ACKNOWLEDGMENT OF RECEIPT OF BENEFITS INFORMATION AND
ORIENTATION PACKAGE

This acknowledges receipt of the Sarah Lawrence College Benefits Information and
Orientation Package.
I understand that this package describes only general information about the College and
its policies related to my employment. I understand that more comprehensive
information is available in the college’s on-line manual at the college’s website at
http://www.slc.edu/human-resources/index.php.
Since the information, policies and benefits described in the package are subject to
change, I acknowledge that revisions may be made at the discretion of the College. It is
my responsibility to check the college’s website at http://www.slc.edu/humanresources/index.php for updated information.
PDF versions of the Personnel Manual and the Faculty Handbook are available on
MySLC.
I further understand that any revised information will supercede, modify or eliminate
parts of the current contents of the package. It is my responsibility to insert updates if
they are distributed to me in hard copy, or to review changes as I am alerted to them.
It is my responsibility to read and understand the contents of this package and the on-line
employment and benefits information. I further understand that I may consult the
members of the Human Resources Office in case I have questions about any employment
or compensation issues.

_____________________________
Employee’s Print Name

_____________________________
Employee’s Signature

_____________________
Date

Sarah Lawrence College Principles for Mutual Respect
•

As a community, we respect those with whom we live, learn and
work at Sarah Lawrence College: students, staff, and faculty.

•

We aspire to work with integrity and honor.

•

We foster honest inquiry, free speech and open discourse. We seek
wisdom with understanding.

•

We embrace our diversity in all its dimensions.

•

We respect one another’s privacy and honor personal boundaries.

•

We are responsible and respectful in all of our communications.

•

We work to keep our campus and its natural environment a
beautiful and welcoming place, and to leave it in a better state
than we found it.

•

We endeavor to inflict no harm on one another, in word or deed.

•

As a community, we strive to support one another in upholding
these principles.

DEPARTMENT OF PUBLIC SAFETY & SECURITY
EMERGENCY NOTIFICATION
Sarah Lawrence College strongly urges everyone to sign up for its emergency notification system.
Sarah Lawrence College uses Rave Mobile Safety for its emergency notification system. Rave is one of the
largest and most respected providers of emergency alert systems to colleges throughout the United States.
Rave Mobile Safety is able to deliver messages to your Sarah Lawrence email address and your cell phone.
All students, staff and faculty are automatically placed into the system (as long as the college’s IT
department has your cell phone #) and do not need to manually input their data.
Visitors/vendors/summer conference participants can also temporarily join the system by texting into it. Once
they join, they will receive alert messages for up to 90 days. Should they want to leave the system before 90
days, all they need to do is text the word stop. It is also possible to renew for another 90 days. If you know
someone who will be visiting the campus and they would like to temporarily receive emergency text messages
from the college, please give them the instructions below:
To text into the system
Text SLCALERT (one word, not case sensitive) to 67283
To text out of the system
Text STOP (not case sensitive) to 67283
Please email the College’s AVP of Public Safety at mbrewster@sarahlawrence.edu if any of the following
apply to you:
1. You want to opt out of the system.
2. You are presently not in the system, but would like to join.
3. You would like to change any of your data in the system.

SIGN UP NOW!
SECURITY AND FIRE REPORT
The Higher Education Act requires colleges to publish a yearly security and fire report. This report includes
statistics for the previous three calendar years concerning reported crimes that occurred on campus, in certain
off-campus buildings or property owned or controlled by Sarah Lawrence College, and on public property
within, or immediately adjacent to and accessible from, the campus.
The report includes institutional policies concerning campus security, such as policies concerning sexual
assault, emergency procedures, missing students, and other matters. Fire statistics and a description of the
fire system for each on-campus student housing facility can also be found in the report. You can access the
latest Security and Fire Safety Annual Report at www.slc.edu/security.
The College’s crime and fire statistics can also be found at the US Department of Education’s Website at
http://ope.ed.gov/security. You can obtain a hard copy of this report by contacting the security office at (914)
395-2385.

Updated 6/26/2018

Notice of Employee Rights Under
NYS Sick & Safe Leave
New York State law sets the minimum requirements for sick leave. Your employer’s leave policies may
already meet or exceed the requirements of the law. You have a right to be given this notice in English,
and Spanish and, if available on the New York State Department of Labor website, your primary language.
For more information, including Frequently Asked Questions, visit https://www.ny.gov/new-york-paidsick-leave/new-york-paid-sick-leave#amount-of-leave
Employers with one hundred or more employees in New York State must provide paid sick leave.
Employers covered by New York State Sick and Safe Leave Law must provide this notice to new employees
when they begin employment and to existing employees.
YOU HAVE A RIGHT TO SICK LEAVE, WHICH YOU CAN USE FOR THE CARE AND
TREATMENT OF YOURSELF OR A FAMILY MEMBER.
Amount of Sick Leave
Your employer must provide up to 56 hours of sick leave every consecutive 12-month period. Your
employer’s year is: Start of Year: June 1 End of Year: May 31.
Rate of Accrual
You will accrue sick leave at the rate of one hour for every 30 hours worked, up to a maximum of 56 hours
of sick leave per year.
Date Accrual Begins
You begin to accrue sick leave on July 1 or on your first day of employment, whichever is later.
Date Sick Leave is Available for Use
Sick leave is available for use immediately upon accrual of time.
Acceptable Reasons to Use Sick Leave
•
•

•
•

An employee's own mental or physical illness, injury or health condition or need for medical
diagnosis, care, or treatment of a mental or physical illness, injury or health condition or need for
preventative medical care.
Care of a family member who needs medical diagnosis, care, or treatment of a mental or physical
illness, injury, or health condition or who needs preventative medical care. Family members are
defined under the Act as an employee's child, spouse, domestic partner, parent, sibling,
grandchild, grandparent, or the child or parent of an employee's spouse or domestic partner.
Closure of an employee's place of business by order of a public official due to a public health
emergency or such employee's need to care for a child whose school or childcare provider has
been closed by order of a public official due to a public health emergency.
An employee or an employee’s family member may be the victim of any act or threat of domestic
violence or unwanted sexual contact, a family offense, stalking, or human trafficking, and the
employee needs to take actions necessary to restore the physical, psychological, or economic
health or safety of the employee or their family members or to protect those who associate or
work with the employee, including to:
o Obtain services from a domestic violence shelter, rape crisis center, or other services
program

o
o
o
o
o

Participate in safety planning, relocate, enroll a child in a new school or take other actions
to protect their safety or that of their family members
Meet with an attorney or social service provider to obtain information and advice related
to custody; visitation; matrimonial issues; orders of protection; immigration; housing;
and discrimination in employment, housing, or consumer credit
File a complaint or domestic incident report with law enforcement or meet with a district
attorney’s office.
Enroll children in a new school.
Take any other actions necessary to ensure the health or safety of the employee or the
employee’s family member or to protect those who associate or work with the employee.

Family Members
The law recognizes the following as family members:
•
•
•
•
•
•
•
•

Child (biological, adopted, or foster child; legal ward; or child of an employee standing in loco
parentis)
Grandchild
Spouse
Legal domestic partner
Parent
Grandparent
Child or parent of an employee’s spouse or domestic partner
Sibling

Advance Notice
If the need is foreseeable, your employer can require notice of your intention to use sick leave. If the need
is unforeseeable, your employer may require you to give notice as soon as practicable.
Documentation
Your employer can require documentation for a health care provider if you use more than three
consecutive workdays as sick leave. Employers may not require the health care provider to specify the
medical reason for sick leave.
Unused Sick Leave
Up to 56 hours of unused sick leave can be carried over to the next year. However, your employer is only
required to let you use up to 56 hours of sick leave per year
YOU HAVE A RIGHT TO BE FREE FROM RETALIATION FROM YOUR EMPLOYER FOR
USING SICK LEAVE
Your employer cannot retaliate against you for:
•
•
•
•

Requesting and using sick leave;
Filing a complaint for alleged violations of the law;
Participating in an administrative proceeding regarding an alleged violation of the law;
Informing another person of that person’s potential rights under the law.

Retaliation includes any threat, discharge, suspension, demotion, reduction of hours, reporting or
threating to report an employee’s suspected citizenship or immigration status, or the suspected
citizenship or immigration status of a family member of the employee to a federal, state, or local agency.

SMOKE FREE ENVIRONMENT
Sarah Lawrence College is committed to providing a smoke-free environment for students,
faculty, staff and visitors.
Effective August 1st, 2015 Sarah Lawrence College has maintain an environment where
students, employees, and visitors are not exposed to secondhand smoke.
Smoking is prohibited on all College-owned and managed property, both indoors and
outdoors.
This policy will apply to all members of the College community including but not limited to
students, faculty, staff including those employed through contract agencies or outside trade
unions, contractors, vendors and contracted parties. In addition, this policy will apply to all
guests, visitors and any other individual while on College property.
Health risks associated with smoking are well documented. The U.S. Surgeon General Report
(2006) concluded that there is no safe level of exposure to second hand smoke. This policy
respects the rights of all individuals to live, learn and work in a smoke-free, healthy
community environment

Updated, September 29, 2021
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IMPORTANT POLICIES AND PROCEDURES
The policies and procedures listed below are available on the college’s website under Human
Resources at: https://my.slc.edu/ICS/Employee_Info/Policies_and_Procedures/
•
•
•

*NEW* 2022 FACULTY/STAFF ACKNOWLEDGEMENT PROGRAM FAQ
Employee COVID-19 Vaccination Policy *NEW*
Acceptable Computer and Network Use

•
•
•
•
•
•

Background Check Policy
Bias Related Incidents and Crimes
Breastfeeding Guidelines
Children on Campus
Complaint Procedures for Discrimination Claims
Conflict of Interest Policy
NIH-PHS Conflict of Interest Policy (pdf)
Copyright Policy
Drug-Free Workplace
Email Policy
Employees with Drug Related Convictions
Employment of Relatives
Expense Reimbursement
Fall 2023 Campus Guide *COMING SOON*
Freedom of Expression and Mutual Respect
Grievance Procedures For Work Related Problems
Identity Theft Prevention Program
Medical Emergency Procedures
Moving Allowance Policy
Nondiscrimination
Non-Solicitation Policy
OSHA & EPA Compliance
Overtime Policies
Pay Practices and Salary Review
Pet Policy
Pet Registration Form
Photography and Video Policy
Principles for Mutual Respect
Privacy Practices
Purchasing Policies and Procedures
Remote Work Policy *NEW*
Revocation of Tenure Hearing Procedures
Risk Management/Insurance Policy
Student Policies: Sexual Harassment, Sexual Assault, Domestic Violence, Dating Violence and Stalking
Procedures for Filing and Addressing Sexual Harassment and Sexual Assault Complaints
against Faculty or Staff
Sexual Harassment Complaint Form.docx
Mandatory Reporting of Sexual Misconduct
Responding to Students Regarding Sexual Assault, Sexual Harassment, Domestic Violence,
Dating Violence, and Stalking
Smoke-Free Environment
Social Media Policy
Statement of ERISA Rights
Summer Hours Policy
Warnings, Discipline And Termination For Cause
Weapons Policy
Whistleblower Policy

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

o

o

o
o
o
o

•
•
•
•
•
•
•

Please become familiar with all of these policies and feel free to call the Office of Human Resources at
Ext. 2365 if you have any questions.
Updated, September 29, 2021
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STATEMENT OF DRUG-FREE WORKPLACE
Substance abuse is of great concern to the Sarah Lawrence community. Among the many
health risks attendant to substance abuse is accidental overdose, physical and/or
psychological dependence, organ damage, depression and increased susceptibility to
accidents leading to serious injury. Because the College stresses the importance of
preventative measures in dealing with any potential health problems, and in order to
comply with the Drug-Free Workplace Act of 1988 and Drug-Free Schools and
Communities Act Amendments of 1989, the College has adopted the following policy for
its faculty, administration, staff and student employees:
The unlawful or improper use of alcohol within the workplace and on all campus
property is prohibited. The unlawful manufacture, distribution, dispensation, possession
or use of illegal drugs within the workplace and on all campus property is prohibited.
Such action shall result in disciplinary action, up to and including termination of
employment. No employee may be under the influence of alcohol or any illegal drug or
controlled substance while in the workplace, while on duty or while operating a vehicle
or equipment owned or leased by the College.
College Penalties for Violation of the Policy
Failure to abide by this policy will lead to disciplinary action, which could include:
• Referral to the Employee Assistance Program for evaluation and treatment,
including required participation in a drug/alcohol rehabilitation program
• Written Warning
• Suspension
• Termination
• Referral for prosecution
Please note that student employees are also subject to the general college policies
published in the Student Handbook and may also be subject to disciplinary sanctions
related to the student alcohol and drug policy.
Legal Sanctions
Employees are responsible for obeying all local, state and federal laws concerning drugs
and alcohol. Legal sanctions, as a result of conviction for unlawful possession, use or
distribution of illegal drugs or alcohol, could include fines, community service work,
required participation in a local, state or federally approved rehabilitation program and/or
imprisonment.
Available Resources for Treatment
The primary interest of the College is in the well-being of its employees. For that reason,
we urge any employee who may be suffering from substance abuse or related problems to
seek appropriate counseling and rehabilitation immediately.
Such counseling is available through the College’s Employee Assistance Program (EAP),
through the College’s health insurer and through public and private drug and alcohol
agencies throughout Westchester County. A list of such sources is posted on the
college’s website.

EMPLOYEES WITH DRUG RELATED CONVICTIONS
The Drug-Free Workplace Act of 1988 specifically requires that employees, who are
convicted of drug use, possession or sale, notify their employer within five days after the
occurrence of the conviction. This act requires that the College, in turn, notify any
Federal contracting or granting agency within ten days after learning of the conviction.
Sarah Lawrence College will require that employees who have been convicted of drug
use, possession or sale, satisfactorily complete a drug abuse rehabilitation program, at
their own expense, in order to continue their employment at the College. Failure to fulfill
these requirements, on the part of the College, could lead to suspension, termination or
debarment from future Federal grants and contracts. Medical insurance claims for drug
abuse rehabilitation programs will be in accordance with the plan in which the employee
is enrolled.
This policy signals the intention of Sarah Lawrence College to support its employees,
who may be suffering from substance abuse and related problems, in their efforts to get
help and gain recovery from those problems.
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NOTICE OF PRIVACY PRACTICES
This notice describes how medical information about you may be used and disclosed and how you can obtain
access to this information.
HIPAA (Health Insurance Portability and Accountability Act) Privacy Regulation is a federal regulation that
requires that we provide detailed notice in writing of our privacy practices and policies with respect to
medical information about you disclosed to the College. Sarah Lawrence College is committed to
maintaining the privacy of your Protected Health Information
Definitions:
Protected Health Information:
Information relating to your past present or future health or condition, the provision of health care, payment
for the provision of health care. Protected Health Information includes, but is not limited to:
Name
Social Security Number
Dates of Service
Diagnosis Information
Insurance Claim Information
Payment:
Bills from providers, explanations of benefits from insurance companies, payment of Flexible Spending
claims.
Privacy Practices:
SLC will only use and disclose your Protected Health Information without your authorization as required or
permitted by law as follows:
Public Health: for public health activities or as required by the public health authority.
Oversight: to a health oversight agency for activities such as audits, investigations and inspections. Oversight
agencies include, but are not limited to, government agencies that oversee the health care system, government
benefit programs, other government regulatory programs and civil rights laws.
Legal Proceedings: In response to an order of a court or administrative tribunal, in response to a subpoena,
discovery request or other lawful process.
Law enforcement purposes: as required by law
Criminal activity: as requested by law enforcement authorities, if the use or disclosure is necessary to prevent
or lessen a serious and imminent threat to the health or safety of a person or the public
Payment: SLC uses Protected Health Information for payment processing to verify that services are allowed
under the Flexible Benefits Plan
Plan Operations: SLC uses and discloses Protected Health Information to audit and review claims payment
activity to ensure that claims were paid correctly
Sarah Lawrence College will not use or disclose your Protected Health Information for purposes other than
those described in this notice.
For purposes other than those mentioned above, Sarah Lawrence College will ask for your written
authorization before using or disclosing any of your Protected Health Information. If we request an
authorization, you have the right to revoke the authorization and stop any future uses and disclosures of your
Protected Health Information.
You have a right to inspect and obtain a copy of your Protected Health Information. You can view and print a
copy of this Notice of Privacy Practices through www.slc.edu. You may also request a copy from the Office
of Human Resources
If you believe that your privacy rights have been violated you may submit a complaint with the Office of
Human Resources at 914-395-2365 or to the US. Secretary of Health and Human Services at cms.hhs.gov or
to HIPAA Complaint, 7500 Security Blvd, C5-24-04, Baltimore MD 21244

EMPLOYEE SEXUAL HARASSMENT, SEXUAL MISCONDUCT, AND SEXUAL ASSAULT
POLICY
Sarah Lawrence College is an intellectual community founded on mutual respect and is committed to
providing a living, learning, and working environment that is free from sexual harassment, sexual
misconduct, and sexual assault. Sexual Harassment, sexual misconduct, and sexual assault have no
place in this community. Such offenses can impair or limit the educational and occupational
opportunities of individuals at Sarah Lawrence. This policy applies to all employees: faculty, staff, and
student employees as well as vendors and contractors who come onto College premises with permission,
a similar policy for students can be found in the student handbook and on the student website. This
policy defines unacceptable behavior; describes the College’s prevention and education efforts and
identifies resources for individuals who have experienced a sexual offense. The discipline process for
alleged violations of this policy can be found in the Personnel Manual and at http://slc.edu/officesservices/human-resources/policies-procedures/index.html
The College will promptly investigate all complaints of sexual harassment, sexual misconduct, or sexual
assault and take necessary steps to remedy such situations. All students and employees are expected to
cooperate fully with any sexual offense investigation. Sexual offenses are prohibited under New York
state and federal laws and may be prosecuted in the criminal justice system. Pursuing campus resolution
does not preclude one from pursuing legal action now or in the future, and vice versa. Please see the
student handbook or the college website for a list of relevant local, state, and federal laws.
Anyone can experience or be a perpetrator of sexual harassment, sexual misconduct or a sexual assault
regardless of gender or sexual orientation.
DEFINITIONS OF PROHIBITED CONDUCT
Sexual Harassment:
Sexual harassment is defined as unwelcome sexual advances or requests for sexual favors or other
unwelcome verbal or physical conduct of a sexual nature when submission to or rejection of such
advances, requests, or conduct is made, either explicitly or implicitly, (i) a term or condition of
educational benefits, privileges, or placement services or as a basis for the evaluation of academic
achievement of a student or (ii) a term or condition of employment or a basis for employment decisions
concerning any employee.
Sexual harassment is also defined as unwelcome sexual advances or requests for sexual favors or other
unwelcome verbal or physical conduct of a sexual nature that are so severe or pervasive that they have
the purpose or effect of unreasonably interfering with a student’s education or an employee’s work
performance or of creating an intimidating, hostile, humiliating, or sexually offensive educational,
living, or working environment, when judged by the standards of a reasonable person.
Sexual harassment also includes stalking, as defined by the Violence Against Women Act. *
Sexual harassment does not refer to compliments or other behavior of a socially acceptable nature. It
does not refer to discussions of material with a sexual component which might offend some individuals
but which was introduced in class or conference for intellectual purposes.
Sexual Misconduct:
Sexual misconduct is the deliberate contact with an intimate body part of another person without that
person’s consent. Intimate body parts include the genitalia, the anus, the groin, the buttocks, or the
breasts of a female.
Sexual misconduct includes Domestic Violence and Dating Violence, as defined by the Violence
Against Women Act, if the violence involved fits the definition above. *
1|Page
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Sexual Assault:
Sexual assault is the penetration, however slight, of another person’s vagina or anus with any object or
body part, or of the mouth with a penis or sexual object, without that person’s consent.
Sexual assault also includes Dating Violence and Domestic Violence, as defined by the Violence
Against Women Act, if the violence involved fits the definition above. *
*2013 Violence Against Women Act Section 304
Dating violence: the term “dating violence: means violence committed by a person (A) who is or has
been in a social relationship of a romantic or intimate nature with the victim; and (B) where the
existence of such a relationship shall be determined based on a consideration of the following factors: (i)
The length of the relationship. (ii) The type of relationship. (iii) The frequency of interaction between
the persons involved in the relationship.
Domestic violence: The term “domestic violence” includes felony or misdemeanor crimes of violence
committed by current or former spouse of the victim, by a person with whom the victim shares a child in
common, by a person who is cohabitating with or has cohabitated with the victim as a spouse, by a
person similarly situated to a spouse of the victim under the domestic or family violence laws of the
jurisdiction receiving grant monies, or by 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.
Stalking: The term “stalking: means engaging in a course of conduct directed at a specific person that
would cause a reasonable person to (A) fear for his or her safety or the safety of others; or (B) suffer
substantial emotional distress.
STATEMENT ABOUT RELATIONSHIPS BETWEEN STUDENTS AND EMPLOYEES
The College considers it unwise for the faculty, staff, vendors or contractors to engage in sexual
relationships with students, or for department heads or supervisors to engage in sexual relationships with
employees who are under their supervision and potentially subject to their judgment concerning
personnel actions, and therefore strongly advises against such behavior. While both parties may consider
the relationship a matter of mutual consent, the imbalance of power and authority and the potential for
manipulation and misunderstanding inherent in such relationships can undermine the freedom and equity
of the academic and work setting. All members of the Sarah Lawrence community should be aware that
initial consent to a sexual relationship does not preclude the potential for charges of sexual harassment,
sexual misconduct, or sexual assault should consent be withdrawn by either party.
Faculty members may not engage in sexual relations or romantic relationships with students who are in
their classes or with students with whom they are in a formal advisory relationship or with students
whose academic work is currently being evaluated by the faculty member.
As a condition of employment, Public Safety, Operations & Facilities, Student Affairs and Health
Services staff members may not engage in sexual relations or romantic relationships with students
regardless of whether the student consents to such interaction.
As a condition of employment members of the Physical Education and Athletic Staff may not engage in
sexual relations or romantic relationships with any student-athletes or any student employee of the
Physical Education & Athletics Department regardless of whether the student consents to such
interaction.
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PREVENTION AND EDUCATION
All members of the Sarah Lawrence community play a role in creating a culture of safety and respect
and in eliminating sexual harassment, sexual misconduct, and sexual assault.
The College requires all employees to participate in an interactive online program that outlines current
laws against sexual harassment and provides examples that clearly illustrate situations and behaviors to
be avoided. Employees must take the program when first employed and then at least once every three (3)
years thereafter throughout employment. The Program is available through United Educators.
Safe Bystander Intervention
The following are additional steps you can take to help make this a safer community:
• Call Public Safety if you witness a violent or potentially violent situation.
• Intervene if you believe someone’s boundaries are being violated or that they are in a potentially
uncomfortable or unsafe situation.
• If you are aware that an incident of sexual harassment, sexual misconduct or sexual assault has
taken place, encourage the person to report the incident and seek support. See the Resources
section of this policy for more information about available resources on and off campus.
ENFORCEMENT OF THIS POLICY
An employee found to have violated this policy is subject to disciplinary action, up to and including
termination of employment.
Any retaliation, discrimination or other adverse action, such as intimidation, threats or coercion, taken
against a student or employee because s/he complains of sexual assault or harassment or assists an
investigation of sexual assault or harassment will also result in disciplinary sanctions, up to and
including suspension or permanent exclusion from the college, in the case of a student, and up to and
including termination of employment, in the case of an employee.
HOW EMPLOYEES FILE COMPLAINTS
If you have experienced sexual harassment, sexual misconduct, and/or sexual assault you are strongly
encouraged to file a complaint with the College, with the police or with both. To file a complaint and
initiate the College’s discipline process for an alleged violation of this policy contact one of the
individuals indicated below. They will explain the complaint procedures and coordinate the College’s
response.
•
•
•

Dean of Student Affairs, 914-395-2575.
Dean of the College, 914-395-2303.
Director of Human Resources, 914-395-2365.

If you are not comfortable speaking with one of the people listed above, you may report an incident to
your own supervisor, to your department head or to the department head of any of the individuals listed
above.
Reporting sexual harassment, sexual misconduct or a sexual assault incident to any College employee
other than Health Services staff will initiate a campus investigation. All College employees (including
faculty, staff with the exception Health Services staff, and resident advisors) who become aware of an
incident of sexual harassment, sexual misconduct, and/or sexual assault are required to notify the
director of human resources who will initiate a campus investigation into the matter. The College is
required to report incidents of sexual misconduct or sexual assault that constitute a violent felony under
the New York State Campus Safety Act, to the local police. The director of public safety will coordinate
such notification to the Yonkers Police.
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COLLEGE AND COMMUNITY RESOURCES
The following resources are available to employees for information and support concerning sexual
harassment, sexual misconduct, and sexual assault.
On-Campus Resources
Employee Assistance Program: The Wellness Corporation provides free short-term counseling
and referral services to all faculty, staff and household members. Call 1-800-828-6025 to speak to a
counselor. The EAP is available 24 hours a day, including weekends and holidays.
Public Safety (914) 395-2222
Off-Campus Resources
The following organizations provide 24-hour assistance for individuals dealing with violence.
Westchester County Victims Assistance Services Crisis Helpline (for anyone)
(914) 345-9111 www.victimassist.org
My Sisters Place Domestic Violence Shelter and Hotline (for women)
(800) 298-SAFE (7233) www.mysistersplaceny.org
New York City Gay & Lesbian Anti-Violence Project Hotline (for the lesbian, gay, transgender,
bisexual, and HIV-affected communities) (212) 714-1141
www.avp.org
ADVISORY COMMITTEE
In accordance with New York State law the college will appoint an Advisory Committee on Campus
Security. The committee shall review current campus security policies and procedures and make
recommendations for their improvement. It shall specifically review current policies and procedures for
the following:
1. Educating the campus community, including security personnel and those who advise or
supervise students, about sexual assault
2. Educating the campus community about personal safety and crime prevention
3. Reporting sexual assaults and dealing with victims during investigations
4. Referring complaints to appropriate authorities
5. Counseling victims
6. Responding to inquiries from concerned persons
The Committee shall report, in writing, to the President on its findings and recommendations at least
once each academic year. The report will be available upon request.
The Advisory Committee on Campus Safety will provide upon request all campus crime statistics as
reported to the United States Department of Education. The Sarah Lawrence College security report can
be found on its website at www.sarahlawrence.edu. The College’s crime statistics can also be found at
the United States Department of Education’s website at http://www.ope.ed.gov/security/research.asp
The Director of Public Safety and Security will also provide such statistics upon request and can be
reached at 914-395-2384. In addition the college shall provide a hard copy, free of charge, mailed to the
individual within ten days of the request.
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MANDATORY ONLINE TRAININGS FOR ALL NEW FACULTY AND STAFF
Sarah Lawrence College is committed to creating and fostering an educational environment where all members of the
community can thrive. It is up to all of us to help end unlawful discrimination and sexual violence in our community.
HR office needs to enroll you into for the trainings. Once has enrolled you for the online training courses, you will
receive an email with a link to the Title IX and Sexual Misconduct, and Sexual Harassment: Staff-to-Staff, and
additional courses corresponding to your position.
Each Online training courses will range from 30 to 58 minutes. Trainings should be completed within 30 days from
original email notification not from the date of hire. Please complete training in its entirety, if you do not complete the
course, you will receive periodic reminders from Safe Colleges.
NOTE: Once course is completed, you will need to print, initial certificate, and submit copy to Human Resources.

ALL MEMBERS OF OUR COMMUNITY ARE REQUIRED TAKE THIS PROGRAM IMMEDIATELY UPON HIRED AND
EVERY YEAR THEREAFTER.
You will receive an email from Safe Colleges with list of mandatory trainings required for your position;
body of email will state as follow:
Hi {firstname},
Sarah Lawrence College is using SafeColleges.com to offer mandatory training courses online for your convenience. Follow these easy steps to
complete your Sarah Lawrence College safety training requirements:
Using your web browser, go to the SafeColleges website for Sarah Lawrence College: https://sarahlawrence-ny.safecolleges.com/
Enter your Username: <<SLC ID #>>
Once you log into the site, click on a course title to begin the training. Each course has audio, so be sure to turn up your speakers if you'd like to listen.
You must complete each section of the course in order to receive full credit. As a reminder, this training is mandatory and must be completed by you as
soon as possible.
Your Sarah Lawrence College SafeColleges contact: ipleitez@sarahlawrence.edu
Thanks for making Sarah Lawrence College a safer place to work and learn. Below is your complete SafeColleges training plan along with your
coursework status:
Mandatory Training

Course

Days
Till Due

Due
Date

Time Required

Course
Status

Sexual Harassment: Staff-to-Staff (Full Course
(New York))

30

Thu Aug.
1st, 2XXX

52 minutes

Not Started

Title IX and Sexual Harassment (Full Course)

30

Thu Aug.
1st, 2XXX

27 minutes

Not Started
Revised December 9, 2019

Email Account Set-Up / Computer and Network Acceptable Use Policy
Email Account
•

Undergraduate Faculty should contact the Provost office at 914-395-2304.

•

Graduate Faculty should contact the Graduate Studies Office Manager at 914-395-2371.

•

Staff/Admin should contact Human Resources Office at 914-395-2364 or 2315

Once cleared by HR, you will receive an email from Web Support with email and MySLC login information.

Welcome to Sarah Lawrence College!
As an employee, you are being assigned two accounts: an email account and a MySLC account.
MySLC contains a broad range of useful information such as:
•
•
•
•
•
•

Employee benefits, vacation policies, insurance plans, etc.
Human Resources forms
Paystubs
An employee directory
Weekly calendar of events
Course schedules and catalogues

To access MySLC, go to website http://my.slc.edu
EMail:
Password:

xxxxxx@sarahlawrence.edu
See Default Password Below

MySLC:
Password:

xxxxxx (which is your SLC employee ID number)
See Default Password Below

Default Passwords
The initial password for both accounts is the same. It is the eight characters made up of the first 2
characters of your last name, first 2 characters of your first name (all lower case), the last four
digits of your ID number.
Your default password is: xxxxxxxx
Please note that passwords ARE CASE SENSITIVE.
If you need technical assistance, please contact the Help Desk. They can be reached at 914-3952460 or use our online form.
MySLC Web Services
Sarah Lawrence College
Information Technology Services
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ID/ Building Access/ Parking Permits
IDs
For new employees who need an ID they can submit their photo to Campus Operations at
operations@sarahlawrence.edu. Review the attached guidelines in order for
your picture to be approved. Must include your name AND SLC ID # along with the
photo. Operation will email once ID is ready for pick up.
Access
For Administrative Staff member your supervisor will need to submit to HR your office location
for Faculty members please contact the Provost office to enter your office location,
which will be noted in the payroll system to automatically grant you access to your work
location (if it is swipe access). For Key request, your supervisor can
email operations@sarahlawrence.edu to submit request.
Parking Permits:
Login here via MYSLC to submit parking permit application. There is no fee associated with the
permit for SLC employees, however all community members must follow the rules and
regulations.
If you have any questions, need assistance with your parking permit or ID photos please contact
Campus Operations operations@sarahlawrence.edu or 914-395-2385.
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The Image Must:
•
•
•
•
•
•
•
•
•
•
•
•

Have a plain white or off-white background
Be in a JPEG file format
Be in color
Have a 1:1 aspect ratio
Have been taken within the last month to reflect your current appearance
Contain a space between the top of your head and the top of the photo
Have your entire head and shoulders visible
Clearly identify YOU from head to shoulders
Have no noticeable reflections or glares, especially from glasses
Have normal contrast and lighting
Be well-lit with no shadows on face or background
Not be a photo of or scanned version of a printed photo

FYI: SLC 1Card follows U.S. Passport image guidelines as outlined by the United States Department of
State. Visit the US Department of State site for further information.
You Must:
•
•
•
•
•
•
•
•
•

Be the only person in your photo
Face forward, looking directly into the camera (no side profiles)
Have no red eye
Have nothing touching your face such as hands, props or other distractions
Have a neutral facial expression or natural smile
Not make any gestures or inappropriate facial expressions
Not wear a hat or sunglasses
Not wear jewelry or garments that obstruct the view of your face
Not wear a graduation cap, gown, or costume of any kind

These are good examples of what will be approved:
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Online Paystub
Paystub are live and available on MySLC. You will be able to view, save, and print your paystubs through the
password-protected system. Note that paystub will be available to you as long as you are employed by the
college; you will be able to go back, to view, save and/or print past paystubs.
If you do not have access to a computer, you may visit the college Library or use a computer in your
department to view and print paystubs.
Sign into MySLC
Option 1:

On the “Welcome Page” of MySLC site go down to the subheading “Employee”, select
“My Paystub Information”.
Or

Option 2:

On the “Welcome Page” of MySLC site, click on the subheading “Employee”, on the
left hand side menu select “My Paystub Information”.

Under the “My Paystub Information” section, you see your individual paystubs for each payroll, and review
the following information:
•
•
•
•
•

Pay statements
Deduction information
Position information
Tax information
Time off accruals: Vacation and Sick time ONLY
 PT Staff will only see sick time accruals.
 Vacation and sick days ONLY applicable for Weekly/ Bi-Weekly Benefit Eligible administrative
Staff ONLY. (Weekly and Bi-Weekly timesheets are available in MySLC > Payroll Document
section.
 Monthly staff members are required to submit vacation & sick report at the end of each
month. Vacation and sick time report available on MySLC > Payroll Document > Staff Monthly
Vacation/Sick Report section.
NOTE: Current available vacation and sick time will not appear in MySLC or paystub, for upto-date available vacation and sick time please contacts HR.
 Floating Holidays (only for eligible benefit staff members) are tracked by supervisors and are
not carry over to next academic year (June through May).

If you have questions regarding your paycheck, please contact Payroll at (914) 395-2555 or 2529.
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Computer and Network Acceptable Use Policy
Sarah Lawrence College provides computer resources to students, faculty, and staff for academic purposes and for their use
on college business. The College has established standards and policies for the acceptable use of these resources and expects
users to be familiar with and honor them.
In order to maintain a computing environment which best serves the needs and protects the welfare of both individuals and
the academic community, the college regulates access to and use of college-owned computing resources. These resources
include connections to the college network, access by means of college-sponsored communication links, and access to
computing resources located off campus.
Access to computers and computing resources is a privilege granted by the college to its students, faculty, and employees
unless such access is suspended or denied for cause. Access to some computer programs, features, information, and
networks may require a written request. Access to information that is private or confidential, as determined by the owner or
by the college, may be restricted.
Acceptable Behavior
Because computing systems have such great power, activities that might seem at first to be merely mischievous can harm the
entire college community and beyond. Any unauthorized access or interference with system functionality is unacceptable.
Guidelines such as those established in the Student Handbook, Facts for Faculty, and the Personnel Manual apply to the use
of computing resources, as do community standards of consideration for others and the primacy of Sarah Lawrence's
educational mission. Federal, state and local laws, regulations, and judicial decisions also apply.
In general, any uses of Sarah Lawrence College's computer facilities, which infringe on another individual's right to privacy,
adversely affect the user community, or are not allowed under the terms of our software licenses, are prohibited.
Examples of prohibited uses include, but are not limited to:
• Accessing or using a password-protected computer account assigned to another person
• Hiding your identity or using someone else's identity in electronic communications
• Sharing a password to a protected account with another person
• Any deliberate act which denies or interferes with the access and use rights of others
• Unauthorized access or attempts to access data, computer systems and/or networks on or off the college's campus
(hacking)
• Intentional damage to hardware, software, security devices or codes
• Intentional creation or distribution of viruses, worms or other forms of electronic mayhem
• Commercial activities, such as development of software for sale, work undertaken to support any company, or other
contracted work
• Use of deliberately offensive language or other communication which has the effect of harassing or intimidating
another person as guided by existing harassment policy
Violations of copyright/civil law, including but not limited to the copying, storing, displaying, or distributing copyrighted
material using college systems or networks without the express permission of the copyright owner, except as otherwise
allowed under the copyright law. Under the Federal Digital Millennium Copyright Act of 1998, repeat infringements of
copyright by a user can result in termination of the user's access to college systems and networks.
Printing in student labs is currently provided for free. Lab printing of multiple copies is strictly prohibited. If you need to make
multiple copies, use one of the many copy machines located around campus. Copy machines print at higher speeds and are
designed to handle more pages.
While recreational use of computing facilities is not prohibited, all such use is of lowest priority. If there is contention for
access, games and other recreational uses are prohibited. The use of video games and other software that produces sounds,
or is by other means disruptive to others, is prohibited in public facilities.
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PARKING LOTS:
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C
D
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Andrews Parking: 968 Kimball Avenue
Kober Parking: 12 Wilgarth Road
North Parking: 23 Mead Way
Wrexham Parking: 45 Wrexham Road
Mead Way Parking: 2 Mead Way (Visitor Parking)
Westlands Parking: 1 Mead Way
Lynd Parking: 947 Kimball Avenue
Marshall Field Parking: 35 Glen Washington Road
Swinford Parking: 4 Mead Way
Morrill Parking: 33 Glen Washington Road

K

L

M

SLC 7383 | 8.19

N

0

P

CAMPUS LOCATIONS:
1

2
3
4
5
6
7

8

L5	123 Boulder Trail
Child Development Institute
Early Childhood Center
B4	45 Wrexham
Human Genetics
K4	Andrews Annex
I5 Andrews Court
K5 Andrews East
J4	Andrews House
J4	Barbara Walters Campus Center
Dining Pavillion
Gallery
The Green
O2	Bates
Dining Hall
Post Office
Student Affairs

9
10
11
12
13
14
15

16
17
18
19
20

P2 Brebner House
E6	Campbell Sports Center
D5 Curtis
O3 Dudley Lawrence
N1 	Faculty House 161 Hampshire
M2 Garrison
H3	Heimbold Visual Arts Center
Donnelley Theatre
Gallery
A7 Hill House
D5 Kober House
L5 Library
N5	Lyles House
Health and Wellness Center
K2 Lynd House

21
22
23
24
25
26
27
28
29

30
31

L2 Lynd Offices
N3	MacCracken
P2 Mansell House
H2	Marshall Field Music Building
Music Library
J3 Morrill House
P3 Morris House
P1 North
O2 OSilas
L3	Performing Arts Center
Bookstore
Cannon Theatre
Reisinger Concert Hall
Wright Theatre
P3 Perkins House
I3 President’s House

32
33
34
35
36
37
38
39
40
41
42
43
44
45

L3 Remy Theatre
N4 Robinson House
M2 Rothschild
O3 Schmidt House
O1 Science Center
P2 Sheffield
M4 Siegel Center
G3	Slonim
F4 Slonim Woods
H2 Softball Field
O4	Swinford Annex
O4	Swinford House
Global Education
N2 Taylor
N2 Teahaus

46
47
48
49
50

51

I5 Tennis Courts
O2	Titsworth
Miller Lecture Hall
J2 Tweed House
P3 Warren Green
M3	Westlands
Admission and Financial Aid
Dean of Studies and Student Life
N4 Westlands Gate

OFF-CAMPUS
Alumni Relations
45 Kraft Avenue, Bronxville
Center for the Urban River at Beczak
35 Alexander Street, Yonkers

		Blue Light
Emergency Phones

SARAH LAWRENCE COLLEGE
1 MEAD WAY, BRONXVILLE NY 10708 | 914.337.0700 | SLC.EDU

