members of the Lesley community should review the DSP annually and upon request
acknowledge doing so to Human Resources.

3. Members of the Lesley community must participate in training sessions when required by
the Data Security Coordinator and must certify their attendance.

4. Members of the Lesley community must report as soon as known, regardless of time or
place, the loss or theft of any laptop, PDA, CD, or other portable electronic device that
either contains Personal Information or would allow access into Lesley's computer system to
the Data Security Coordinator.

5. Members of the Lesley community must immediately report to the Data Security
Coordinator (a) any loss, theft, or disclosure to an unauthorized person or entity of Lesley
community member information or Personal Information, (b) any suspicious or
unauthorized use of Lesley community member information or Personal Information, and (c)
any situations where Lesley community member information or Personal Information is not
protected as required under this DSP.

6. Members of the Lesley community who send Personal Information electronically within
Lesley's network are required to do so in password protected files. However, before sending
Personal Information wirelessly or over the public internet, it must first be encrypted.
Contact Information Technology for details on encrypting files.

7. Members of the Lesley community who transport Personal Information on a laptop or other
portable device must do so only where such information is encrypted, to the extent
technologically feasible.

8. Members of the Lesley community must alert the Data Security Coordinator if they become
aware of any new source or kind of Personal Information that Lesley stores, maintains, or

controls.
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10.

11.

12.

13.

14.

15.

16.

17.

Members of the Lesley community must limit the amount of Personal Information collected
to that amount reasonably necessary to accomplish Lesley's legitimate business purposes or
to comply with state or federal regulations.

Members of the Lesley community must limit access to records containing Personal
Information to those persons who are reasonably required to know such information to
accomplish Lesley's legitimate business purposes or to enable Lesley to comply with other
state or federal regulations.

Members of the Lesley community must secure open files containing Personal Information
on their desks when they are not at their desks.

Members of the Lesley community must assist and participate in any post-incident reviews
and actions taken.

At the end of the work day, employees must secure all files and other records containing
Personal Information in locked file cabinets or electronically secured in a way that access
can only be achieved by authorized users with a password.

Members of the Lesley community must ensure that all paper records containing Personal
Information are discarded in shredding containers or by shredding. They are not to be
thrown in the regular or recycled trash receptacles or discarded off-site in any manner.
Members of the Lesley community must refrain from submitting their own or others'
Personal Information to Lesley unless requested to do so by Lesley or an authorized person.
Members of the Lesley community must immediately report to the Data Security
Coordinator if they are the victims of identity theft or any unauthorized use of their Personal
Information (where there is no explanation for the unauthorized use or the unauthorized
use is known not to be related to Lesley).

Members of the Lesley community are encouraged to make recommendations to the Data

Security Coordinator about ways in which Lesley can better protect Personal Information.

Lesley will impose corrective and/or disciplinary measures for all violations of this DSP, up to and
including dismissal from the university.

This DSP shall remain in effect until such time the University and/or specific State or Federal rules and
regulations that govern the DSP indicate a change in the policy, procedures or law.

Office responsible for this policy: Data Security Coordinator

Revised on February 2, 2016
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2.10 Discrimination, Harassment, and Sexual Violence Policy (8/11/17)

Purpose: To define, prevent, and respond to discrimination and harassment, including sexual violence.
This Policy reflects the University’s compliance with Title IX and other federal and state laws.

Scope: Lesley University community, including faculty, adjunct faculty, staff, students, alumni/ae,
vendors, contractors, consultants, guests, and visitors.

Policy Statement: Lesley University respects the dignity of every individual and expects members of the
community to respect each other. The University’s Community Standards of Conduct
(http://www.lesley.edu/policies/community-standards-of-conduct/) describes the University’s general
expectations of conduct. Violations of this Policy are also violations of the Community Standards of
Conduct.

Lesley forbids discriminatory or harassing conduct that is based on an individual's race, ethnicity, color,
religion, gender, national origin or ancestry, age, physical or mental disability, pregnancy or parental
status, sex, sexual orientation, gender identity, gender expression, genetic information, veteran or
military status, membership in Uniformed Services, and all other categories protected by applicable
state and federal laws (together, “protected categories”).

This Policy addresses the University’s aim to provide an environment that is free of discrimination and
harassment on the basis of protected categories, including sexual harassment and sexual violence.
Discrimination and harassment undermine the basic principles of the Lesley community, and are strictly
prohibited. Some forms of discrimination and harassment are also unlawful and carry criminal penalties.

Sexual harassment, sexual violence, domestic violence, dating violence, or stalking committed by
students or employees, whether on or off campus, or by any individual on Lesley's campus or within its
programs or activities, violates this Policy.

Through this Policy, Lesley intends to provide broader protections from discrimination and harassment
than are afforded by state or federal laws. Accordingly, Lesley may take disciplinary or corrective
actions pursuant to this policy for discriminatory or harassing misconduct which does not rise to the
level of a violation of law.

Definitions:

Discrimination is defined as treating individuals or groups less favorably in the terms or conditions of
their employment or education on the basis of their membership in one or more of the protected
categories listed above.

Harassment is defined as verbal, physical, or other conduct such as threats, physical force, slurs,
bullying, cyber bullying, stalking, discriminatory treatment, or other conduct related to an individual's
membership in one or more of the protected categories that has the purpose or effect of:

e Causing a reasonable person to feel humiliated or intimidated;

e Unreasonably impeding or interfering with academic status, academic performance, education,
work status, or work performance;
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Unreasonably creating an intimidating, offensive, or hostile environment in the residential hall,
learning environments such as the classroom, work environment, or cyber environment;
Interfering substantially with an individual's participation in the University community; and/or
Causing a reasonable person to fear for his or her safety or the safety of others or suffer
substantial emotional distress.

Stalking means engaging in a course of conduct directed at a specific person (on the basis of the
person’s membership in one or more of the protected categories) that would cause a reasonable person
to fear for his or her safety or the safety of others or suffer substantial emotional distress. For purposes
of this definition:

Course of conduct means two or more acts, including, but not limited to, acts in which the
stalker directly, indirectly, or through third parties, by any action, method, device, or means,
follows, monitors, observes, surveils, threatens, or communicates to or about a person, or
interferes with a person’s property.

Reasonable person means a reasonable person under similar circumstances and with similar
identities to the victim.

Substantial emotional distress means significant mental suffering or anguish that may, but does
not necessarily, require medical or other professional treatment or counseling.

Sexual harassment is a type of harassment and a form of discrimination based on gender, defined as
unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct of a
sexual nature when:

Submission to or rejection of such conduct is made, either explicitly or implicitly, a term or
condition of an individual's academic advancement, employment, or participation in Lesley's
programs or activities;

Submission to or rejection of such conduct by an individual is used as a basis for academic or
employment decisions affecting such individual, or decisions affecting such individual's
participation in Lesley's programs or activities; or

Such conduct has the purpose or effect of creating a hostile environment — that is, unreasonably
interfering with an individual's work, academic performance, education, or participation in
Lesley's programs or activities.

Sexual harassment may occur regardless of the intention of the person engaging in the conduct. Sexual
harassment may occur regardless of whether the individuals involved are of the same or a different

gender.

While it is not possible to list all circumstances that may constitute sexual harassment, the following are
some examples of conduct which may, depending upon the circumstances, constitute sexual
harassment:

Sexual advances — whether they involve physical touching or not.

Requests or demands for sexual favors, accompanied by implicit or explicit promised rewards or
threats concerning an individual's admission, advancement, academic decisions, grades, job
benefits, evaluations and reviews, salary, promotions, health and welfare benefits or continued
employment.

Unwelcome jokes, verbal abuse, comments, conduct, or innuendo of a sexual nature.
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o Use of sexual epithets, verbal or written references to sexual conduct, gossip regarding an
individual's sex life, or comments concerning an individual's body, sexual activity, deficiencies, or
prowess.

e Displaying sexual objects, pictures, or cartoons.

e Offensive, suggestive, or obscene letters, notes, emails, and invitations of a sexual nature.

e Leering, patting, grabbing, pinching, and brushing against the body, sexual gestures, or
suggestive or insulting comments.

e Inquiries into an individual's sexual activities.

e Assault or coerced sexual acts.

Romantic or sexual relationships between individuals who are also in employment, academic, or
professional relationships are inherently problematic, and in some cases are prohibited. Romantic or
sexual relationships between students and employees (including faculty) are prohibited. For detailed
information, please refer to Lesley University's Unequal Consensual Relationships Policy.

Sexual violence is a form of sexual harassment. Sexual violence means having sexual contact with
someone who does not consent to the sexual contact.

Consent means an affirmative, voluntary, mutual agreement to have sexual contact. Consent must be
expressed by outward demonstration, verbally or non-verbally, through mutually understandable words
or actions. Consent means agreeing to or participating in a particular sexual activity without any
coercion, force, fear, or intimidation.

Silence or lack of resistance does not constitute consent. Consent can be revoked at any time; a person
can change her or his mind about continuing with the sexual contact. Revocation of consent must be
expressed by outward demonstration, verbally or non-verbally, through mutually understandable words
or actions. Neither past consent nor prior consensual sexual activity, by itself, constitutes consent to
future sexual contact.

Consent can never be given by someone who is

under the statutory age of consent (in Massachusetts, that means under the age of 16),
asleep,

unconscious, or

incapacitated due to drugs, alcohol, or any other cause.

It is against the law and against University policy to have sexual contact with someone who does not
give her or his consent or who is incapable of giving consent.

Sexual violence may occur regardless of the intention of the person engaging in the conduct. Sexual
violence may occur regardless of whether the individuals involved are of the same or a different gender.

Massachusetts law states: “Whoever has sexual intercourse or unnatural sexual intercourse with a
person, and compels such person to submit by force and against his will, or compels such person to
submit by threat of bodily injury and if either such sexual intercourse or unnatural sexual intercourse
results in or is committed with acts resulting in serious bodily injury, or is committed by a joint
enterprise, or is committed during the commission or attempted commission of an offense...shall be
punished by imprisonment in the state prison for life or for any term of years.”
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While it is not possible to list all circumstances that may constitute sexual violence, the following are
some examples of conduct which may constitute sexual violence:

e Unwanted physical touching
e The threat of sexual violence
e Sexual coercion (harassment, bullying, or coercion of a sexual nature)
e Sexual battery (physical violence such as bruising or forceful detainment)
e Rape or coerced sexual acts (non-consensual penetration of any kind)
e Sexual assault is an offense that meets the definitions of rape, fondling, incest, or statutory rape.
0 Rape: The penetration, no matter how slight, of the vagina or anus with any body part
or object, or oral penetration by a sex organ of another person, without the consent of
the victim.
0 Fondling: The touching of the private body parties of another person for the purpose of
sexual gratification, without the consent of the victim.
0 Incest: Sexual intercourse between persons who are related to each other within the
degrees wherein marriage is prohibited by law.
0 Statutory rape: Sexual intercourse with a person who is under the statutory age of
consent (which is age 16 in Massachusetts).

As used in this policy, the term sexual violence is broader than the statutory definitions for the crimes of
sexual assault, sexual battery, sexual coercion, and rape, which are also prohibited by this policy.
Consequently, a person found not guilty of a crime of sexual violence, such as rape, could still be found
to have violated Lesley's policy against sexual violence.

Domestic violence means violence committed by

e acurrent or former spouse or intimate partner of the victim,

e aperson with whom the victim shares a child in common,

e aperson who is cohabitating with or has cohabitated with the victim as a spouse or intimate
partner,

e aperson similarly situated to a spouse of the victim under state domestic or family violence
laws, or

e any other person against an adult or youth victim who is protected from that person’s acts
under the domestic or family violence laws of the jurisdiction.

Dating violence means violence committed by a person who is or has been in a social relationship of a
romantic or intimate nature with the victim and where the existence of such a relationship shall be
determined based on the reporting party’s statement and based on a consideration of the following
factors:

e the length of the relationship;

e the type of relationship; and

e the frequency of interaction between the persons involved in the relationship.

Dating violence includes, but is not limited to, sexual or physical abuse or the threat of such abuse.
Dating violence does not include acts covered under the definition of domestic violence.

Reporting an Incident
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Who can submit a complaint, who must report a complaint, and against whom may a complaint be
submitted?

A discrimination or harassment complaint may be submitted by an employee or student.

A complaint may be filed against anyone in the Lesley community: faculty, adjunct faculty, staff,
students, alumni/ae, vendors, contractors, consultants, guests, and visitors. The University follows the
Complaint Resolution Procedures in reviewing such complaints. In certain circumstances, the Director
may proceed with an investigation even if no written complaint is filed.

All employees (faculty, adjunct faculty, and staff) must report to at least one of the people or offices
listed below if they witness or receive complaints of discrimination and harassment, including sexual
violence.

e In cases alleging sexual violence, employees are considered “responsible employees” under
federal guidance.

e However, certain employees in the student Counseling Center and the student Health Service
Center have obligations of confidentiality and therefore are not “responsible employees” and
are not required to make such reports.

The University requires employees and encourages students to notify at least one of the people or
offices listed below about discrimination or harassment at field training sites or internship sites.

The University encourages former employees, former students, and third parties, who have information
about possible misconduct by members of the Lesley community or on the Lesley campus, to inform at
least one of the people listed below so that the University may consider the information in assessing
whether to take preventive or corrective action.

The Complaint Resolution Procedures do not apply to information submitted by or against persons who
are not employees or students, unless the University in its discretion finds it appropriate to apply the
Complaint Resolution Procedures in a particular set of circumstances.

The University retains the right to determine whether to address a report of misconduct outside of the
Complaint Resolution Procedures in circumstances when the safety of the University community is at
risk, if the material facts are undisputed, if there are extenuating circumstances involving any of the
persons involved, or if the Dean of Student Life/Interim Title IX Coordinator, in consultation with
appropriate administrators, determines it is in the best interest of the University and/or the community
to do so.

Report incidents of discrimination, harassment, or sexual violence to any one of the following people
or offices:

Ms. Michelle Polowchak

Associate Vice President, Human Resources
29 Everett Street

Cambridge MA 02138
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617.349.8785
Email: Michelle.Polowchak@lesley.edu

Dr. Nathaniel G. Mays

Dean of Student Life and Academic Development and Interim Title IX Coordinator
29 Everett Street

Cambridge MA 02138

617.349.8539

617.894.2765 (cell)

Email: nmays@lesley.edu

Ms. Marylou Batt

Vice President of Administration
29 Everett Street

Cambridge MA 02138
617.349.8564

Email: marylou.batt@Iesley.edu

Public Safety Office

34 Mellen Street

Cambridge, MA 02138

617.349.8888

Email: publicsafetysupervisors@live.lesley.edu

Reports of harassment and sexual violence may also be made to the police at 911.

All members of the Lesley University community who experience or witness an incident of sexual
harassment, sexual violence, domestic violence, dating violence, or stalking are encouraged to report
such incident. As noted above, all employees must make a report if they witness or receive a complaint
of any such incident, and must do so immediately.

Lesley University encourages everyone to report discrimination and harassment immediately; delayed
reporting may diminish the University's ability to investigate and respond effectively to the report.
Lesley takes steps to provide a prompt and effective response to all reports of sexual violence about
which it becomes aware, whether or not a complaint is filed. All complainants receive written
notification of their rights under Lesley University policy.

Lesley University assists complainants in notifying law enforcement authorities if they choose to do so.
Complainants have the right not to notify law enforcement authorities; however, the University may in
some cases have an obligation to report certain incidents to law enforcement authorities. Preserving
evidence may be important to future criminal, civil, or disciplinary proceedings, including, where
necessary, obtaining protection orders.

Support Services and Resources

In addition to the persons and offices noted above, the University offers a variety of support services
and other resources to students and employees, and other support services and resources are available
off campus in the Cambridge area as well. Please see Appendix A.
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Employee Responsibility

Any employee who witnesses an incident or receives a complaint of discrimination or harassment,
including but not limited to an incident of sexual harassment, sexual violence, domestic violence, dating
violence, or stalking, must immediately contact any of the University officers listed above.

Accordingly, an employee’s failure to report discrimination or harassment may warrant disciplinary
action, up to and including dismissal from employment at the University. An employee’s failure to report
may also lead to personal liability under law.

However, certain employees in the Counseling Center and Health Services are confidential resources,
are exempt from this requirement, and will not share information reported to them without a legal
exception or explicit permission.

Students

Everyone at Lesley University has the responsibility to ensure that our environment is free from
discrimination and harassment. We expect members of our community to avoid any behavior that could
reasonably be interpreted as discriminatory or harassing, and to report any observations of
discrimination or harassment.

Any student who witnesses discrimination or harassment, including but not limited to an incident of
sexual harassment, sexual violence, domestic violence, dating violence, or stalking, should contact any
of the University officers listed above or any member of the office of Residential Life, coaches, athletic
director, or any member of the staff of the Dean of Student Life and Academic Development.

Any student who believes that he or she has been subject to discrimination or harassment, including but
not limited to an incident of sexual harassment, sexual violence, domestic violence, dating violence, or
stalking, should contact any of the University officers listed above or any member of the office of
Residential Life, coaches, athletic director, or any member of the Dean of Student Life and Academic
Development staff.

Confidential Resources

Lesley provides students and employees with access to support services that are strictly confidential.
Certain employees in the Counseling Center and Health Services have been designated as confidential
resources and are exempt from the mandatory reporting requirements of this Policy. Unless required by
law, confidential resources must not share private information reported to them without explicit
permission. For more information, please see the Sexual Misconduct Confidential Reporting Resources
page on Lesley’s website here: https://www.lesley.edu/sites/default/files/2017-05/Title-IX-Sexual-
Misconduct-Confidential-Reporting-Resources-December-2016.pdf

Investigation of Complaints, Interim Measures, and Corrective Action

Investigations

When Lesley receives a complaint, it promptly, thoroughly, and impartially investigates the matter in a
fair and expeditious manner. Lesley investigates to determine what occurred and then takes appropriate
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steps to resolve the situation. For detailed information on the procedure, including how to file a
complaint and the steps of the investigation process, please refer to Lesley University's Complaint
Resolution Procedure.

The University will investigate all incidents occurring on Lesley University property. Further, the
University will investigate all incidents involving University sponsored programs or University vehicles
regardless of whether the incidents occur on University property.

With respect to complaints of sexual harassment, sexual discrimination, sexual violence, domestic
violence, dating violence, and stalking, persons who have received relevant annual training will
investigate the complaints, make findings, and determine sanctions, if any. Findings are determined
according to a preponderance of the evidence standard (i.e. more likely than not).

An investigation by the University is different from any police or government investigation, and a police
or government investigation does not relieve the University of its independent obligation to investigate
the conduct under Title IX or this Policy.

Interim Measures

As described in more detail in the Complaint Resolution Procedure, the University may decide to take
interim safety measures during an investigation, such as involuntary removal and no-contact orders, or
to take other restorative and preventative measures, such as education, training, monitoring,
supervision, security, academic support, physical health and mental health services, counseling, etc.

Corrective Actions

If the University determines that this Policy was violated, the University may impose sanctions including
but not limited to no-contact orders, suspension, or dismissal from the University, and mandatory
education or counseling, in addition to any criminal penalties pursued by the state and law
enforcement. In addition, the University cooperates in the enforcement of protective orders, no-
contact orders, restraining orders, or similar orders issued by a criminal or civil court.

The University takes steps to prevent the recurrence of any discrimination or harassment and to remedy
its effects on the complainant and others, as appropriate.

Where possible, the University will assist persons complaining of domestic violence, dating violence,
sexual assault, or stalking by separating the parties. Where feasible and warranted, the University will
also seek to change academic, living, transportation, and work situations at the complainant’s request.
The University may also take other steps such as approving leaves of absence and extensions on
assignments or requiring training and counseling. Such accommaodations are available regardless of the
complainant’s choice to report the crime to the University or local law enforcement, and any
information about such accommodations or protective measures will be kept confidential to the extent
such confidentiality does not impair the University’s ability to provide the accommodations.

Duty of Good Faith

Lesley University prohibits any member of the Lesley community from knowingly or recklessly bringing a
false complaint against another member of the Lesley community. Any such action can lead to
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disciplinary action, up to and including expulsion from the University or dismissal from employment with
the University.

Protection against Retaliation

Retaliation is unlawful. Lesley University does not permit retaliation against any individual who makes a
report pursuant to this policy or who cooperates in the investigation of such reports.

Any student found to be engaging in retaliation will be subject to disciplinary action, up to and including
dismissal from Lesley University.

Any employee found to be engaging in retaliation will be subject to disciplinary action, up to and
including dismissal from employment at Lesley University.

Confidentiality and Use of Information:

Reasonable efforts will be made to protect the privacy and confidences of all parties during the
investigation, consistent with and subject to the University’s need to investigate the complaint and/or
implement any corrective action. Lesley will make reasonable efforts to investigate and respond to the
complaint consistent with a Reporter’s request for confidentiality or request not to pursue an
investigation. If a Reporter insists that the Reporter’s name or other identifiable information not be
disclosed to the Respondent or others, Lesley’s ability to respond may be limited.

However, Lesley will evaluate requests for confidentiality and may share information or take action in
order to assist the Reporter or the University community.

Information gathered during one investigation may be used in other investigations at the discretion of
the University.

State and Federal Resources: Students and employees are encouraged to report claims internally.
However, individuals may choose to file a complaint with the government agencies set forth below.

e Cambridge Police Department
125 Sixth Street, Cambridge MA 02142
Emergency 911
Sexual Assault Hotline 617.349.3381
617.349.3300

¢ Massachusetts Commission Against Discrimination (MCAD)
One Ashburton Place, Room 601, Boston MA 02108
617.727.3990

e The United States Equal Employment Opportunity Commission (EEOC)
One Congress Street, Room 1001, Boston MA 02114
617.565.3200

e Office of Civil Rights ("OCR") - Boston Office
US Department of Education, 9th Floor, 5 Post Office Square, Boston, MA, 02109-3921
617.289.0111
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Please note that the timing and conditions of the University's investigation may be affected by external
factors beyond its control, including lawsuits and investigations by law enforcement agencies.

Lesley University is an equal opportunity, affirmative action educator and employer. The foregoing
Discrimination, Harassment, and Sexual Violence Policy is not intended to create a contract between
Lesley and its students, employees, or other persons. Lesley reserves the right to amend or revoke its
policies at any time without notice.

Approved by:

Jeff A. Weiss

President

History: Issued — 1987
Revised — June 1, 2009
Revised — November 18, 2010
Revised — May 17, 2012
Revised — August 23, 2013
Revised — February 27, 2014
Revised — July 7, 2014
Revised — October 1, 2014
Revised — June 30, 2016
Revised — August 11, 2017

Responsible Officials: The Associate Vice President, Human Resources and the Dean of Student
Life/Interim Title IX Coordinator
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Appendix A

Emergency and Support Resources — Sexual Violence
24- Hour Support Services
Police cambridgema.gov/cpd 911/617.349.3381
Lesley Public Safety Office lesley.edu/public-safety/ 617.349.8888
Cambridge Police Sexual Assault Hotline
cambridgema.gov/cpd/policeunits/supportservicesdivision/sexualassaultunit.aspx  617.349.3381

Cambridge Hospital challiance.org 617.665.1429
Beth Israel Deaconess Hospital bidmc.org 617.667.7000
Boston Area Rape Crisis Center (BARCC)  barcc.org 617.492.RAPE(7273)/ 800.841.8371
Fenway Health Violence Recovery Program for leshian, gay,
bisexual, and transgender survivors fenwayhealth.org 617.927.6250
Planned Parenthood plannedparenthood.org/ 800.258.4448
Campus Support Services
Students
Student Counseling Center lesley.edu/student-counseling/ 617.349.8545
Student Health Services  lesley.edu/students/health-wellness-safety/undergraduate-health-services
617.349.8222
Dean for Student Life and Academic Development  lesley.edu/student-life/ 617.349.8539
Student Disability Services lesley.edu/disability-services/ 617.349.8572
Student Residential Life Services lesley.edu/residence-life/ 617.349.8585
Employees

Associate Vice President, Human Resources lesley.edu/faculty-staff/fhuman-resources/office-of-human-
resources 617.349.8785
Employee Assistance Program cignabehavioral.com 800.538.3543

Campus Complaints and Investigations
Dean of Student Life / Interim Title IX Coordinator  lesley.edu/student-life/  617.349.8539 or 617-894-2765
Associate Vice President, Human Resources lesley.edu/faculty-staff/fhuman-resources/office-of-human-
resources 617.349.8785

Vice President for Administration marylou.batt@lesley.edu 617.349.8564
Government Agencies

Mass. Commission against Discrimination mass.gov/mcad/ 617.727.3990

U.S. Equal Employment Opportunity Commission eeoc.gov/ 617.565.3200

U.S. Dept. of Education Office of Civil Rig