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MISSION STATEMENT 

California State University, Long Beach Research Foundation serves the mission of the University by 
supporting and engaging in research, entrepreneurship, community service, sponsored programs and 
the acquisition of private resources. 

VISION 
�x Dedicated and caring employees 

�x Exceeding expectations 

�x Exploring new opportunities 

�x Valued as a vital contributor to the campus community. 

VALUES 
�x INTEGRITY - Maintain high standards and consistent performance within an environment of 

professional ethics and responsibility for one's actions. 

�x SERVICE - Provide excellent, cost -effective and responsive services to students, faculty, staff, 

and the community at large. 

�x TEAMWORK - Promote an environment of cooperation, trust and open communication. 

�x DIVERSITY - Embrace the strengths, experiences and talents of every individual. 

�x INNOVATION - Support new ideas  
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EMPLOYMENT 

101 NATURE OF EMPLOYMENT 

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to 

constitute contractual obligations of any kind or a contract of employment between the employer and any 

of its employees. The provisions of the handbook have been developed at the discretion of management 

and may be amended or canceled at any time, at the organization's sole discretion. The California State 

University, Long Beach Research Foundation (Research Foundation) is not a co-employer with any other 

organization. Employment with the Research Foundation rests solely with the Research Foundation, and 

provides no rights or benefits of employment or any other kind, with any other organization. This 

includes, but is not limited to: California State University Long Beach (CSULB), the State of California, or 

the sponsoring organizations of any programs administered by the Research Foundation. 

Employment with the Research Foundation is at the mutual consent of the employer and the employee, 

and is subject to termination or modification by either party at will, with or without cause or advance 

notice. 

An employee should use the initial period after being hired or rehired to determine whether the new 

position meets his or her expectations. The Research Foundation uses this period to evaluate employee 

capabilities, attitude and work habits. Either the employee or the employer may end the employment 

relationship at will at any time, with or without cause or advance notice. 

Employees are eligible for employer-provided benefits according to the terms and conditions of each 

program. Not all employment categories are eligible for benefits. Please contact the Human Resources 

Department for additional information. 

These provisions supersede all existing policies and practices and may be amended or added to only in 

writing by the Associate Director of Human Resources or Chief Operating Officer of the Research 

Foundation. 

103 EQUAL EMPLOYMENT OPPORTUNITY 

It is the policy of this organization that employment decisions shall be based on merit, qualifications, and 

competence. Except where required or permitted by law, employment practices shall not be influenced or 

affected by virtue of an applicant's or employee's race, color, religion, national origin, sex, sexual 

preference, marital status, pregnancy, age, disability, physical handicap, ancestry, medical condition 
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Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any 

income or material gain from an individual(s) or organizations outside of the Research Foundation for 

materials produced or services rendered while performing their jobs for the Research Foundation. 

111 ADDITIONAL EMPLOYMENT 

Additional employment of any employee or faculty member with the University and/or another auxiliary is 

limited to 125% 
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EMPLOYMENT STATUS AND RECORDS 

201 EMPLOYMENT CATEGORIES 

The following employment categories define the employment classifications applicable to work at the 

Research Foundation. Employment status and benefit eligibility depend on the category of employment: 

�x (FTR) FULL - TIME REGULAR - The employee regularly works between 30 to 40 hours per 

week. 

�x (PTR) PART - TIME REGULAR - The employee regularly works between twenty (20) and twenty-

nine (29) hours per week. This is a benefitted position which requires that the position be posted 

for at least 2 weeks on the Research Foundation website. Employees hired into this category are 

eligible for pro-rated holidays and time off upon hire and pro-rated pension contributions after two 

(2) consecutive years of employment in the eligible category. 

�x (SHR) SHORT HOUR REGULAR - The employee works under 20 hours per week. 

�x (TEM) T EMPORARY - The employee works twenty-eight (28) hours or less per week and 

assignments are six (6) months or less. 

�x (STU) STUDENT ASSISTANT - Positions within this category are limited to 20 hours per week, 

do not attain "Regular" status and must be filled by undergraduate students of CSULB who are 

enrolled in at least six units of instruction. * 

�x (GRA) GRADUATE ASSISTANT  - Position within this category are limited to 20 hours per week, 

do not attain "Regular" status and must be filled by graduate students of CSULB who are enrolled 

in at least three units of instruction. * 

�x (CAS) CASUAL LABOR  - Describes individuals whose employment is intermittent or who works 

on a short-term "as needed" basis. 

�x (FAE) FACULTY ADDITIONAL EMPLOYMENT  - Primary employment is a teaching position with 

CSULB. Receives direct payments for work performed on a Research Foundation project within 

the guidelines set by the Research Foundation and the CSULB Office of Academic Personnel. 

Combined hours between the Research Foundation, University and/or any other auxiliary are 

limited to 125% effort. 

�x (SAE) STAFF ADDITIONAL EMPLOYMENT - Primary employment is a staff position with 

CSULB. Receives direct payments for work performed on a Research Foundation project within 

the guidelines set by the Research Foundation and the CSULB Office of Staff Personnel. 



CSULB RESEARCH FOUNDATION EMPLOYEE HANDBOOK 
 

11 
 

Combined hours between the Research Foundation, University and/or any other auxiliary are limited to 

125% effort. 

Each position is designated as either NON-EXEMPT or EXEMPT from federal and state wage and hour 

laws. NON-EXEMPT employees are eligible for overtime pay. EXEMPT employees are not. 

NOTE: Persons employed within the STU and GRA categories may work during the intersession if 

enrolled during the prior regular semester, enrolled in three or more units during the intersession, or are 

accepted for admission to the following regular semester. They may work during summer session if they 

are accepted for admission for the following fall semester or were enrolled for the prior spring semester. 

Students may work up to 40 hours per week during summer and intersession. 

202 ACCESS TO HUMAN RESOURCES FILES 

Human Resources files are the property of the Research Foundation, and access to the information they 

contain is restricted. Generally, only Human Resources Representatives and officials of the employer 

who have legitimate reason for reviewing information in a file are allowed to do so. With reasonable 

written request to the Associate Director of Human Resources, an employee may review material in his 

or her file. Files may only be reviewed in the Research Foundation Human Resources Department and in 

the presence of a Human Resources Representative. 

203 EMPLOYMENT REFERENCE INQUIRIES 

The Human Resources Department will respond to all reference inquiries from other employers and/or 

creditors. Responses to such inquiries will confirm only dates of employment and position(s) held. A 

written authorization from the employee is required to release any other information not listed above. 

204 HUMAN RESOURCES DATA CHANGES 

It is the responsibility of each employee to promptly notify the Human Resources Department of any 

changes in personal data. Personal mailing addresses, telephone/cell phone numbers, e-mail addresses, 

number and names of dependents, individuals to contact in the event of an emergency, beneficiaries, 

educational accomplishments, and other such status reports should be kept accurate and current at all 

times. 

208 EMPLOYMENT APPLICATIONS 

The Research Foundation relies upon the accuracy of information contained in the employment 

application, as well as the accuracy of other data presented throughout the hiring process and 
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employment. Any misrepresentations, falsifications, or material omission of information on the application 

may result in the Research Foundation's exclusion of the individual from further consideration for 

employment or, if the person has been hired, termination of employment at any time. 

209 PERFORMANCE EVALUATIONS 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an 

informal, day-to-day basis. For regular employees, a formal written performance evaluation will CSULB 

Research Foundation Employee Handbook be conducted at the end of an employee's initial six (6) 

months period of hire, known as the introductory period. Additional formal performance reviews are 

conducted annually to provide both supervisors and employees the opportunity to discuss job tasks, 

identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful 

approaches to meeting goals. Supervisors may find it necessary to conduct interim evaluations to either 

correct or praise various areas of performance. Generating and making sure that performance 

evaluations are completed at least annually is the responsibility of the Project Director. A template 

performance evaluation form can be found on the Research Foundation web site at 

http://www.foundation.csulb.edu. 

EMPLOYEE BENEFIT PROGRAMS 

301 EMPLOYEE BENEFITS 

Employees of the Research Foundation are provided a wide range of benefits. A number of the programs 

(such as Social Security, workers' compensation, state disability and unemployment insurance) cover all 

employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, including employee classification. The 

http://www.foundation.csulb.edu/
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Employees are strongly encouraged to take earned vacation during the year following its accrual. For 
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305 HOLIDAYS 

The Research Foundation will grant holiday time off to all employees for the holidays listed below: 

�x Martin Luther King, Jr. Day (January) 

�x Cesar Chavez Day (March) 

�x Memorial Day (May) 

�x Independence Day (July) 

�x Labor Day (September)
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306 OTHER PAID ABSENCES (OPA) 

The employer provides OPA benefits to all eligible employees for periods of temporary absence due to 

illnesses, injuries, personal time off, medical, vision, or dental appointments. Eligible employee 

classifications: 

�x Full-time Regular (FTR) 

�x Part-time Regular (PTR) 

OPA hours accrue each pay period based on the hours an employee works during the pay period. 

Employees working full time will accrue 4.00 hours of OPA per pay period. The accrued rate will be 

prorated for employees working between 50% and full-time hours in a pay period. No OPA accrual will be 

earned by an employee working less than 50% in a pay period, or during an unpaid leave of absence. 

Reporting Illnesses or Injuries  

Employees who are unable to report to work due to an illness or injury must make every effort to notify 

their supervisor before the scheduled start of their shift. In circumstances where an employee cannot 

notify his or her supervisor prior to the start of their shift, notification must be made within two hours after 

the start of the shift to be considered a reported absence. The supervisor must also be contacted each 

day the employee is absent. If an employee is absent for three or more consecutive days due to illness 

or injury, a physician's statement must be provided verifying the nature of the disability and its beginning 

and expected ending dates. Such verification may be requested by the Human Resources Department 

for other sick leave absences of any length as well and may be the basis for payment authorization of 

OPA benefits. 

Before returning to work from a sick leave absence of three calendar days or more, an employee must 

provide a physician's verification indicating that he or she may safely return to work. OPA benefits will be 

calculated based on the employee's base pay rate at the time of the absence and will not include any 

special compensation, such as incentives, commissions, bonuses, or shift differentials. OPA benefits 

may be used to supplement any state disability insurance or worker's compensation benefits that an 

employee is eligible to receive. The combination of any such disability payments and OPA benefits 

cannot exceed the employee's normal earnings. 

Upon termination of employment, employees will be paid (at their current rate at the time of termination) 

for OPA benefits that have accrued through the last day of work. 
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308 TIME OFF TO VOTE 

The Research Foundation encourages employees to fulfill their civic responsibilities by voting. If an 

employee is unable to vote in a statewide election during his or her non-working hours, the Research 

Foundation will grant up to two hours of paid time off to vote. Employees must request time off to vote 

from their supervisor at least two working days prior to election day so that CSULB Research Foundation 

Employee Handbook necessary time off to vote can be scheduled at the beginning or end of the work 

shift, whichever provides the least disruption to normal work operations. 

Employees must submit a voter's receipt on the first working day following the election in order to qualify 

for paid time off. 

309 BEREAVEMENT LEAVE 

If an employee wishes to take time off to attend the funeral and/or make any necessary arrangements 

associated with the death of an immediate family member, the employee must notify his or her 

supervisor immediately. Effective January 1, 2023, after thirty (30) days of employment, employees in all 

employment classifications are eligible for up to five (5) business days of bereavement leave per 

occurrence. 

The five business (5) days of bereavement leave do not need to be taken consecutively; they can be 

intermittent. The employee must complete the bereavement leave within three (3) months of the 

immediate family member’s date of death.  

The following employment classifications are eligible for paid bereavement leave: 

�x Full-time Regular (FTR) 

�x Part-time Regular (PTR) 

�x Short Hour Regular (SHR) 

Bereavement leave for all other employment classifications will be unpaid. 

Bereavement pay is calculated using the base pay that an employee would otherwise have earned had 

they worked on the day of the absence. An employee may use any available accrued vacation or OPA 

time for additional time off as necessary. 

�x The Research Foundation defines "immediate family" as: 

�x The employee's spouse or domestic partner;  

�x The employee, spouse or domestic partner’s: parent, stepparent, grandparent, great-grandparent, 

sibling, child or grandchild (including foster, adopted and step), aunt, uncle:  
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Either the Research Foundation or the employee may request an excuse from jury duty if, in the 

judgment of the Associate Director of Human Resources, the employee's absence would create serious 

operational difficulties. 

The Research Foundation will continue to provide insurance benefits until the end of the month in which 

the unpaid jury duty leave begins. At that time, employees must pay the full cost of their insurance 

benefits (medical, vision, dental, and life insurance benefits). The Research Foundation will resume 

payment of the costs of insurance benefits when the employee returns to active employment. 
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employee who receives approval for his or her educational assistance may, upon proof of successful 

completion of each course*, receive reimbursement for registration fees up to six units of 

undergraduate/graduate instruction each academic semester. The reimbursement rate is equivalent to 

the prevailing part-time undergraduate/graduate degree rate at CSULB. Since this bene-t is solely funded 

by direct program funds, approval is contingent upon availability of funds, and/or program sponsor 

approval. Written approval for Educational Assistance must be received prior to course enrollment. 

Employees who wish to take classes during normal business hours will either be required to make up the 

time spent away from work during the normal shift or use accrued vacation or OPA hours in order to be 

compensated. In cases where the Research Foundation or Project Director requests that the employee 

attend a class, the employee will be compensated at their regular rate of pay during the class 

attendance. 

* Proof for this purpose is defined as a copy of the student's grade transcript indicating a passing grade 

for the class. 

382 CREDIT UNION 

All Research Foundation employees are eligible to join the Long Beach Schools Financial Credit Union 

and the Schools First Federal Credit Union. Both Credit Unions offers a wide variety of financial services. 
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384 FLEX CASH 

Eligible employees who have non-Research Foundation medical or dental coverage may elect to waive 

Research Foundation provided insurance in exchange for cash. Employees who waive medical and/or 

dental coverage may receive additional cash in their semi-weekly paycheck (not to exceed the *monthly 

maximum). 

�x Waive both medical & dental $70 per pay period (*not to exceed $140/month) 

�x Waive medical only $64 per pay period (*not to exceed $128/month) 

�x Waive dental only $ 6 per pay period (*not to exceed $12/month) 

Employees must elect Flex Cash during annual open enrollment. 

TIMEKEEPING/PAYROLL 

401 TIMEKEEPING 

Accurately recording time worked is the responsibility of every employee. Federal and state laws require 

the employer to keep an accurate record of time worked in order to calculate employee pay and benefits. 

Time worked is all the time actually spent on the job performing assigned duties. 

Tampering with, altering or falsifying your own or anyone else's time records, or recording time on 

another employee's time record may result in disciplinary action, including termination. 

A non-exempt employee should report to work no more than ten (10) minutes prior to their scheduled 

starting time nor stay more than ten (10) minutes after their scheduled stopping time, without express, 

prior written authorization from his or her supervisor. By signing the timecard, the supervisor is providing 
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http://www.foundation.csulb.edu/
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maximum length. In no case may a leave of absence be approved beyond the period for which the 

position of the requesting employee is funded. 

Leaves of absence which have been approved for a specified period of time may be modified by the 

Associate Director of Human Resources should funding or operating conditions warrant. To the extent 

possible, the requesting employee will be returned to the same position they occupied at the time the 

leave began. In the event that operating conditions preclude a position from remaining vacant the 

requesting employee will be returned to the most comparable position, for which they are qualified, within 

the program that they are normally employed. For further information about Leaves of Absence, 

employees should contact a Research Foundation Human Resources representative.  

Notice Requirements - Employees requesting a Leave of Absence (of any type) must provide (where 
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Associate Director of Human Resources, in concert with the University Police Department), or the 

brandishing of any object which could reasonably be construed as a firearm. The term "property" 

shall include any Research Foundation or University work site regardless of ownership, or any 

location where the individual is engaged in Research Foundation or University business. 

�x The possession on Research Foundation or University property of weapons of any kind (unless 

specifically authorized in writing by the Research Foundation Associate Director of Human 

Resources, in concert with the University Police Department), or the brandishing of any object 

that could reasonably be construed as a weapon. The term "property" shall include any Research 

Foundation or University work site regardless of ownership, or any location where the individual is 

engaged in Research Foundation or University business. 

�x Loud, angry or disruptive behavior that is clearly not a part of the typical work environment. 

�x Callous or intentional disregard for the physical safety or well-being of other. 

�x Willful destruction of Research Foundation, University, or employee property. 

�x Commission of a violent felony or misdemeanor on Research Foundation or University property. 

The term "property" shall include any Research Foundation or University work site regardless of 

ownership, or any location where the individual is engaged in Research Foundation or University 

business. 

�x Any other conduct which a reasonable person would perceive as constituting a threat of violence. 

This policy will apply to employees engaging in any violent behavior regardless of whether or not the 

behavior is exhibited during the employees' regular work schedule. 

Any employee who is subjected to, witnesses or has knowledge of an action which could be perceived as 

a violent act, or has reason to believe that such actions may occur, must report it promptly to his or her 

supervisor or to the Research Foundation Associate Director of Human Resources. Employees may 

raise concerns and make reports without fear of reprisal. 

702 DRUG AND ALCOHOL USE 

In accordance with the Drug-Free Workplace Act of 1988 ("DFWA"), the California State University, Long 

Beach Research Foundation has established the following policy: 



CSULB RESEARCH FOUNDATION EMPLOYEE HANDBOOK 
 

38 
 

employees, provided the drugs do not adversely affect job performance or the safety of the employee or 

other individuals in the workplace. 

It is the responsibility of any Research Foundation employee convicted of a criminal drug offense 

occurring in the workplace to notify the Research Foundation Human Resources Department within five 

(5) calendar days of conviction. Action may be taken against any Research Foundation employee 

convicted of a criminal drug offense occurring in the workplace. 

Appropriate action may include discipline, up to and including termination, and/or the requirement of 

satisfactory participation in a drug treatment program as deemed necessary by the Research Foundation 

Associate Director of Human Resources. 

To further enhance this effort, a drug-free awareness program has been established to inform Research 

Foundation employees of the dangers of drug abuse in the workplace, and the availability of drug 

counseling and rehabilitation programs. This program is designed to assist all Research Foundation 

employees. Any employee who wishes further information should contact the Research Foundation 

Human Resources Department. 

703 UNLAWFUL HARASSMENT 

The Research Foundation must take all reasonable steps to prevent discrimination and harassment. 

Sexual harassment in employment violates Research Foundation policy and is prohibited under Title VII 

of the federal Civil Rights Act and the California Fair Employment and Housing Act. 

SEXUAL HARASSMENT DEFINED 

Federal Law defines sexual harassment as unwanted sexual advances, requests for sexual favors or 
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�x Making or threatening reprisals after a negative response to sexual advances 

�x Visual conduct: leering, making sexual gestures, displaying of sexually suggestive objects or 

pictures, cartoons or posters. 

�x Verbal conduct: making or using derogatory comments, epithets, slurs, sexually explicit jokes, 

comments about an employee's body or dress. 

�x Verbal sexual advances or propositions. 

�x Verbal abuse of a sexual nature, graphic verbal commentary about an individual's body, sexually 

degrading words to describe an individual, suggestive or obscene letter, notes or invitations. 

�x Physical conduct: touching, assault, impeding or blocking movements. 

It is unlawful for any employee to sexually harass females or males. Sexual harassment on the job is 
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to the employee(s) who complained and the accused harasser(s). If the Research Foundation 

determines that sexual harassment has occurred, the Research Foundation will take effective remedial 

action commensurate with the circumstances. Appropriate action will also be taken to deter any future 

harassment. If a complaint of sexual harassment is substantiated, appropriate disciplinary action, up to 

and including discharge, will be applied. Whatever action is taken against the harasser will be 

communicated to the employee CSULB Research Foundation Employee Handbook who complained, 

and the Research Foundation will take appropriate action to remedy any loss to the employee resulting 

from the sexual harassment. 

PROTECTION AGAINST RETALIATION 

The Research Foundation's policy and California law prohibit retaliation against any employee by 

another employee or by the Research Foundation for using the complaint procedure or for filing, 

testifying, assisting or participating in any manner in any investigation, proceeding or hearing conducted 

by a federal or state enforcement agency. Prohibited retaliation to the whistle-blower includes, but is not 
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Any employee of the Research Foundation whether co-workers, supervisor or manager, who is found to 

have engaged in unlawful sexual harassment is subject to disciplinary action up to and including 

discharge from employment. An employee who engages in sexual harassment, including any manager 

wh
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ADDITIONAL ENFORCEMENT INFORMATION 

In addition to the Research Foundation internal complaint procedure, employees should also be aware 

that the federal Equal Employment Opportunity Commission (EEOC) and the California Department of 
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The nearest office of the EEOC or DFEH, may also be contacted as listed below: 

Equal Employment Opportunity Commission 

322 West First Street, #2126 

Los Angeles, CA 90012 

(213) 897-2844 

Equal Employment Opportunity Commission 

901 Market Street, Suite 500 

San Francisco, CA 94103 

(415) 744-6500 

Department of Fair Employment and Housing 

255 East Temple Street, Fourth Floor 

Los Angeles, CA 90012 

(213) 894-1015 

Department of Fair Employment and Housing 

30 Van Ness Avenue, Suite 300 

San Francisco, CA 94102-6073 

(415) 557-2005 

704 ATTENDANCE AND PUNCTUALITY 

To maintain a safe and prod
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enhancement of relationships, improvement of family functioning, professional development, evaluation 

of alcohol and substance abuse problems, and personal growth. FSAP services are provided on a 

voluntary basis only. To learn more about this benefit, please call the Associate Director of Human 

Resources. 

780 ADMINISTRATIVE REVIEW PROCESS 

Occasionally, employees may encounter a situation of conflict requiring the attention of an individual of a 

higher level of authority. In most cases, an employee is encouraged to seek the assistance of his or her 

immediate supervisor to resolve the conflict. In cases where the employee is not satisfied with the 

resolution suggested by the supervisor, or if the nature of the conflict causes the employee to feel 

uncomfortable in dealing with his or her immediate supervisor, the employee is encouraged to seek the 

assistance of the Research Foundation Human Resources Department. An employee may discuss 
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EMPLOYEE ACKNOWLEDGMENT 

I understand that the employee handbook describes important information about this organization and 

that I should consult a Research Foundation Human Resources Representative regarding any questions 

not answered in the handbook. 

Since provisions of the handbook are subject to change, I further understand that revisions in writing 

signed by authorized Research Foundation representatives to the handbook may supersede or eliminate 

one or more existing policies and that all such changes will be communicated through official notices. 

My employment relationship with this organization is voluntarily entered into and is subject to termination 

or modification by me or my employer at will, with or without cause or advance notice. 

I acknowledge that this handbook is neither a contract of employment nor a legal document. I have 

received, read, understood, and will comply with both the policies contained in this handbook and any 

revisions made to it. 

   

Employee Signature  Date 

   

Employee’s Name (Typed or Printed)   
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