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MESSAGE FROM THE CHANCELLOR and CEO 

Welcome to New York Medical College (NYMC), a member of the Touro College and 
University System. We are pleased that you have chosen to advance your career interests 
and goals with our institution, one of the nation's oldest private colleges dedicated to the 
education of physicians, researchers and public health professionals. 

The College is an academic community committed to the mission of teaching, research, 
and service. Our missions are fulfilled through the efforts of faculty representing the 
School of Medicine, the Graduate School of Basic Medical Sciences and the School of 
Health Practices and Science, in concert with students and resident physicians in College-
sponsored programs at a network of hospitals and healthcare facilities in the New York 
Metropolitan area and Hudson Valley region. We are guided and supported in our 
endeavors by the leadership of our Board of Trustees, members of administration, and 
our alumni across the U.S. and around the world. 

The College holds itself to the highest ethical and professional standards. We seek to 
instill values in our students, as we prepare them to assume their respective roles in 
society. We encourage all members of our academic community to pursue knowledge 
and their professional development and to advance our shared objective of improving the 
health of the population. 

We are pleased to demonstrate a special concern for the poor and underserved and a 
respect for the inherent worth and dignity of each person. NYMC’s vision of service is 
consistent with the history of the school from its founding in 1860. It is also a view that is 
shared by many diverse cultural backgrounds. We strive to be an academic community 
where collegiality prevails and where each individual can freely express his or her views 
and in an environment that ensures mutual respect and cooperation. 

We look forward to the many contributions you will make to our institution in the months 
and years ahead. Again, a heartfelt welcome to NYMC. 

Sincerely, 

Edward C. Halperin, M.D., 
M.A.
Chancellor and Chief
Executive Officer
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INTRODUCTION 
We are pleased to provide this document to all faculty and staff as members of the 
New York Medical College team and hope this handbook will serve as a guide for 
employees to the College community. Faculty are also encouraged to review the 
Faculty Handbook.  

Through its dedicated faculty, administration, students and alumni, the College advances 
its purpose to: 

• educate outstanding physicians, scientists, public health practitioners and other
health care professionals;

• sponsor residency and fellowship programs accredited by the Accreditation Council
on Graduate Medical Education;

• sponsor continuing medical education programs accredited by the Accreditation
Council on Continuing Medical Education. These will be available to all physicians
of its affiliated hospitals and other practitioners in the region;

• educate the public with innovative programs that integrate the latest research
advances with the best clinical practices;

• provide educational opportunities with an international perspective through
graduate, post-doctoral and other training.

This handbook has been prepared to provide information to all new and current College 
faculty and staff and should be used as a ready reference. In addition to the content of this 
handbook, you should be familiar with and adhere to the policies and practices of the 
College. 

THIS EMPLOYEE HANDBOOK IS PROVIDED TO YOU FOR INFORMATIONAL 
PURPOSES ONLY AND IS INTENDED TO GIVE YOU A GENERAL OVERVIEW OF THE 
COLLEGE'S PRESENT POLICIES, WHILE THE COLLEGE EXPECTS TO CONTINUE TO 
OFFER THE BENEFITS AND MAINTAIN THE POLICIES DESCRIBED IN THIS 
HANDBOOK, THIS HANDBOOK IS NOT, AND SHALL NOT BE IMPLIED OR 
CONSTRUED TO CONSTITUTE A LEGALLY BINDING CONTRACT OR CONTAIN A 
CONTRACTUAL OR LEGAL COMMITMENT OR PROMISE OF ANY KIND ABOUT 
YOUR EMPLOYMENT OR TO ANY BENEFIT OR POLICY. THE COLLEGE RESERVES 
THE RIGHT TO, AT ANY TIME AND IN ITS SOLE AND ABSOLUTE DISCRETION, 
MODIFY, REVOKE, SUSPEND, OR TERMINATE ANY OF THE TERMS OR CONTENTS 
OF THIS HANDBOOK, PLANS, POLICIES AND PROCEDURES, IN WHOLE OR IN PART, 
WITH OR WITHOUT ADVANCE NOTICE. FINALLY, WHERE THE PROVISIONS OF 
THIS HANDBOOK CONFLICT WITH A SPECIFIC WRITTEN PLAN DOCUMENT (e.g., 
HEALTH PLAN), POLICY, COLLECTIVE BARGAINING AGREEMENT, THE 
PROVISIONS OF THE SPECIFIC WRITTEN PLAN DOCUMENT OR POLICY SHALL 
PREVAIL. 

If you have any questions that are not answered in this Handbook, please discuss them 
with your supervisor or Human Resources. To the extent that there may be conflicting 
information within the Faculty Handbook, the Faculty Handbook governs faculty 
members.  
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HISTORY 
Founded in 1860 by a group of civic leaders that included poet and abolitionist William 
Cullen Bryant, New York Medical College (NYMC) is one the nation's oldest private 
medical schools. The school opened its doors on the corner of 20th Street and Third 
Avenue as the New York Homeopathic Medical College.  Bryant served as the medical 
school’s first president and held the office of president of the Board of Trustees for 10 
years. 

NYMC was the first medical school to own its own teaching hospital, the Flower Free 
Surgical Hospital, which was built for the College in 1889 with funds donated by 
Roswell P. Flower, who later became governor of New York. Philanthropists John D. 
Rockefeller, Sr., and David Dows also contributed funds that enabled NYMC to purchase 
the land on which Flower was built. The College was among the first medical schools to 
admit women (1863) and, in 1928, was the first medical school in the nation to establish a 
scholarship program specifically for minority students. 

Based in New York City for 108 years, the College marked a milestone in its history 
when, in 1968, it accepted an invitation from Westchester County to develop a campus in 
Valhalla and to join the County in creating the Westchester County Medical Center. In 
1978, the College was strengthened through the establishment of a relationship with the 
Archdiocese of New York. This relationship broadened the College's range of clinical 
affiliations through the Catholic-sponsored hospitals in New York City and the 
metropolitan region." 

As a result of several years of financial challenges and the increasing recognition that as 
a freestanding medical institution there was a need for a college or health system sponsor 
to achieve positive synergies in education and medical research, the College actively 
sought a sponsor able to make a significant investment in the institution and actively 
offer expanded educational opportunities. The Archdiocese of New York, the sponsor of 
the College since 1978, had moved its health care ministry away from acute care 
hospitals, and as a result of this change in Archdiocesan mission, joined the College in 
seeking a nonprofit sponsor to take its place in fostering NYMC’s growth and prosperity. 

In 2011the Touro College and University System replaced the Archdiocese as the sponsor 
of New York Medical College.   

Touro College is a Jewish-sponsored independent institution of higher and professional 
education.  The College was established primarily to both enrich the Jewish heritage, and 
serve the larger American community in the spirit of Jewish values and the tradition of 
tikkun olam, enhancing the world in which we live. 

Chartered in 1970, Touro has approximately 19,200 students studying at 30 locations and is 
headquartered in Manhattan. Touro includes undergraduate colleges, four colleges of 
osteopathic medicine, two colleges of pharmacy, several graduate programs, a law school 
and a dental school. The College awards advanced degrees from its School of Medicine 
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(M.D.), Graduate School of Basic Medical Sciences (M.S., Ph.D., P.M.S.) and School of 
Health Sciences and Practice (M.S., M.P.H., D.P.T. and Dr.P.H.) as well as the dual 
degrees, M.D./Ph.D., M.D./M.P.H. and D.P.T./M.P.H. 

New York Medical College maintains a presence in settings that range from large urban 
medical centers to small suburban hospitals. The College is a leading academic 
biomedical research institution on a clinical campus between New York City and Albany, 
extending from the city to Westchester County and the Mid-Hudson Valley in New York 
State and to Fairfield County, Connecticut. 

NEW EMPLOYEE INFORMATION 

ORIENTATION BY THE HUMAN RESOURCES 
DEPARTMENT 
New Employees are invited to attend an orientation program conducted by the Human 
Resources Department. The program is scheduled on a bi-weekly basis.  At this time, 
employees receive general information regarding policies, benefits and College services. 
Employees will be provided with information to initiate enrollment into the Benefits 
programs at orientation, if they are benefits eligible.  

PHYSICAL EXAMINATION 
A physical examination is required for specified positions within the NYMC, as identified 
by human resources.  This exam is performed in the Health Services Department in the 
Basic Sciences Building at no cost to the employee. If required for the position, 
laboratory tests and immunizations are included in the physical exam. Refer to Human 
Resources policy on Job Related Health Requirements. 

Occupational Safety TRAINING 
The College requires all new employees attend a safety training class given by the 
Energy, Environmental Health and Safety Department. Topics covered include, but are 
not limited to: Asbestos Awareness, Radiation Safety, Blood borne Pathogens, and 
Employee Emergency Action Plans. 
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EMPLOYEE CLASSIFICATION 
There are several different classifications of employees that are determined by work 
schedule and the nature of employment. Classification affects an employee’s benefit 
eligibility status. 

A. Full-time employees are individuals who are scheduled to work 35 hours or
more per week. Regular full-time employees are eligible for all benefits.

B. Part-time employees are individuals who are scheduled to work less than 35
hours per week.

(i) Non-union part-time employees that work an average of 20 hours
per week or 1000 hours in a qualifying year, are eligible for the Tax
Deferred Annuity program and for pro-rated holiday, vacation,
short-term disability pay and graduate school tuition remission.

(ii) Non-union Part-time employees1 working seventeen and one-half
(17.5) hours  or more per week are entitled to purchase health
coverage through a payroll deduction on a pre-tax fully contributory
basis and are eligible for employee contributions to the Tax
Deferred Annuity program. These employees may also be eligible
for an employer contribution match, based upon eligibility
requirements as described in the 403(b) Summary Plan Description.

(iii) Non-union part-time employees who work less than 20 hours and
more than seven hours are only eligible for pro-rated holiday,
vacation and short-term disability, unless already eligible for the
Tax Deferred Annuity Plan based on eligibility requirements.

C. Temporary employees are those hired either full-time or part-time for a period
not exceeding one year. Except for fellows and residents, temporary
employees are not eligible for any benefits, but are eligible for New York
State Disability and New York State Paid Family Leave.

D. Per-Diem or Casual employees are those individuals who have no set work
schedule, are paid on an hourly basis and are not eligible for any benefits.

E. Graduate Research Associates are New York Medical College graduate school
students who receive student health benefits administered through Student
Health Services. They receive student identification cards (IDs) instead of
employee IDs and must complete Health Services requirements.

1 This class includes International Union Security Police Fire Professionals of America 528 employees. 
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EMPLOYMENT 
New York Medical College is interested in the welfare of its employees and promotes a 
working environment that meets personal, professional and organizational goals.  

Staff members should discuss any job-related concerns directly with their supervisor. 
In the event that further resolution is required, employees may contact Human 
Resources. 

Faculty must utilize the Faculty Constitution and By-laws in order to resolve issues 
relating to their employment. 

Members of a Collective Bargaining Unit should refer to their Union Contract for details 
on the Grievance Procedure. 

IDENTIFICATION CARDS 
Your identification card is issued after successful completion of the occupational 
safety training. Identification badges must be worn at all times. If you lose your 
identification card, please notify the Security Department and it will be replaced. 
Employees must return their identification cards upon separating from NYMC. 

EMPLOYMENT OPPORTUNITIES/JOB POSTINGS 
New York Medical College promotes a culture of internal promotion and transfers. 
Before accepting a new position, employees must discuss the opportunity with their 
current supervisor. If an employee is selected for a transfer, the transition should be 
coordinated between the current manager and the hiring manager in order to minimize 
operational issues. Open positions, requisite qualifications and experience needed along 
with instructions on how to apply may be found on our website  

PROBATIONARY PERIOD 
The first 90 calendar days of employment (excluding time lost for sickness and other 
absences) is considered the probationary period for non-exempt employees and 180 
days for exempt employees. This time is intended to be a period of learning and 
adjustment to your work environment. It allows your supervisor the opportunity to 
evaluate your job performance and professionalism.   

Union represented employees are subject to the specific probationary periods of their 
respective collective bargaining agreements. Such employees who successfully complete 
the probationary period may receive a salary increase and are eligible for benefits, as per 
the collective bargaining agreement. 
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Successful completion of the probationary period does not in any way constitute 
guaranteed continued employment, or the creation of an employment contract with 
the College. Absent a written agreement to the contrary, all employment at NYMC 
is classified as at-will. 

WORK SCHEDULE 
WORK WEEK 

It is the policy of New York Medical College to maintain working hours for all its 
employees in accordance with Federal and State regulations, labor agreements, work load 
and the maintenance of an efficient and effective schedule of work. 

A. Normal Work Week

1. The normal workweek is Monday through Sunday, and consisting of thirty-five (35),
thirty-seven and a half (37.5) or forty (40) hours per week depending on the position.
2. The normal working hours for most College faculty and staff is 9:00 a.m. to 5:00 p.m.,
Monday through Friday, with the customary one (1) hour lunch scheduled between 12:00
noon and 2:00 p.m. All staff must take a minimum 30-minute break for any shift lasting
6-hours or more.
3. The schedule of hours for faculty and staff shall be determined by the department to
which they are assigned.
4. When the schedule of hours contains hours that differ from normal working hours, as
defined above, sound business reasons must support the change; and appropriate College
management must be informed. Personnel and departments that would conduct business
with the department during normal working hours should be notified of any deviation from
these hours.
5. Faculty and staff shall be informed of any changes to their normal scheduled working
hours as far in advance as possible.

B. Flexible Work Week
1. Work week schedules may vary in order to meet departmental needs or when employees
request and receive approval for a flexible schedule.
2. Regular full-time College faculty and staff, whose schedules vary at the request or
approval of the department head, are still expected to work a thirty-five (35), thirty-seven
and half (37.5) or forty (40) hour work week as required by their position.
3. The customary one (1) hour lunch should be taken between the hours of 12:00 noon and
2:00 p.m. unless determined otherwise by Department Head.
4. Flexible work week scheduling is subject to approval by the appropriate Dean and/or
Vice President.
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OVERTIME 
Overtime Compensation/Non-Exempt Staff 

1. Non-exempt staff are eligible for overtime compensation, which has been scheduled and
approved by their supervisor in writing. All non-exempt staff (those employees subject to
the minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA), as
determined through the College's job evaluation procedure) is required to record their daily
hours worked on TouroOne. Timesheets shall cover two (2) work weeks and shall be
completed each work day.

2. The normal hourly rate will be paid between thirty-five (35) and forty (40) hours.
Compensation at the rate of one and one-half (1.5) times the normal hourly rate will be paid
to non-exempt staff after forty (40) hours worked in one (1) week.
3. The following are considered compensable as paid absences. Hours paid for these
absences will be paid at one time the hourly rate, and positions identified with an asterisk
(*) will not be included in a calculation for overtime rates.
a. Bereavement
b. Child Birth Pay (1199 CBU employees only)
c. Compensatory Time
d. Excused with Pay
e. Holiday
f. Jury Duty
g. Marriage Pay-119 CBU employees only
h. Military Pay*
i. Personal Day
j. Sick (after 5 sick days, 1199 sick time is fractional pay.  Sick time is not considered

for overtime for respective union employees, as per the applicable CBA) *
k. Vacation
m. Worker's Compensation*
n. NYS Paid Family Leave* (this benefit is not paid through the College payroll, but

is paid though an outside vendor for non-union employees and through the
through the union for  union employees). 
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ATTENDANCE AND PUNCTUALITY 
 
It is important that you report to work regularly and on time. Regular attendance and 
punctuality ensure the efficient functioning of your department. 

 
However, if unexpected or uncontrollable circumstances require you to be late or absent, 
you should notify your supervisor within at least one hour of your starting time. If 
absence is due to an illness and will extend over a period of time, you should inform your 
supervisor of the anticipated length of the absence. If you do not call in, your absence will 
be considered unauthorized, and may result in disciplinary action. Any employee who is 
absent for three consecutive work days without notification will be considered to have 
voluntarily resigned. A pattern of excessive absenteeism or lateness may be cause for 
disciplinary action, up to, and including separation from employment. 

 
 

PAYROLL 
 
 
PAYCHECKS 
 
Paychecks are issued bi-weekly on alternating Fridays. A representative from each 
department is responsible for the distribution of paychecks to the department's employees. 
Please check with your supervisor for further information. 
 
DIRECT DEPOSIT 
 
Arrangements can be made for all employees to have payroll checks deposited directly into 
checking and / or savings accounts as long as the bank is a member of the Automated Clearing 
House (ACH) system in the United States of America. 
 
 
PAYROLL TIMESHEETS 
 
Timesheets are electronically accessible to employees and approvers via the TouroOne 
Portal. An electronic-payroll-timesheets must be completed by each employee. 
 
 
These electronic timesheets are approved by the department head or assigned approver. Your 
paycheck is generated based upon the information submitted on these electronic timesheets 
or timecards. 
 
Revision of your timesheet can only be made by your supervisor with the approval of your 
department head or assigned approver.  
 
Please note that some employees must use timecards. These employees using timecards will 
be advised that they must do a timecard, and be directed to the location of the nearest time 
clock station. 
 
 
Willful falsification of any electronic or card based timesheet records may be cause for 
disciplinary action, up to and including separation of employment. 
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COMPENSATION AND BENEFITS 

New York Medical College's policy for non-faculty and non-union positions is designed 
to provide compensation that demonstrates internal equity and external salary 
competitiveness. To achieve this goal, the Job Evaluation Program is designed to 
provide a system for determining the relative value of positions within the College by 
grouping together positions of similar levels of knowledge, problem solving, and 
accountability. 

All non-faculty and non-union positions have job descriptions that outline the nature and 
purpose of the position, assigned duties, tasks, and responsibilities. Your supervisor will 
discuss the job description with you and give you a copy to help you understand your job 
and help you and your supervisor set goals. 

PROMOTION 
Promotion is the result of a change in job responsibilities, which enables an employee to 
move to a higher level position. This may occur within the same department or in 
another department in the College. The amount of an increase may vary depending upon 
the level of the new position and departmental budget. Salary discussions take place 
prior to an employee’s acceptance of a new role. 

RECLASSIFICATION 
Reclassification occurs when there is a change in a position based upon expansion or 
reduction of assigned responsibilities which results in a change to the higher level 
position. If your duties and responsibilities change substantially, your new position 
description will be reviewed and reclassified by the Job Evaluation Committee. After 
evaluation, Human Resources will send the determination to the department, including 
any changes in salary grade. 

BENEFITS SUMMARY 
The College provides a comprehensive benefits package to help protect the health and 
well-being of employees and their dependents.  It is the intention of New York Medical 
College to continue such plans, but the College reserves the right, at any time, and in its 
sole discretion, to modify or discontinue them, should it become desirable or necessary.  

Fringe benefits of all employees represented by a Union are provided through the 
various funds in accordance with the applicable collective-bargaining agreement. 

For a list of benefits, please see the benefits guide. 
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EDUCATIONAL ASSISTANCE 

DEPENDENT TUITION ASSISTANCE PROGRAM 

This plan provides a tuition benefit for eligible children of full-time, non-union 
represented employees who are enrolled in a degree-granting undergraduate program at 
an accredited college or university. The benefits are tax-free. 

Tuition support is $1,000 per child per semester with a per annum maximum payment of 
$2,000 per child. The maximum amount payable toward the attainment of the 
undergraduate degree is $8,000. However, in no instance will the level of tuition support 
exceed the actual cost of tuition. 

A dependent child, both of whose parents are full-time New York Medical College 
members, is entitled under this policy to tuition support emanating from each parent. All 
tuition payments are made directly to the school in the name of the dependent. 

GRADUATE SCHOOLS' TUITION PROGRAM 

It is the policy of the College to encourage the continuation and progression of education 
and professional performance through various programs offered by NYMC and Touro. 
Please refer to the policy on Educational Benefits for Full Time Faculty and Full Time 
Employees of NYMC.  

TIME-OFF 

HOLIDAYS 
The Valhalla campus of the College is closed in accordance with the schedule posted on 
the NYMC website and TouroOne.  

Affiliation hospital employees observe the holiday schedule at their respective 
affiliation. Security Officers observe Security Union Holiday Schedule. 

WORKING ON A HOLIDAY 
If you are a non-exempt employee and are required to work on an observed holiday of 
the College, you will receive one and one-half times of your regular pay for all hours 
worked and, in addition, will receive an additional day off with regular pay or an extra 
day's pay in lieu of time-off as determined by your supervisor. Union employees receive 
pay for working on a holiday, as per the respective Collective Bargaining Agreement. 

http://www.nymc.edu/media/schools-and-colleges/nymc/pdf/policies/PolicyonEducationBenefitsNYMC.pdf
http://www.nymc.edu/media/schools-and-colleges/nymc/pdf/policies/PolicyonEducationBenefitsNYMC.pdf
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PERSONAL DAYS 

 
All regular full-time, non-union represented Valhalla employees accrue up to four 
personal days annually that may be taken subject to supervisory approval.  Only one 
personal day can be carried over into the next calendar year. Personal days for regular 
part-time employees are pro-rated based on scheduled work week hours.  

 
VACATIONS 

 
Vacations are accrued on a fiscal year basis from July 1st to June 30th. 

 
VACATION ACCRUAL 

 
Officers, Faculty, Exempt-1 Regular full-time employees accrue 23 

vacation days per fiscal year. 
Exempt Employees Regular full-time employees accrue 20 

vacation days per fiscal year. 
Non-Exempt Valhalla 
Employees 

Regular full-time employees accrue at the 
below rate based on years of service: 
 

• 1st and 2nd year--10 days/year 
• 3rd year--15 days/year 
• 4th and each year thereafter--20 

days/year 

Non-Exempt NYMC 
Affiliation Employees 

Regular full-time employees accrue 20 
vacation days per fiscal year. 

Union Represented Employees Refer to Collective-Bargaining Unit 
Agreement. 

 
Regular full-time, non-union employees accrue vacation on a bi-weekly basis. Regular 
part-time non-union employees accrue vacation leave bi-weekly, on a pro-rated basis. 
Vacation accrual is based on regularly scheduled hours and vacation leave does not 
accrue for overtime hours. 

 
No vacation accrues for any period during which long-term disability benefits are 
received or payable or for periods of leave without pay. 

 
Vacation should be taken during the fiscal year in which it is earned. However, any 
unused vacation at the end of the fiscal year (i.e. by June 30) will be added to a vacation 
bank, which must be used by June 30 of the following year else it is forfeited. Per 
collective bargaining agreement, 1199 CBU employees should use all accrued vacation 
by their anniversary date. 

 



17 

 
 
 

Vacation leave balances are only paid out upon separation from the College. 
However, any vacation time in the Vacation Bank is not paid out upon separation.   

 
Employees are not charged for vacation when a recognized paid holiday falls within 
his/her vacation period. 

 
SHORT-TERM-DISABILITY – SICK TIME 

 
You should notify your supervisor on or before the normal starting time for work on the 
first day of an illness or disability.  Union employees are subject to the notification period 
outlined in the Collective Bargaining Agreement.  

 
Recognized holidays that fall during a period of short-term disability or sick absences are 
designated as Holiday pay. 

 
REPLACEMENT OF EMPLOYEES WHILE ON 
SHORT-TERM DISABILITY 

 
Positions vacated by an employee on short-term disability may be filled on a 
temporary basis. 

 
RETURNING TO WORK 

 
An employee on short-term disability should notify his/her Department Administrator at 
least five business days prior to the expected date of return to work. Delays in 
notification may delay someone’s ability to resume their duties on their preferred date. 
Upon return to work, the employee will be reinstated to his/her vacated position or a 
similar position. 
 
GENERAL PROVISIONS 

 
Non-exempt employees, who become ill on the job and leave prior to the end of their 
shift, will receive pay for the number of hours actually worked.  The balance of the work 
day will be charged against sick time. 

 
Medical and dental appointments should be scheduled during non-working hours 
whenever possible. If a medical or dental appointment is scheduled during a work day, 
non-exempt and union employees must utilize sick, personal, or vacation leave to 
account for the time. Employees should notify their supervisor at least 3-days in advance 
of any such scheduled appointment. 
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LEAVES OF ABSENCE 

PAID LEAVE 
Paid Leave is defined as any absence other than illness lasting two weeks or less (except 
for military service) for which you will receive pay. Union employees should refer to 
their respective CBA for paid leave polices, to the extent that they conflict with the 
policies herein. 

BEREAVEMENT DAYS 

If you are a regular full-time or part-time employee, you may be excused with pay for up 
to three days of absence due to a death in the immediate family.  Immediate Family is 
defined as spouse, children, brother, sister, father, mother, step-children, adopted children, 
father-in-law, mother-in-law, grandparents and grandchildren. Additional time may be 
taken, but such time is charged against vacation or personal time or taken without pay in 
the event that the employee does not have any leave time available for use. 

JURY DUTY 

All faculty and staff members who are required by subpoena or notice (not volunteered) 
to serve as jurors receive their regular pay to a maximum of 14 days. 

A subpoena or the notice to report for jury duty must be provided immediately to the 
supervisor/administrator in order to be eligible for jury duty pay. 

Employees are required to report for work upon release from jury duty when one-half day 
or more remains. Employees on-call or stand-by status must report to work until called. 

VOTING IN LOCAL, STATE OR NATIONAL ELECTIONS 

If the polls are open four consecutive hours before the start of work or after the workday 
ends, no time off will be granted. When the polls are open less than four consecutive 
hours before the start of work or after the workday ends, up to two hours off work may be 
granted with pay. 

If working time off is required to vote, the supervisor/administrator should be notified at 
least 2 working days before the day of election. 
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MILITARY SERVICE 

All faculty and staff members will receive their regular pay less military pay for each 
workday up to a maximum of 17 days of service duty each fiscal year. 

Upon receipt of payment from the military, such payment must be submitted to the 
Payroll Office in Valhalla. Reimbursement received for military travel should not be 
submitted. Employees who choose to use vacation time during military service are not 
required to forfeit military pay. 

A copy of the General Order must be provided to the supervisor/administrator in order 
to qualify for compensation for this authorized paid leave. 

MATERNITY LEAVE 

Pregnancy is treated as a disability under NY Law. Therefore, the same procedures 
apply as for any short-term disability. (See Short-Term Disability.) Such individuals 
may also request reasonable accommodations to perform the essential functions of 
their position. 

Paid Family Leave 
New York’s Paid Family Leave provides job-protected, paid time off so you can: 

• Bond with a newly born, adopted or fostered child, within the first 12 months of
birth or adoption, or

• Care for a close relative with a serious health condition, or
• Assist with family situations when a family member is deployed abroad on active

military service.

Relationship with other types of leave: Paid Family Leave can be taken by employees who 
are eligible for time off under the provisions of the FMLA. PFL will run concurrently with 
designated FMLA leave when the reason for leave qualifies under both PFL and FMLA. 
Eligible employees must then apply for both PFL and FMLA independently.  
You may not receive short-term disability and Paid Family Leave benefits at the same time. 
In accordance with regulation, you may not take more than 26 combined weeks of short-
term disability and Paid Family Leave in a 52-week period.  

If you are unable to work and qualify for Workers’ Compensation Benefits, you may not 
use Paid Family Leave benefits at the same time as you are receiving Workers’ 
Compensation benefits.  

• Accruing time for PFL eligibility: Time spent on paid vacation, sick or personal
days can be counted toward an employee’s eligibility determination.

• Supplementing PFL with accrued time: Employees may supplement PFL with
accrued time in order to receive full pay during their absence.
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UNPAID LEAVE 
Unpaid leave is defined as any authorized absence for which the employee does not 
receive pay. 

PERSONAL LEAVE OF ABSENCE 

The College recognizes that situations may arise that require you to take a leave of 
absence without pay; i.e., family illness not covered under FMLA, travel, or 
participation in a program of education. A personal leave may not be granted for a 
period greater than one year (unless designated as per the Collective Bargaining 
Agreement.) If the duration of the leave will be for longer than six months, unused 
personal and vacation days must be used prior to the beginning of the leave of absence. 
After the personal and vacation days have been exhausted, employees will be offered 
the opportunity to continue health benefits, if any, through COBRA. 

Leave without pay is granted as a convenience to you with the approval of your 
supervisor. Such leaves are intended to protect your previous service when you return to 
the College. If possible, you will assume your former position upon return. If the position 
no longer exists, or has been filled, the Human Resources Department will attempt to 
place you in a comparable position in the College. Although the Human Resources 
Department cannot guarantee placement for non-union employees, every effort will be 
made to arrange interviews for suitable openings. In the event that there is no position 
available for such an employee, the non-union employee will be separated from the 
College. 

If you fail to return from a leave of absence at the time agreed upon, the department will 
assume that you have voluntarily resigned. 

RELIGIOUS OBSERVANCES 

You may take time off for religious observances, but such time is charged against 
vacation or personal days or taken without pay and must be cleared in advance with your 
supervisor. 

FAMILY AND MEDICAL LEAVE ACT & 

MILITARY FAMILY LEAVE 
New York Medical College acknowledges its obligation to adhere to the Family and Medical 
Leave Act (FMLA) of 1993. In order to be eligible under this act, an employee is required 
to have worked for the College a minimum of one year, and have worked 1,250 hours or 
more during the 12 months prior to requesting leave. Eligible employees will be allowed up 
to a maximum of 12 weeks of unpaid leave within any 12-month period for the birth or 
adoption of a child, to provide either physical or psychological care for a child, spouse, or 
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parent with serious health condition, or to care for their own serious health condition. FMLA 
was amended on January 28, 2008 to include military caregiver leave: up to 12 weeks of 
leave if spouse, son, daughter or parent is on active military duty and up to 26 weeks of 
Military Family Medical Leave for the employee of a covered service member (spouse, son, 
daughter, parent or next of kin) recovering from a serious illness or injury sustained while 
on active duty.  

Qualified applicants or employees must conclude leave for the birth or the placement of a 
child for adoption or foster care within 12 months after the event. Leave may begin prior to 
birth or placement, as circumstances dictate. To qualify for leave for medical reasons, the 
health condition or treatment(s) must be such that it requires an employee to be absent from 
work on a recurring basis or for more than a few days for treatment or recovery.  

In the case of serious health condition regarding an employee or that of a family member, or 
for the adoption or birth of a child, the employee is entitled to take leave intermittently or on 
a reduced work schedule that is acceptable to the employee and the supervisor. Requests for 
intermittent or reduce leave status may result in the temporary transfer to another position of 
equivalent pay and benefits in order to better accommodate an employee’s leave.  

Accrued vacation pay is charged for the unpaid FMLA time off. The reduction of pay for an 
exempt employee will not impact their exempt status under the Fair Labor Standards Act. 
Most employees granted leave will be returned to the same position held prior to the leave, 
or one that is equivalent in pay, benefits, and other terms and conditions of employment.  

As required by policy, health care benefits will continue during an employee’s leave. Both 
the employee and the college will continue to pay the customary portions of the monthly 
premium. The Human Resources Department will advise employees of the payment due 
dates. Union 1199 must be advised of leave arrangements and contributions must be made 
based on normal weekly earnings.  

An employee must provide the college with a minimum of 15 days’ written notice for leave; 
or, if emergency conditions prevent such notice, the employee must notify the College as 
soon as is practicable.  

It is the policy of New York Medical College not to interfere with or discriminate against any 
employee exercising his or her rights under the Federal Family and Medical or Military 
Family Leave Act. If you have any questions regarding the FMLA, please contact the 
National Benefits Director whose contact information is available on TouroOne.  

CONTINUATION OF BENEFITS 

The College continues to provide employee benefits during approved leaves of absence 
(unless otherwise noted) on the same basis as if the employee were actively employed. 
Employees must continue to pay all required employee contributions on a monthly basis. 
Failure to maintain benefit premiums will result in cancelled benefits unless payments 
are made. 
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CODE OF CONDUCT 

The New York Medical College Code of Conduct is intended assist employees in 
understanding the types of behaviors expected by those in a professional environment, 
and those maintaining a professional image for the College. General rules of conduct are 
considered essential to the safety and well-being of those at New York Medical College.  

Disciplinary action is defined as an action designed to correct breaches of standards of 
conduct or expected performance. The following list is not all inclusive and contains 
examples of conduct which are considered serious violations of standards of conduct and 
may result in disciplinary action: 

• Failure to maintain quality/ quantity performance standards.
• Unauthorized absence from the work place during working hours or failure to notify

College you will be absent from work.
• Excessive unexcused absenteeism or lateness.
• Sleeping during working hours, and/ or neglecting duties.
• Refusal to follow supervisor's instructions, unless supervisor's instructions violate

stated College policy and/ or applicable laws, safety or moral issues.
• Insubordination - unwillingness to follow instructions of supervisor or person of

authority.
• Discriminatory actions against applicants, employees, students or patients because

of race, color, religion, sex, age, marital status, disability, national origin, or any
other protected class or status.

• Sexual harassment, harassment and/or assault.
• Disrupting the performance of employees, or engaging in language or actions which

are inappropriate in the workplace,
• Falsification of employment records or other College records, including timesheets.
• Theft of personal, college, or intellectual property.
• Larceny, misappropriation, or unauthorized possession or use of property belonging

to the College, affiliated hospital or to any College member, visitor, student or
patient.

• Failure to follow College, and as applicable, Affiliation policies or procedures.
• Performing or conducting personal business during business hours, or use of

College property for non-college business.
• Inappropriate or misuse of College property, and/ or computer systems, including

but not limited to: e-mail, internet, electronic games, social networking, etc.
• Unauthorized possession or use of College and/ or affiliated hospital records, or

disclosure of information contained in such records to unauthorized persons.
• Unauthorized use or unauthorized possession of intoxicants on work premises, or

reporting to work under the influence of alcohol or other intoxicants.
• Use of narcotics, except by prescription.
• Possession of firearms, weapons or explosives on work premises.
• Gambling or possession of gambling devices on work premises.
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• Negligence or deliberate destruction or misuse of College or affiliated hospital
property or property of another College member, visitor, student or patient.

• Creating unsafe or unsanitary conditions, or contributing to such conditions.
• Threatening, intimidating, coercing, stalking, bullying, hostile or violent

behavior/assault or actions directed toward another College member, student, patient
or other affiliated hospital employees.

• Illegal conduct on work premises.
• Soliciting or accepting gratuities from visitors, students, patients, or vendors.
• Distributing literature, pamphlets, photographs or other printed matter other than

work-related information necessary to proper job performance.
• Actions detrimental to the operations of the employer and/ or towards student's

learning or patient care.

THE ABOVE IS NOT INTENDED TO BE ALL INCLUSIVE. THEREFORE, THE 
COLLEGE RESERVES THE ABSOLUTE RIGHT TO DISCIPLINE ANY 
EMPLOYEE IN ITS SOLE DISCRETION FOR REASONS NOT SPECIFIED 
ABOVE. 

DISCIPLINARY MEASURES 
For individuals to work efficiently and effectively together, certain standards of 
performance and conduct must be maintained. When employees do not observe these 
standards, they will be subject to certain disciplinary measures. 

When an employee's performance is found to be unsatisfactory or there are infractions of 
rules of conduct, the following progressive discipline steps may be taken: 

• Verbal warning,
• Written warning,
• Other steps as necessary and/or appropriate
• Separation

For clarity, for actions of a very serious nature, the employee may be separated 
immediately. 

POLICY STATEMENTS 
For a complete listing of all policies please visit: https://www.nymc.edu/about-
nymc/policies/.  

HARASSMENT AND SEXUAL HARASSMENT POLICY 
STATEMENT 

New York Medical College is committed to providing all of our students and employees an 
environment free from conduct constituting harassment and to discipline any student or 
employee who violates this policy.  

https://www.nymc.edu/about-nymc/policies/
https://www.nymc.edu/about-nymc/policies/
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Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based 
upon a person’s protected status, such as sex, color, race, religion, national origin, age, 
medical condition, disability, marital status, veteran status, citizenship status, sexual 
orientation or other protected characteristic under applicable law. New York Medical College 
will not tolerate harassing conduct that affects tangible academic or job benefits, that 
interferes unreasonably with an individual’s performance, or that creates an intimidating, 
hostile, or offensive environment.  

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and 
other physical, verbal, or visual conduct based on sex when (1) submission to the conduct is 
an explicit or implicit term or condition of academic decision or employment, (2) submission 
to or rejection of the conduct is used as the basis for academic or employment decision, or 
(3) the conduct has the purpose or effect of unreasonably interfering with an individual’s
academic or work performance or creating an intimidating, hostile, or offensive environment.
Sexual harassment may include explicit sexual propositions, sexual innuendoes, suggestive
comments, sexual oriented “kidding” or “teasing,” “practical jokes,” jokes about gender-
specific traits, obscene language or gestures, displays of obscene printed or visual material,
and physical contact, such as patting, pinching, or brushing against another’s body. This does
not refer to occasional comments of a socially acceptable nature.

New York Medical College’s policy is to investigate all such complaints thoroughly and 
promptly. To the fullest extent possible, the College will keep complaints and the terms of 
their resolution confidential. If an investigation confirms that harassment has occurred, the 
College will take corrective action as the facts and circumstances warrant, which may include 
disciplinary action up to and including immediate suspension or termination, as is 
appropriate.  

New York Medical College affirms that it is the responsibility to each member of faculty and 
management to create an atmosphere free of sexual harassment. It is also the duty of each 
student and employee to respect the rights of fellow students and employees.  

All New York Medical College employees and students are responsible for helping to 
assure that we avoid harassment. If you feel that you have experienced or witnessed 
harassment, employees or students can either notify the Director of Human Resources at 
(914) 594-2800, or the Title IX Coordinator Katherine Smith, at (914) 594-4527.

 AMERICANS WITH DISABILITIES ACT POLICY STATEMENT 

New York Medical College is subject to the terms of Title I of the Americans with 
Disabilities Act of 1990. In compliance with Title I of the Act, effective July 26, 1992, the 
College will take action to employ and advance in employment qualified individuals with a 
disability. An individual is qualified if he or she can perform the essential functions of the 
job with or without reasonable accommodation.  

The term “disability” for purposes of this act is defined as the physical or mental impairment 
that substantially limits one or more major life activities. Essential functions are those 
responsibilities that are an integral part of the job and must be performed by the individual in 
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order to be considered qualified for that position. The non-essential functions, of the job do 
not necessarily have to be performed by the same individual in order for that person to be 
qualified.  

New York Medical College may continue to select qualified people who can perform all job-
related-functions, but does not discriminate against a qualified individual with a disability 
because of the person’s disability. The ADA requires that the person be evaluated solely on 
his/her ability to perform essential functions of the job with reasonable accommodation 
unless it imposes undue hardship, e.g., significant expense or difficulty.  

All requests for reasonable accommodations should be filed with Human Resources for 
consideration. Pre-employment interviews should not include any reference to former 
workers’ compensation cases or contain medical inquiries. In compliance with ADA 
provisions, the College provides all eligible employees with the same employee benefits 
without discrimination.  

If any applicant, employee, student, patient or other person believes that New York Medical 
College has failed to comply with the provisions of this Act, a complaint can be filed with 
the Office of Institutional Compliance by calling 646-565-6000 x55330.  Prompt, effective, 
remedial action will be taken when and where appropriate and necessary. 

SMOKE-FREE POLICY STATEMENT 

The purpose of this policy is to reaffirm New York Medical College’s special responsibility 
as an academic health center to protect faculty, employees, students and the general public 
from the harmful effects of smoking (including e-cigarettes and vaping), to promote the 
health and safety of all, and to ensure compliance with applicable codes and regulations 
established by various local, city, state and federal regulatory agencies.  

The policy shall be applicable to the College’s owned or leased premises at the Valhalla 
campus including the public areas and lounges and Grasslands Housing and dormitories. It is 
the Policy of New York Medical College to establish a smoke-free environment at all of its 
owned and leased premises effective January 1, 1991, to provide information to faculty, 
employees and students on the potential health hazards of smoking and of the availability of 
smoke-free programs and to ensure that employees who smoke respect the rights of others 
who do not wish to be exposed to the bad effects of inhaling smoke. 

Violations of this policy will result initially in referrals to smoke-free or rehabilitation 
programs or other remedial measures as a requirement for continued employment and finally 
appropriate disciplinary action. Complaints of violation can be reported to Human Resources 
(914) 594-2800. This policy should be published annually, posted in conspicuous places on
College premises and incorporated into the orientation program of new employees and
students.
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DRUG-FREE WORKPLACE POLICY STATEMENT 

New York Medical College recognizes its special responsibility to prevent the illicit use of 
drug or alcohol on College premises by faculty, students and employees. The effects of drug 
or alcohol dependency compromise work and academic performance as well as health care. 
This, therefore, is to advise that the College, in consultation with faculty, the Deans’ offices 
and appropriate administration, has developed and adopted a Drug Prevention Program which 
reaffirms our policy regarding the use of drugs and alcohol and provides specific information 
in compliance with the Drug-Free Schools and Communities Act Amendments of 1989. 

Please refer to the posted notices for additional information. 

PATIENT’S RIGHTS POLICY STATEMENT 

Since many of our employees are involved with the care of the sick, particularly at our 
Affiliation hospitals, it is important that we reiterate the “Patient’s Bill of Rights” posted 
conspicuously throughout hospitals and faculty practice areas. Communication, respect and 
trust among patients and health care personnel are necessary for the furtherance of good 
patient care. 

Please refer to the posted notices for additional information. 

IMMIGRATION REFORM & CONTROL ACT 

The Immigration Reform and Control Act was signed into law on November 6, 1986. This 
act requires all employers to hire only those individuals who are employment eligible (U.S. 
citizens, resident aliens or non-resident aliens who have employment authorization from the 
US Citizenship and Immigration Service).  

It is the responsibility of the Human Resources Department or Affiliation Office to verify 
the identity and employment eligibility of all new hires. Proof of identity and employment 
eligibility will be required for all hires no later than three days from date of employment 
and shall be documented on Federal form I-9 for employee’s personnel file. These forms 
will be sent to all new employees by the Human Resources Department via the onboarding 
process. 

It is important that you notify Human Resources immediately of any change in your 
immigration status and complete updated W-4 and IT-2104 forms whenever your VISA or 
tax status changes.



NY HERO ACT
Model Airborne Infectious Disease 
Exposure Prevention Plan for 
Private Education

The purpose of this plan is to protect employees against exposure and disease during an airborne infectious disease 
outbreak. This plan goes into effect when an airborne infectious disease is designated by the New York State 
Commissioner of Health as a highly contagious communicable disease that presents a serious risk of harm to the 
public health. This plan is subject to any additional or greater requirements arising from a declaration of a state of 
emergency due to an airborne infectious disease, as well as any applicable federal standards.

Employees should report any questions or concerns with the implementation this plan to the designated contact.

This plan applies to all “employees” as defined by the New York State HERO Act, which means any person 
providing labor or services for remuneration for a private entity or business within the state, without regard to an 
individual’s immigration status, and shall include part-time workers, independent contractors, domestic workers, 
home care and personal care workers, day laborers, farmworkers and other temporary and seasonal workers. 
The term also includes individuals working for digital applications or platforms, staffing agencies, contractors or 
subcontractors on behalf of the employer at any individual work site, as well as any individual delivering goods 
or transporting people at, to or from the work site on behalf of the employer, regardless of whether delivery or 
transport is conducted by an individual or entity that would otherwise be deemed an employer under this chapter. 
The term does not include employees or independent contractors of the state, any political subdivision of the 
state, a public authority, or any other governmental agency or instrumentality.

As of the date of the publication of this document, while the State continues to deal with COVID-19 and a risk 
still exists, no designation is in effect at this time. Please check the websites of Departments of Health and 
Labor for up to date information on whether a designation has been put into effect, as any such designation will 
be prominently displayed. No employer is required to put a plan into effect absent such a designation by the 
Commissioner of Health.
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I. RESPONSIBILITIES
This plan applies to all employees of , and [all]/[the following work sites]:

This plan requires commitment to ensure compliance with all plan elements aimed at preventing the spread of 
infectious disease. The following supervisory employee(s) are designated to enforce compliance with the plan. 
Additionally, these supervisory employees will act as the designated contacts unless otherwise noted in this plan:

Name Title Location Phone

II. EXPOSURE CONTROLS DURING A DESIGNATED OUTBREAK

A. MINIMUM CONTROLS DURING AN OUTBREAK
During an airborne infectious disease outbreak, the following minimum controls will be used in all areas of the
worksite:

1. General Awareness: Individuals may not be aware that they have the infectious disease and can spread it to
others. Employees should remember to:
• Maintain physical distancing;
• Exercise coughing/sneezing etiquette;
• Wear face coverings, gloves, and personal protective equipment (PPE), as appropriate;
• Individuals limit what they touch;
• Stop social etiquette behaviors such as hugging and hand shaking, and
• Wash hands properly and often.

2. “Stay at Home Policy”: If an employee develops symptoms of the infectious disease, the employee should
not be in the workplace. The employee should inform the designated contact and follow New York State
Department of Health (NYSDOH)and Centers for Disease Control and Prevention (CDC) guidance regarding
obtaining medical care and isolating.

3. Health Screening: Employees will be screened for symptoms of the infectious disease at the beginning of their
shift. Employees are to self-monitor throughout their shift and report any new or emerging signs or symptoms
of the infectious disease to the designated contact. An employee showing signs or symptoms of the infectious
disease should be removed from the workplace and should contact a healthcare professional for instructions.
The health screening elements will follow guidance from NYSDOH and CDC guidance, if available.
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4. Face Coverings: To protect your coworkers, employees will wear face coverings throughout the workday to the
greatest extent possible. Face coverings and physical distancing should be used together whenever possible.
The face covering must cover the nose and mouth, and fit snugly, but comfortably, against the face. The
face covering itself must not create a hazard, e.g. have features could get caught in machinery or cause
severe fogging of eyewear. The face coverings must be kept clean and sanitary and changed when soiled,
contaminated, or damaged.

5. Physical Distancing: Physical distancing will be followed as much as feasible. Avoid unnecessary gatherings
and maintain a distance of at least six feet (or as recommended by the NYSDOH/CDC for the infectious agent)
from each other. Use a face covering when physical distance cannot be maintained.

In situations where prolonged close contact with other individuals is likely, use the following control methods: (Note to
employer: Check off the controls you intend to use and add any additional controls not listed here.)
• restricting or limiting customer or visitor entry;
• limiting occupancy;
• allowing only one person at a time inside small enclosed spaces with poor ventilation;
• reconfiguring workspaces;
• physical barriers;
• signage;
• floor markings;
• telecommuting;
• remote meetings;
• preventing gatherings;
• restricting travel;
• creating new work shifts and/or staggering work hours;
• adjusting break times and lunch periods;
• delivering services remotely or through curb-side pickup;
•
• 
• 

6. Hand Hygiene: To prevent the spread of infection, employees should wash hands with soap and water for at
least 20 seconds or use a hand sanitizer with at least 60% alcohol to clean hands BEFORE and AFTER:
• Touching your eyes, nose, or mouth;
• Touching your mask;
• Entering and leaving a public place; and
• Touching an item or surface that may be frequently touched by other people, such as door handles, tables, gas

pumps, shopping carts, or electronic cashier registers/screens.
Because hand sanitizers are less effective on soiled hands, wash hands rather than using hand sanitizer when 
your hands are soiled. 

7. Cleaning and Disinfection: See Section V of this plan.

8. “Respiratory Etiquette”: Because infectious diseases can be spread by droplets expelled from the mouth
and nose, employees should exercise appropriate respiratory etiquette by covering nose and mouth when
sneezing, coughing or yawning.

9. Special Accommodations for Individuals with Added Risk Factors: Some employees, due to age, underlying
health condition, or other factors, may be at increased risk of severe illness if infected. Please inform your
supervisor or the HR department if you fall within this group and need an accommodation.
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B. ADVANCED CONTROLS DURING AN OUTBREAK
For activities where the Minimum Controls alone will not provide sufficient protection for employees, additional
controls from the following hierarchy may be necessary. Employers should determine if the following are
necessary:

1. Elimination: Employers should consider the temporary suspension or elimination of risky activities where
adequate controls could not provide sufficient protection for employees.  Examples include:

1. Limiting or eliminating in-person learning,
2. Limiting gatherings by location (outdoors), and scale
3. Limiting or eliminating  in-person recreational and/or sporting events.

2. Engineering Controls: Employers should consider appropriate controls to contain and/or remove the infectious
agent, prevent the agent from being spread, or isolate the worker from the infectious agent. Examples of
engineering controls include:
• Mechanical Ventilation such as local exhaust ventilation, for example:

• Local duct.

a. General Ventilation, for example:
• Increasing the percentage of fresh air introduced into air handling systems;
• Avoiding air recirculation;
• Utilize air filters with rating of Minimum Efficiency Reporting Value (MERV) 13 or higher, if compatible

with the HVAC system(s). If MERV–13 or higher filters are not compatible with the HVAC system(s), use
filters with the highest compatible filtering efficiency for the HVAC system(s);

• If fans are used in the facility, arrange them so that air does not blow directly from one worker to
another.  Remove personal fans as necessary but keep heat hazards in mind and address in other
methods if appropriate; and

• Air purifiers.

3. Natural Ventilation, for example:
• Opening outside windows and doors; and
• Opening windows on one side of the room to let fresh air in and installing window exhaust fans on the opposite

side of the room so that they exhaust air outdoors.
• Automatic disinfection systems such as ultraviolet light disinfection systems.
• Install cleanable barriers such as partitions and clear plastic sneeze/cough guards.
• Establish entry to building protocols that are contactless.
• Install hand washing or sanitizing stations throughout facility.
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Subject to changes based on operations and circumstances surrounding the infectious disease, engineering 
controls that are anticipated to be used are listed in the following table:

Engineering Controls Utilized/Location:

Note to Employer: One of the best ways to reduce exposure to infectious agents is to improve ventilation. The aim is to deliver 
more “clean air” into an occupied area and exhaust the contaminated air to a safe location. In some cases, the air may have to 
be filtered before it enters the work area and/or before it is exhausted. Direct the contaminated air away from other individuals 
and from the building’s fresh air intake ports. Consult your ventilation system’s manufacturer or service company to determine if 
improvements are possible for your system.

4. “Administrative Controls” are policies and work rules used to prevent exposure. Examples include:
• Increasing the space between employees and students;
• Disinfecting procedures for specific operations;
• Employee training;
• Identify and prioritize job functions that are essential for continuous operations;
• Cross-train employees to ensure critical operations can continue during worker absence;
• Limit the use of shared workstations;
• Close break rooms;
• Prohibiting eating and drinking in the work area;
• Do not utilize drinking fountains;
• Post signs reminding of respiratory etiquette, masks, hand hygiene;
• Rearrange traffic flow to allow for one-way walking paths;
• Provide clearly designated entrance and exits;
• Provide additional short breaks for handwashing and cleaning;
• Establishing pods or cohorts of staff and students to limit exposure;
• Minimize elevator use, post signage of limitations;
• Increase time between classes to allow for cleaning and ventilation;
• Utilize remote learning methods;
• Require health screening of students upon entry to facilities; and
• Limit attendance of in-person meetings.  Host the meetings outdoors or electronically.
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Subject to changes based on operations and circumstances surrounding the infectious disease, the following 
specific administrative controls are anticipated to be used: 

Administrative Controls Utilized/Location:

5. Personal Protective Equipment (PPE) are devices like eye protection, face shields, respirators, and gloves
that protect the wearer from infection.  PPE will be provided, used and maintained in a sanitary and reliable
condition at no cost to the employee.  The PPE provided to an employee will be based on a hazard assessment
for the workplace.  The following PPE that are anticipated to be used are in the following table:

PPE Required  - Activity Involved/Location: 

1 The use of respiratory protection, e.g. an N95 filtering facepiece respirator, requires compliance with the OSHA Respiratory 
Protection Standard 29 CFR 1910.134 or temporary respiratory protection requirements OSHA allows for during the infectious 
disease outbreak.  

2 Respirators with exhalation valves will release exhaled droplets from the respirators.  Respirators are designed to protect the 
wearer.  Surgical masks and face coverings, which are not respirators, are designed to protect others, not the wearer. 

C. EXPOSURE CONTROL READINESS, MAINTENANCE AND STORAGE:
The controls we have selected will be obtained, properly stored, and maintained so that they are ready for
immediate use in the event of an infectious disease outbreak and any applicable expiration dates will be properly
considered.
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III. HOUSEKEEPING DURING A DESIGNATED OUTBREAK
A. Disinfection Methods and Schedules

Objects that are touched repeatedly by multiple individuals, such as door handles, light switches, control
buttons/levers, dials, levers, water faucet handles, computers, phones, or handrails must be cleaned frequently
with an appropriate disinfectant. Surfaces that are handled less often, or by fewer individuals, may require less
frequent disinfection.
The disinfection methods and schedules selected are based on specific workplace conditions.

The New York State Department of Environmental Conservation (NYSDEC)and the Environmental Protection
Agency (EPA) have compiled lists of approved disinfectants that are effective against many infectious
agents (see dec.ny.gov and epa.gov/pesticide-registration/selected-epa-registered-disinfectants). Select
disinfectants based on NYSDOH and CDC guidance and follow manufacturer guidance for methods, dilution,
use, and contact time.

B. Adjustments to Normal Housekeeping Procedures
Normal housekeeping duties and schedules should continue to be followed during an infectious disease
outbreak, to the extent practicable and appropriate consistent with NYSDOH and/or CDC guidance in effect at
the time. However, routine procedures may need to be adjusted and additional cleaning and disinfecting may
be required.

Housekeeping staff may be at increased risk because they may be cleaning many potentially contaminated
surfaces. Some housekeeping activities, like dry sweeping, vacuuming, and dusting, can resuspend into the
air particles that are contaminated with the infectious agent. For that reason, alternative methods and/or
increased levels of protection may be needed.

Rather than dusting, for example, the CDC recommends cleaning surfaces with soap and water before
disinfecting them. Conducting housekeeping during “off” hours may also reduce other workers’ exposures to
the infectious agent. Best practice dictates that housekeepers should wear respiratory protection. See cdc.gov
for more guidance.

C. If an employee develops symptoms of the infectious disease at work, it is ideal to isolate the area in
accordance with guidance issued by NYSDOH or the CDC, before cleaning and disinfecting the sick
employee’s work area. This delay will allow contaminated droplets to settle out of the air and the space to be
ventilated.

D. As feasible, liners should be used in trash containers. Empty the containers often enough to prevent overfilling.
Do not forcefully squeeze the air out of the trash bags before tying them closed. Trash containers may contain
soiled tissue or face coverings.

IV. INFECTION RESPONSE DURING A DESIGNATED OUTBREAK
If an actual, or suspected, infectious disease case occurs at work, take the following actions:

• Instruct the sick individual to wear a face covering and leave the worksite and follow NYSDOH/CDC guidance.
• Follow local and state authority guidance to inform impacted individuals.

V. TRAINING AND INFORMATION DURING A DESIGNATED OUTBREAK
A.  will verbally inform all employees of the existence and location 

of this Plan, the circumstances it can be activated, the infectious disease standard, employer policies, and 
employee rights under the HERO Act. (Note: training need not be provided to the following individuals: any 
individuals working for staffing agencies, contractors or subcontractors on behalf of the employer at any 
individual work site, as well as any individual delivering goods or transporting people at, to or from the work 
site on behalf of the employer, where delivery or transport is conducted by an individual or entity that would 
otherwise be deemed an employer under this chapter)

https://www.dec.ny.gov
https://www.epa.gov/pesticide-registration/selected-epa-registered-disinfectants
https://www.cdc.gov
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B. When this plan is activated, all personnel will receive training which will cover all elements of this plan and the
following topics:

1. The infectious agent and the disease(s) it can cause;
2. The signs and symptoms of the disease;
3. How the disease can be spread;
4. An explanation of this Exposure Prevention Plan;
5. The activities and locations at our worksite that may involve exposure to the infectious agent;
6. The use and limitations of exposure controls
7. A review of the standard, including employee rights provided under Labor Law, Section 218-B.

C. The training will be
1. Provided at no cost to employees and take place during working hours. If training during normal work

hours is not possible, employees will be compensated for the training time (with pay or time off);
2. Appropriate in content and vocabulary to your educational level, literacy, and preferred language; and
3. Verbally provided in person or through telephonic, electronic, or other means.

VI. PLAN EVALUATIONS DURING A DESIGNATED OUTBREAK
The employer will review and revise the plan periodically, upon activation of the plan, and as often as needed to
keep up-to-date with current requirements.  Document the plan revisions below:

Plan Revision History

Date Participants Major Changes Approved By
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VII. RETALIATION PROTECTIONS AND REPORTING OF ANY VIOLATIONS
No employer, or his or her agent, or person, , acting as or on behalf of a hiring entity, or the officer or agent
of any entity, business, corporation, partnership, or limited liability company, shall discriminate, threaten,
retaliate against, or take adverse action against any employee for exercising their rights under this plan,
including reporting conduct the employee reasonably believes in good faith violates the plan or airborne
infectious disease concerns to their employer, government agencies or officials or for refusing to work where
an employee reasonably believes in good faith that such work exposes him or her, other workers, or the public
to an unreasonable risk of exposure, provided the employee, another employee, or representative has notified
the employer verbally or in writing, including electronic communication, of the inconsistent working conditions
and the employer’s failure to cure or if the employer knew or should have known of the consistent working
conditions.

Notification of a violation by an employee may be made verbally or in writing, and without limitation to format
including electronic communications. To the extent that communications between the employer and employee
regarding a potential risk of exposure are in writing, they shall be maintained by the employer for two years after
the conclusion of the designation of a high risk disease from the Commissioner of Health, or two years after the
conclusion of the Governor’s emergency declaration of a high risk disease. Employer should include contact
information to report violations of this plan and retaliation during regular business hours and for weekends/other
non-regular business hours when employees may be working.
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GENERAL INFORMATION 

SAFETY/SECURITY 
The College endeavors to provide a safe, healthy and secure environment on campus and at 
off-campus locations for faculty, staff, students, patients and visitors in compliance with 
regulatory requirements.  Employees are expected to adhere to all College rules and 
regulations.  Employees should report any violations or concerns to your supervisor or any 
of the College administrative departments.   

SECURITY ACCESS AND PARKING (VALHALLA CAMPUS) 

All persons on campus must register with the Security Department.  Upon satisfactory 
completion of safety training, employees will be issued personal identification badges 
that will permit entry into designated buildings on an as-needed basis.  Identification 
badges must be worn and prominently displayed at all times while on campus and as may 
be required at affiliated locations. 

Access to parking on campus is also restricted and in many locations is controlled by 
security gates.  To park on-campus you must register your vehicle(s) with the Security 
Department then prominently display the windshield sticker per instructions. 
Windshield stickers are color-coded. Only park in areas with signs that have the 
corresponding color of your sticker. Please do not drive your car to get to meetings in 
different buildings on campus between 9am and 5pm; use the walkways or shuttle bus 
service. 

All vehicles shall be operated in compliance with state motor vehicle law including 
observance of posted speed limits, traffic signs, and not blocking roadways/walkways. 
Illegally parked vehicles, including vehicles not properly registered with Security, not 
displaying a current NYMC-issued parking sticker or visitor pass, parked in fire or tow 
away zones, blocking roadways/walkways, or parked in handicapped or reserved parking 
spaces without proper permits, may be ticketed and/or towed at the owner’s expense. 

FIRE OR OTHER EMERGENCY EVACUATION 

College buildings or certain locations located therein are equipped with automatic 
detection devices for fire/smoke or oxygen deficient atmospheres.  In the event of 
fire/smoke an alarm will actuate at the Security Department.  Audio and visual alarms will 
be actuated in the campus buildings.  If you hear an alarm, close doors behind you and 
leave the building immediately using the nearest safe exit while assisting others. Get out 
as quickly as possible in the safest manner. Proceed to a designated assembly area outside 
of the building and await further instructions. 
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If you discover a fire, follow the "R-A-C-E" protocol. Rescue anyone in immediate 
danger if necessary and possible to do so. Alarm others by pulling the nearest fire alarm 
box or calling Security at ext. 4226. Contain the fire by closing doors. Evacuate the 
building immediately.  The alarm should be sounded no matter how insignificant the fire 
may seem.  Do not attempt to extinguish the fire unless you are trained, qualified, and 
authorized to do so.   Go to the designated assembly area for further instructions. 

Alarms for oxygen deficiency will only sound a local alarm in the immediate area.  Leave 
the area immediately upon local alarm and report the incident to Security, extension 
4226. The fire alarm may also be actuated for any emergencies such as a chemical spill, or 
otherwise.  Upon alarm please leave the building immediately, and proceed to the 
designated assembly area for further instructions. Pulling the fire alarm when there is no 
emergency may be considered a violation of the Code of Conduct. 

LOST AND FOUND 

The Security Office at the Basic Sciences Building serves as the lost and found repository 
for the College. Please turn in anything found to this office. If you lose anything, contact 
the office to see if it has been found. If you lost an item, please fill out the form on the 
NYMC Website: lost property form. 

OTHER CONCERNS 

Refer to the College Administrative Policies and Procedures, Laboratory Safety Manual, 
and/or other instructions and directives for information.  Feel free to contact your 
supervisor, department head, and/or any of the College administrative departments such 
as: Environmental Health and Safety, Health Services, Human Resources, and Security. 

PERSONAL APPEARANCE 

It is the policy of New York Medical College that all employees present a professional 
and business-like image. Appropriate business attire is an ongoing requirement of 
employment with New York Medical College. The standards are found in the Policy on 
Personal Appearances Of Employees on the College website.  

The College may issue modifications to the dress at their discretion in the summer months. 
Employees working in labs or clinical areas who wear lab coats and scrubs (including shoe 
coverings) are governed by professional and safety-attire guidelines.   

http://touro.formstack.com/forms/lost_property_form
https://legacy.nymc.edu/universitypolicies/HR/PersonalAppearanceofEmployeesformerlyHR.706.pdf
https://legacy.nymc.edu/universitypolicies/HR/PersonalAppearanceofEmployeesformerlyHR.706.pdf
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MATTERS OF DISCRETION 
Just as the Medical College respects employee privacy in dealing with salaries and other 
personal matters, employees are expected to respect the confidentiality of College business. 

The mail system and College letterhead stationery should be used for official College 
business only. Email may not be used for solicitations or to promote non-College 
events that are not approved by the Office of Public Relations. 

Personal mail and deliveries should be delivered to your home rather than to your 
place of work. Likewise, telephone use should be limited to incoming and outgoing 
business calls; personal use of business phones and cell phones during your work 
hours should be kept to a minimum. 

Equipment and supplies of the College are private property and are not to be used for 
personal reasons at any time without permission. 

TRAVEL EXPENSES 
Please see the Travel Expense and Reimbursement Policy. 

INCLEMENT WEATHER 
The Valhalla Campus may close, delay opening, or have an early dismissal, at the discretion 
of the Administration due to inclement weather.  

When, despite inclement weather or other incident, a decision is made to open or keep the 
College open, all faculty and staff are to report to (or stay at) work.  In the event of unusual 
personal circumstances related to the weather event, arrangements should be made with 
one’s supervisor to take the day off and to charge time off to personal or vacation time.  

Valhalla College employees may determine the Campus’ status during inclement weather by 
utilizing any of the following: 

• Calling the College INCLEMENT WEATHER telephone line,
(914) 594-3600 for a recorded message. Announcements will be recorded by
6:30 am on the affected day.   Please note that employees should not call the
Security Office.

• A banner will be placed on the College Webpage in the event of an
unscheduled closing or delayed opening.

• Announcements may also be made via the College's email and SMS text
notification system

https://www.nymc.edu/media/schools-and-colleges/nymc/pdf/policies/TravelExpenseandReimbursementPolicy.pdf
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During any College closure, certain operationally essential employees may be required to 
report to work (or stay on the job) even when the College is otherwise closed or an opening 
is delayed.  These employees include:  Facilities, EEHS, Security, Comparative Medicine, 
and IT staff.  Operationally-essential employees must make every effort to report to work 
while ensuring their safety during commuting.  When possible, arrangements will be made 
for employees who wish to stay overnight on campus in order to ensure that they are 
available without having to commute during hazardous travel conditions.  Operationally- 
essential employees are designated by the heads of each department and may vary 
depending upon the nature of the weather event. 

EMERGENCY TELEPHONE NUMBERS 

VALHALLA EMERGENCY TELEPHONE NUMBERS 

Fire (914) 594-4226
Electrical elevators (914) 594-4588
Flood, gas, water (914) 594-4588
Security/Safety (914) 594-4226
Cardiac arrest unit 911 
Health Service (914) 594-4234
Ambulance 911 
Radiation Safety (914) 594-3454 or 4226
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