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PURPOSE

The purpose of this Employee Handbook is to inform all faculty and staff of personnel policies and
practices currently in effect at Northwestern College and to serve as a guide to supervisors so that they
will apply policies fairly and consistently. The college's Faculty Handbook states all relevant policies
governing the employment of teaching faculty. It is the responsibility of all employees of Northwestern
College to become familiar with the contents of the appropriate personnel policies manual. Should you
have questions concerning any of the policies, practices, or procedures, please bring those to the attention
of your immediate supervisor.

Revisions will be issued when new policy practices and procedures have been adopted.

AT-WILL EMPLOYMENT

Nothing contained in this Handbook is intended to create a contract or guarantee of employment of staff
for any specific duration. This at-will employment relationship means staff employees or Northwestern
College can terminate employment at any time, with or without cause, and with or without notice.

This at-will employment relationship exists regardless of any other written statements or policies
contained in this Handbook or any other Northwestern College documents or any verbal statement to the
contrary.

POLICY CHANGES

Every employee is encouraged to make suggestions for improving the working climate of Northwestern
College, keeping in mind the college's educational and spiritual mission. Suggestions for changes or
revisions of policies and practices should be referred to the President’s Cabinet. The President’s Cabinet
may deem it appropriate to appoint a study committee for the purpose of formulating a recommendation.
In general, proposed policies need approval by the Board of Trustees prior to implementation.

COMPLIANCE STATEMENT

Northwestern College adheres to all federal and state civil rights laws and regulations prohibiting
discrimination in private institutions of higher education on the basis of race, color, national origin, sex
(including pregnancy), age, or disability, or other characteristic protected by law, in admission, access
to, or employment in its programs and activities except as modified by the protections of Northwestern’s
religious identity, beliefs, and practices found in the First Amendment, the Religious Freedom
Restoration Act, Title IX Religious Colleges Exemption, the Title VII Religious Employers Exemption,
and other federal and state legal protections for religious freedom. Any person having inquiries
concerning Northwestern College's compliance with the regulations implementing Title VI of the Civil
Rights Act of 1964, Title IX of the Education Amendments of 1972, the Age Discrimination in
Employment Act of 1975, the Americans with Disabilities Act of 1990 (ADA), as amended, or
Section 504 of the Rehabilitation Act of 1973 is directed to contact the Director of Human Resources
(707-7223) or the Vice President for Academic Affairs (707-7103), Northwestern College, Orange City,
lowa, 51041. These individuals have been designated by Northwestern College to coordinate the
institution’s efforts to comply with the regulations implementing Title VI, Title 1X, Age Discrimination
in Employment, Americans with Disabilities, or Section 504. Any person may also contact the Assistant
Secretary for Civil Rights, U.S. Department of Education, regarding this institution's compliance.

September 2024
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SECTION I.
INTRODUCTION

MISSION
A. Mission

Northwestern College is a Christian academic community engaging students in courageous and faithful
learning and living that empowers them to follow Christ and pursue God’s redeeming work in the world.

Adopted by the Board of Trustees, October 2009

CHRISTIAN IDENTITY

As a Christian college, Northwestern identifies itself as Reformed, evangelical, and ecumenical. We view
these Christian theological perspectives as complementary and draw from the strengths of each perspective
in fulfilling our mission.

Reformed Commitment

Northwestern College was founded by the Reformed Church in America. We accept the ultimate authority of
God’s written Word and are guided by the wisdom of the ecumenical creeds* and our historic Reformed
confessions**. We proclaim the sovereignty and grace of God in every area of creation and human life, our
sinfulness and natural inability to have faith in God, God’s sovereign and gracious choosing of God’s people
in Christ based solely on God’s good pleasure and will, the Holy Spirit’s initiation of the new birth resulting
in faith and repentance, the life-giving spiritual union between Christ and believers, and God’s
compassionate embrace that keeps believers from ever truly falling away from faith. We affirm God’s broad
redemptive purposes, and we embrace the Christian call to reform the church, reflect critically on worldviews
that influence culture, and transform the world.

*The Apostles’ Creed, the Nicene Creed, and the Athanasian Creed
**The Heidelberg Catechism, the Belgic Confession, the Canons of Dort, and the Belhar Confession

Evangelical Engagement

As a Reformed institution, Northwestern stands within the broad tradition of evangelical Christianity. We
affirm the divine inspiration, infallibility, authority, and sufficiency of Scripture in matters of faith and
practice. We seek a warm, personal faith that is the product of conversion through an individual’s trust in
Christ as Savior and Lord and belief in Christ’s redeeming and substitutionary work on the cross. We
acknowledge that salvation comes solely through the unmerited, direct, and transforming gift of God’s grace.
We believe that Christians are called to live holy lives, to make disciples throughout the world by embodying
in word and deed the good news of salvation, and to love all people through acts of justice and mercy in
Christ’s name.

Ecumenical Spirit

As a Reformed institution, Northwestern College identifies with the ecumenical spirit that unites all
Christians in every time and place. This spirit is embodied in the unified confession of the historic Church as
expressed in the Apostles’ Creed. We desire greater unity among the universal Christian family. We
celebrate the unique traditions and gifts of other Christian communities. We seek new cooperative
relationships with other Christians in our common witness to the gospel and our pursuit of justice for all
creation. Our ecumenical spirit calls us to appreciate alternative perspectives in an ethos of peaceful
dialogue.

Adopted by the Board of Trustees, April 2012




A VISION FOR LEARNING

Northwestern College is a community rooted in Scripture and the confessions of Reformed theology and thus
shaped by a robust integrative and transformative vision of the Triune God who creates, redeems, and
sustains. This theological background supports a framework within which students, staff, and faculty of
various Christian traditions take up the task of loving, understanding, and serving the world whose Savior
and Lord is Jesus Christ. We see the pursuit of liberal arts education as worship experienced in community
and offered to the glory of God. Embracing this calling with a freedom that arises from confidence in God’s
saving grace and sovereignty, we are committed to cultivating virtues of heart and mind that will enable us to
live out our shared vocation as participants in God’s redemptive work. We respond to God’s call to proclaim
the message of the gospel, be stewards of creation, serve Christ in all persons, and bring all things under his
lordship.

In keeping with this commitment, we intend Northwestern graduates to be persons who

Trust, Love, and Worship God
e Understanding that God is the center of life, learning about God through careful and rigorous study,
and aspiring to trust, love, and worship God as the sovereign Lord of the universe.
e Recognizing that to love God is also to live joyfully as participants in a variety of communities,
valuing the diversity of the human family and seeking opportunities for learning, growth, and
transformation through intercultural relationships.

Engage ldeas

e Demonstrating competence in navigating and contributing to the world of ideas and information,
having learned to listen, read, question, evaluate, speak, write, create, and perform with a
disciplined imagination.

e Gaining a comprehensive understanding of the theoretical foundations, methods, and products of the
humanities, the social and natural sciences, and the fine arts

e  Pursuing truth faithfully in all aspects of life; developing, articulating, and supporting their own
beliefs; and seeking meaningful dialog with those holding different convictions.

e Desiring to continue a life of learning and contemplation.

Connect Knowledge and Experience

e Completing academic majors that enable acquisition of the narrower but deeper knowledge and
skills that serve as the basis for mastery of a particular discipline and as preparation for meaningful
life and work.

e Exhibiting a broad understanding of the current and historical interplay of different realms of
knowledge and experience.

e  Seeking opportunities for growth and reflection that integrate faith, learning, and living in
community.

e Seeing beauty and finding joy in all pursuits.

Respond to God’s Call
¢ Discerning and developing their unique gifts in service to Christ, the church, and the world Christ
loves and redeems.
¢ Regarding all persons as made in the image of God and thus deserving of understanding, love, and
justice.
e Living a balanced and whole life in obedience to God.

Adopted by the Board of Trustees, October 2006



VISION FOR DIVERSITY

Guided by the biblical narrative of creation, fall, redemption and restoration, Northwestern College strives to
pursue God’s redeeming work in the world by courageously and faithfully engaging the fullness of our
similarities and differences in our learning and living together.

We embrace diversity in God’s creation
e valuing each person as created in the image of the triune God and thus intended for community
e respecting the complexity of human identities
e recognizing human difference as central to an education that fosters critical thinking, empathy and
dialogue

We lament human brokenness,

grieving our thoughts, words and actions that diminish, caricature or isolate one another
confessing our failure to hear and respond to marginalized voices on campus and in the world
recognizing our past and current participation in unjust social systems

repenting from any form of dehumanization that distorts God’s creation

We reconcile with one another,
e bridging divisions that separate people from one another and from God
e partaking in courageous conversations where varied perspectives are welcome
o challenging unjust systems of power, privilege and oppression
e building and sustaining social structures that foster the common good

We embody shalom,
e anticipating restored creation, where people from every nation, tribe and language worship God and
live in harmony
e pursuing human flourishing in our relationships, curriculum, staffing, resource allocation and
corporate actions
o affirming that all things hold together in Christ, to the glory of God

Adopted by the Board of Trustees, October 2015

INSTITUTIONAL COMMITMENTS

As a college shaped by a commitment to the liberal arts and to the Christian faith, Northwestern teaches and
practices the unity and university of God’s truth, fulfilling our shared visions through a campus-wide
commitment to claiming and maintaining the Christian and liberal arts traditions.

We develop habits of thought and belief that become part of a comprehensive world view; refine basic and
liberating skills in communication and critical thinking; promote excellence in teaching, research,
scholarship, performance, and production; and make decisions in a participatory system of shared
governance.

We nurture a Christian community marked by faith in Jesus Christ, caring interpersonal relationships, and
respect for others’ unique gifts and perspectives; we create and maintain cultural, ethnic, and racial diversity
among our students and staff and in our curricular and co-curricular programs; and we provide educational,
cultural, and recreational opportunities for students, faculty, staff, and the surrounding communities.

We provide an attractive and efficient campus that is aesthetically pleasing, promotes active stewardship of
the environment, and is conducive to serious learning and Christian living; generate the financial resources
necessary to provide educational excellence; and maintain fiscal responsibility in all programs and
operations.



SECTION I1.
COLLEGE GOVERNANCE

Northwestern College as a non-profit institution of Christian higher education is governed by an elected Board of
Trustees as the controlling body. On-campus governance procedures and responsibilities are vested in the
administrative officers.

1. PRESIDENT’S CABINET

The administrative officers of Northwestern College serve in an advisory capacity to the President as
members of the President’s Cabinet (PC).

President — Gregory E. Christy

The president is the head of all departments and agencies of the College and is a member ex-officio of each
faculty and administrative committee. The president is responsible to the Board of Trustees.

Vice President for Academic Affairs — Dr. D. Nathan Phinney

The vice president for academic affairs is responsible for all undergraduate academic program as well as the
graduate school and adult learning. The VPAA also oversees faculty development, evaluation and
curriculum. The library, computing services, learning resource center, academic support program, online
learning, institutional research and the registrar also report to the VPAA.

Vice President for Student Life — Julie Elliott

The vice president for student life is responsible for student housing, co-curricular activities, student
discipline, career development, campus safety and security, and wellness services.

Vice President for Finance and Operations — Kent Wiersema

The vice president for finance and operations oversees the business and financial transactions of the College,
accounting, human resources, buildings and grounds.

Vice President for Advancement — Jackie Davis

The vice president for advancement coordinates fund raising, alumni relations, and church relations.

Vice President of Christian Formation — Mark DeYounge

The vice president of Christian formation gives leadership in areas of spiritual formation — discipleship,
missions and service learning. The dean of Christian formation is also responsible for chapel and worship.

Vice President for Enrollment & Marketing - Tamara Fynaardt

The vice president for enrollment and marketing is responsible for public relations and marketing and for all
matters pertaining to the recruitment, admission and financial support of students.

Vice President for Athletics — Tony Hoops

The vice president for athletics is responsible for all athletic programs.




FACULTY/STAFF COMMITTEES

Many of the policies of the College are developed through a rather extensive committee system. Several
staff members serve on these committees by virtue of their assignments at Northwestern. More detailed
information on the campus committee structure can be found in the Faculty Handbook.

STAFF ADVOCACY COMMITTEE

The staff advocacy committee represents NWC staff in regards to interests, issues and concerns that affect
them. The group serves in an advisory capacity and is responsible to the president.

The committee is made up of full-time and regular part-time (75% or above) representatives (1 from each
area) from the following areas:

e Academic Support — Computing Services, Library, Graduate & Online Learning, Academic
Support, Global Education, Franken Leadership, Registrar, Institutional Research
Advancement

Enrollment Management — Admissions, Financial Aid, Public Relations

Business Affairs — Business Office, Printing Office, Bookstore, Mailroom, HR
Maintenance

Athletics

Student Development — Campus Ministry, Career Development Center, Wellness Center,
Intercultural Affairs, Student Programs, Residence Life

o Director of Human Resources — serves as a resource to the group

The committee will have representation from both exempt and non-exempt staff. The director of human
resources and chair of the staff advocacy committee will solicit nominations and conduct elections from
representative areas and assure that there is a mix of exempt and non-exempt staff. Each member of the
committee will serve for 2 years and will elect a chair, vice chair and secretary. These positions will be
elected annually. Each member of the group will have voting privileges except for the director of human
resources who serves as a resource to the group.

Meetings will be held monthly throughout the academic year and the committee will decide on when and if
to conduct summer meetings.

The chair will preside over all meetings. In the absence of the chair, the vice chair will assume this
responsibility. The secretary will maintain records of meeting minutes and copies of communications to the
president or recommendations to the President’s Cabinet.

The committee can focus its efforts on any of the following areas:
e  Staff outreach and events

Professional development

Recognition and appreciation

Health and wellness

Policies and benefits

Budget and finance, staff salaries

Fostering positive working relationships with faculty

The staff advocacy committee may be consulted or make recommendations on policies, benefits, budget and
salary issues, but a final decision on those items resides with the President’s Cabinet. They may also consult
and involve relevant faculty committees on programs or events that would also be of benefit to faculty
members.

Staff who have concerns, questions or recommendations regarding any of the above listed areas can contact
the member of the staff advocacy committee from their area (or any other area) who will then bring that item
to a meeting for discussion.



SECTION III.
SUPERVISOR/EMPLOYEE RELATIONSHIP

1. GENERAL GUIDELINES

A

Recognize that employees are an organization's greatest resource. Their growth and development are of
primary importance.

Acquaint yourself with all aspects of your job and the job others do in your office.

You must familiarize yourself thoroughly with this manual of Northwestern College so that your
decisions and/or actions are based on actual policies.

Whenever a supervisor needs additional information or interpretation it is that person's responsibility to
seek assistance.

Make every effort to respond to employee complaints or settle grievances at the earliest possible
moment. In the case of a grievance follow the procedures outlined in Section XI.

2. COST CONTROL

A

Continually analyze ways and means of improving work performed in your office or department and
look for ways in which your area can become more efficient.

Make every effort to study and use any available cost data pertaining to your area.

Exercise controls over your office or department budget to make sure that you stay within your
allocation and have accurate information when submitting your area budget request.

Be an example to your people in the use of supplies and time.

3. PERSONNEL RECORDS

As supervisor, you have responsibility to maintain certain personnel records in your department. Such
records are to serve as:

A

Documentation necessary to show that the legal, regulatory, and procedural requirements have been met
in all matters.

A basis for making personnel decisions.

A basis for reports on personnel activities (performance evaluations, work load, vacation and sick days,
personal leave, etc.).

A basis for defining and revising job descriptions for each position in your office or department.




SECTION IV.
EMPLOYEE GROUPS

FULL-TIME EMPLOYEES

Those employees who work the customary minimum of forty hours per week and maintain continuous
regular employment status.

PART-TIME EMPLOYEES

Those employees who work less than the customary minimum forty hours per week and maintain regular
employment status. Part-time employees are not eligible for Northwestern College benefits, except for those
specifically outlined in Section VI1II of the Employee Handbook.

EXEMPT (SALARIED) EMPLOYEES

Employees who are exempt from the minimum wage, time card and overtime provision of the Fair Labor
Standards Act (Wage-Hour law). Exempt positions must meet the Department of Labor’s regulations for job
responsibility in one of the categories for executive, administrative, professional, computer or outside sales,
and be paid a minimum salary of $844 per week for each week worked to be considered exempt. Employees
who are classified as exempt under the FLSA are not paid overtime in either cash or compensatory time.

All exempt administrative and staff appointments are renewed at the beginning of each academic year,
August 1 or September 1, provided continued employment is in the interest of the College. Because of the
nature of Northwestern College as an educational institution, some exempt positions (i.e. academic,
admissions, athletic, and student development staff) may be for less than twelve months, usually nine or ten
months, unless stated otherwise in their letters of appointment.

NON-EXEMPT (HOURLY) EMPLOYEES
Employees who are not exempt from minimum wage, overtime, and time card provisions of the Fair Labor

Standards Act (Wage-Hour law). These employees receive overtime at the rate of one and a half times their
regular rate for hours worked over the customary minimum of forty hours per week.
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SECTION V.
TERMS OF EMPLOYMENT

GENERAL PHILOSOPHY

While Northwestern College will not discriminate in hiring on the basis of gender, race, national or ethnic
origin, age, or disability, and while the College hopes to assemble a diverse faculty and staff, including
representation of minorities and women, the College's mission as a Reformed/evangelical institution of
higher learning demands that all who accept a position at Northwestern profess faith in Jesus Christ as Savior
and Lord, are committed to behavior that is in keeping with biblical principles, and desire the growth of
Christian convictions and maturity in the College's students.

HIRING PROCEDURES FOR STAFF PERSONNEL

A. A request for hiring a staff or faculty member will be made to the President by a President’s Cabinet
member by completing the "Request for Position Approval” form.

B. Each approved staff position may be advertised in-house, locally, or nationally, depending on position
requirements. The advertisement shall identify expected responsibilities, required qualifications, and the
need for commitment to the Christian faith.

C. Anperson is considered a candidate for the position after submitting a completed application to Human
Resources.

D. Evaluation and screening of candidates will be managed by the hiring supervisor, search committee or
President’s Cabinet member.

E. Candidates invited for campus interviews will be scheduled to meet with relevant personnel.

F. After all the initial interviews and review of the feedback from interviewers, the hiring supervisor and/or
the President’s Cabinet member shall recommend the candidate to be offered the position.

G. If the President approves the offering of a position, the President’s Cabinet member, in consultation with
Human Resources and the President, shall determine the employee status and salary for the offer. If the
job offer is accepted, the hiring supervisor and/or President’s Cabinet member shall then complete a
"Hiring Authorization" and a letter of appointment shall be issued.

H. Only the President or designee has the authority to offer a written appointment on behalf of the College,
and only the promises made in that appointment agreement bind the College.

HIRING OF RELATIVES

The college does not prohibit the hiring of family members of a staff or faculty employee. However, an
employee is not allowed to supervise a family member directly. Indirect supervision should be discussed
with Human Resources before any offer of employment would be made.

EMPLOYMENT OF MINORS

As a general policy, employees of Northwestern College must be 18 years of age or older and no one under
the age of 16 may be employed. A “minor” is defined as any individual under the age of 18.

Supervisors should be aware that certain employment restrictions apply to minors. These include:

A. Minors age 17 and under are restricted in the number of hours they may work in a day and week.
Restrictions on hours worked vary depending upon the minor’s age and whether work is performed on a
school day or non-school day.

B. Minors of any age are not permitted to work under the direct or indirect supervision of a relative.

C. Employees under 18 years of age are prohibited by law from performin