
THE CITY UNIVERSITY OF NEW YORK 
 

Important Notice to Applicants 
 
 
 
 

Non Discrimination 
 

It is the policy of the City University of New York (CUNY) and its constituent colleges and units to recruit, 
employ, retain, promote, and provide benefits to employees and to admit and provide services for students, 
without regard to race, color, national or ethnic origin, religion, age, sex, sexual orientation, gender identity, 
marital status, disability, genetic predisposition or carrier status, alienage, citizenship, military or veteran status, 
or status as victim of domestic violence. 

 
Disability Accommodation Available for Applicants 

 
If you require an accommodation for a disability in order to participate in the selection process, please contact the 
Human Resources Director. 

 
Offer of Employment 

 
Any offer of employment is contingent upon successful completion of CUNY’s total employment screening 
process, including receipt of references that the University and/or College considers satisfactory. 
Official representations are solely those made in writing prior to appointment by the University/College executive 
or manager authorized to make appointments for his/her respective division and area of responsibility. 

 
Post Offer Pre-Employment Medical Examination, Drug Screen, and Physical Fitness Assessment 

 
For some positions, the hiring department may require a medical examination, drug test, and/or physical fitness 
assessment as a condition of employment, only if it is relevant to the job. If such is required, it will be stated in 
the Position Vacancy Announcement or Job Specification. 

 
Employment Eligibility and Identity Documents Verification 

 
Under The Immigration and Reform Control Act of 1986, we are required to verify your employment eligibility 
and identity within three (3) days of your reporting to work. 

 
If you are claiming preference for military service, you will be required to submit an original DD214 along with 
verification of your disciplinary record. 

 
Reference and Background Checking 
Current and former employers may be contacted for verification of any and all information stated in this 
application and or during any phase of the selection process. In order for CUNY to obtain this information, you 
will be asked to sign an Authorization to Release Reference Information form agreeing to hold any and all of your 
reference sources harmless and free of any liability for releasing information CUNY deems relevant to determining 
whether to employ you. For some positions a criminal background check may be required as part of the 
employment process. Applicants for these positions will be required to complete a personal disclosure and release 
form before this information may be obtained. 



 
Position Sought: 

 
 
 
 
 
 
 

(PRINT) 
Name 

 
 
 
 
COLLEGE 

THE CITY UNIVERSITY OF NEW YORK 
APPLICATION FOR EMPLOYMENT 

Full Time:  Part Time:   

If part time, hours available: 

  am   pm 
 
Payroll Title: 

Last First Middle 
 

If known by another name, please give that name    

 
Position Vacancy Number: 

 
Home Address_        

No. Street Apt # City State Zip 
 

Telephone Number (  )     (___)    
Home  Day Time 

Email Address    
 

Are you able to perform the essential functions of the position as described in the Position Vacancy Announcement and/or Job 
Specification with or without reasonable accommodation?  Yes  No  .   If you would require an accommodation to perform the 
essential functions of this job and you wish to make known at this time what that would be, please indicate: 

 

 
 
 
 
 

Please identify if you have any relatives employed in the department for which you are applying. No relatives_    Yes, I have (a) 
relative(s)     If yes, please explain 

 
 

Are you legally eligible for employment in the United States?  Yes   No   
 
 
 
 

Applicant Attestation:  By my signature below, I declare and affirm that I have read and fully understand that: 
 

Any misrepresentation or material omission of facts in this application or in any other materials I submit in support of my candidacy 
(including but not limited to the letter of application and resume/CV), or in any oral statements I may make during the selection process 
shall be sufficient cause for disciplinary action up to and including termination, in the event I am hired, or shall be sufficient cause to 
end further consideration of my application prior to being hired; 

 
Present and past employers may be contacted for verification of data and reference check, unless I specifically request otherwise and 
provide reasons acceptable to the hiring official. This verification may, but need not, begin prior to my receiving an offer; 

 
An offer of employment is contingent on successful completion of the entire employment selection process, including the receipt and 
review of references, satisfactory to the University; 

 
No manager or representative of CUNY has the authority to make an offer of employment or to represent a condition of employment 
which is in violation of the bylaws, rules, regulations, or collective bargaining agreements governing the City University of New York; 

 
Any representations that are contrary to these policies, even when made in writing, are unenforceable; 

 
Under federal law, CUNY is required to verify my employment eligibility and my identity within three (3) days of my reporting to work. 
At that time, I must produce legitimate supporting documents. 

 
 

Signature    Date   
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A. EDUCATION: Please indicate highest equivalent grade of education completed: Doctorate     Masters    
Baccalaureate   High School/GED    

 
List schools attended, beginning with most recent (college, business school, high school, vocational or trade school, etc). 

Credits Degree 
School Name Location Major Study Completed Received/Date 

 

1.     

2.     

3.     

B. EMPLOYMENT HISTORY: Begin with present or last job (if currently unemployed) and work back for the last 15 years 
listing all job-related full or part time employment.  Be sure to include any current CUNY employment held.  Attach an extra page, if 
necessary. 

 
1. Employer Name    Address    

 
Dates Employed:  From  /   To  / 

Mo. Yr. Mo. Yr. 
Job Title   
 

Final Base Salary/Indicate One: 
Full Time_   Part Time   Average number of hours per week     

Reason for Leaving      
(  ) Annual $    (  ) Weekly $_   

(  ) Hourly $_   
 

Name/Title of Immediate Supervisor   _Telephone Number   
 

Briefly Describe Duties:_   
 
 
 
 
 
 
 

2. Employer Name    Address_   
 

Dates Employed:  From  /   To  / 
Mo. Yr. Mo. Yr. 

Job Title   
 

Final Base Salary/Indicate One: 
Full Time   Part Time   Average number of hours per week     

Reason for Leaving_     
(  ) Annual $     (  ) Weekly $   

(  ) Hourly $_   
 

Name/Title of Immediate Supervisor   Telephone Number   
 

Briefly Describe Duties:_   
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3. Employer Name    Address    
 

Dates Employed:  From  /   To  /   Job Title_   
Mo. Yr. Mo. Yr. 

 
Full Time   Part Time_   Average number of hours per week     

Reason for Leaving     

Final Base Salary/Indicate One: 

(  ) Annual $     (  ) Weekly $   

(  ) Hourly $   
 

Name/Title of Immediate Supervisor   Telephone Number   
 

Briefly Describe Duties:_   
 
 
 
 
 
 
 

Please explain any gaps in employment in excess of two months during the past 15 years. 
 
 
 
 
 
 
 
 

C.   Other Important Skills, Competencies, or Experience Not Identified Above:   Identify other important skills, expertise, or 
related experiences (such as volunteer work, competence in a foreign language, etc.) that you feel should be considered in evaluating 
your suitability for this position. 

 
 
 
 
 
 
 

D. Other Background Questions: 
 

1. Have you previously been employed by CUNY in a position not reported in Section B?   No   Yes_   If yes, please give 
name of college, name and title of supervisor, dates of employment, title(s), and reason for leaving: 

 
 
 
 
 
 
 
 
 

2. Have you ever been discharged or asked to resign from any employment?  No   Yes   If yes, please explain briefly. 
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3.  Have you ever been convicted of an offense anywhere, including felonies, misdemeanors or violations (not including traffic 
violations or convictions sealed, expunged, or set aside under federal or state law)?  No   Yes   

 
4.   Are there any criminal charges or violations (except for traffic violations) currently pending against you? 

No    Yes    
 

Note: A conviction record will not necessarily disqualify you from the position for which you are applying.  Each record will be 
reviewed in accordance with guidelines established by the University and in accordance with New York State Law.  Failure to tell 
the truth will, when discovered, automatically result in your elimination from consideration or your termination if you have been 
selected. 

 
5. Please explain below all past convictions or currently pending charges against you (as specified in questions 3 and 4 above): 

 
Date/ Disposition including 

Offense Conviction Name/Location of Court incarceration 
 
 
 
 
 
 
 
 
 
    
 
 
 
 
 

6.   Are you a retiree of either a New York City or State agency or currently collecting a State/City pension?  No_   Yes_   
If yes, are you willing to suspend pension payment if offered a position with CUNY?   No   Yes   

 
7.   The City University of New York may conduct a background investigation including, but not limited to, contacting references 

which you supply.  Please list a minimum of three (3) persons residing in the United States who are not related to you and who have 
definite knowledge of your qualifications and fitness for the position for which you are applying. 

 
 

PROFESSIONAL REFERENCES 
 
 

Kindly provide name, title, address, daytime telephone number, and company affiliation for each reference listed. 
 

Name, Title Address/Phone Number Company Affiliation
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THE CITY UNIVERSITY OF NEW YORK 
 
 
 
 

AUTHORIZATION TO RELEASE REFERENCE INFORMATION 
 
 
 

COLLEGE   
 
 
 
 
Name of Candidate   
(PLEASE  PRINT) 

 
Position Sought   

 
 
 
 
I have applied for a position with The City University of New York (CUNY) and would like CUNY to be fully 
informed of my qualifications for the position. I hereby authorize any current or former employer, professional 
reference, and education/training provider, to disclose in good faith any information they may have regarding 
and pertaining to my qualifications and fitness for employment. 

 
I agree to hold such employers, references, educational/training institutions and any other persons giving 
references harmless from liability or damages for providing the requested information. 

 
A photocopy or fax of this authorization shall be as valid as the original. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature     Date   

 

 
 

The City University of New York is an Affirmative Action/Equal Employment Opportunity/Americans With Disabilities Act/IRCA Employer 
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Prefix 

Last Name 

First Name 

Middle Name 

 
C
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N
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T 
 IN
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R

M
A
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N
  

Number, Street Apt# 

City 

State Zip Code 
 

(  )  (  )   
Home Telephone # Work Telephone # 

PE
R
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N

A
L 

IN
FO

R
M

A
TI

O
N
 

 
 
 
Social Security Number 

 

 
Gender:   Female   Male 

 
 
 
Date of Birth 

ET
H

N
IC

IT
Y 

Please check the category that is most appropriate to your background.* 

  (B) White (not Hispanic) 

  (C) Black (not Hispanic) 

  (D) Hispanic (of any race) 

  (E) Puerto Rican 

  (F) Asian 

  (G) American Indian or Alaskan Native 

  (H) Italian American 

  (I) Native Hawaiian or Pacific Islander 
C

IT
IZ

EN
SH

IP
 S

TA
TU

S 

 

M
A

R
IT

A
L 

ST
A

TU
S   Married 

  Single 

  Divorced 

  Legally Separated 

  Widowed 

U.S. Citizen  Yes  No 
 
If No: Country of Origin    

 

  Resident Alien   Non-Resident Alien 
 

Have you clearance to work in the U.S.?    Yes    No 

Type of Visa    

Primary purpose in the U.S.    

Intended length of stay    

VE
TE

R
A

N
 S

TA
TU

S  
  Veteran – other than Vietnam 

  Veteran – Vietnam 

  No Service 

EM
ER

G
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C
Y 

C
O

N
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C
T 

1 

 
 
Name 

 
 
Address 

 
 
City State Zip 

 
 
(  )  (  )   
Home Telephone # Work Telephone # 

EM
ER

G
EN

C
Y 

C
O

N
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C
T 

2 

 
Name 

 
 
Address 

 
 
City State Zip 

 
 
(  )  (  )   
Home Telephone # Work Telephone # 

ED
U

C
A

TI
O

N
A

L 
D

A
TA

 

 
Highest Educational Level: (Attach proof of degree) 

 

  High School Diploma or Equivalence 
 

  Associate Degree 
 

  Bachelors Degree 
 

  Masters Degree 
 

  Doctorate 

  
 
 
Employee Signature 

 
 
 
Date 

*We are required by law to monitor our Affirmative Action Program, and to collect ethnic data on all employees under Federal Executive Order #11246. Submission of this 
information is voluntary. 



The City University of New York 
 

New Employee Tax Compliance Notification Sheet 
 

The Internal Revenue Service (“IRS”), the U.S. government tax authority, has issued strict regulations 
regarding the taxation and reporting of payments made to non-U.S. citizens. As a result, the City University 
of New York (“CUNY”) may be required to withhold U.S. income tax and file reports with the IRS in 
connection with payments made by the CUNY to employees (e.g., faculty, staff, and student employees) 
who are not U.S. citizens or permanent resident aliens (i.e., green card holders) and who receive payment 
for services. In addition, CUNY is required to report payments to the IRS. 

 
All individuals who are not citizens or permanent resident aliens of the United States are required to 
complete an Individual Record using the GLACIER online Tax Compliance System. If you are a new 
employee, you must go in person to receive a password and instructions of how to access GLACIER 
from the Nonresident Alien Tax Specialist. If you have already completed your Individual Record in 
GLACIER, additional or updated information may be required. 

 
GLACIER is accessible via the Internet from any web-accessible computer from anywhere in the world. 
When you receive your password and instructions, please complete the information on GLACIER 
immediately. GLACIER is simple and convenient to use; however, if you assistance, you should contact 
the Nonresident Alien Tax Specialist. Once you have completed the information in GLACIER, you must 
schedule an appointment with the Nonresident Alien Tax Specialist; please bring all completed forms and 
original documents to the appointment. 

 
Please note: You must complete the entire process within 7 business days from the date you sign this 
notification sheet. If you do not complete the entire process within 7 business days, the maximum 
rate of U.S. federal income tax and all other applicable taxes, including FICA, will be withheld from 
all payments until you access GLACIER to input information and submit your forms for processing. 
Any tax withheld because the required tax information was not provided will not be refunded by 
CUNY. 

 
The Nonresident Alien Tax Specialist is located at: 

 
Lehman College - Payroll Department 

Shuster Hall Room 227 
718-960-8817 –Diane Hilton Wallace 

E-mail: mailto:hilton.wallace@lehman.cuny.edu 
 

I have been notified of my requirement to complete certain information in GLACIER. I understand that I 
must go to the Nonresident Alien Tax Specialist office to obtain access and instructions for GLACIER. 

 
 
 
 

Employee Name (Print) 
 
 
 

Employee Signature 
Date 

 
Employee Phone Number 

 
E-mail Address 

 
Date 

 
 
 
 
Original to Nonresident Alien Tax Specialist 
Copy to Employee 
Copy to Form I-9 Certifier 
Copy to Human Resources 
 
 ©Artic International LLC 2006 
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According to Section 3002 of the New York State Education Law and Section 62 of the New 
York State Civil Service Law, every employee of the College is required to review and 
complete the following oath of allegiance. 

 
 

 

 
 

AMENDED OATH OF ALLEGIANCE 
 
 
 
 
 
 

PRINT (Last Name) PRINT (First Name) PRINT (M. I.) 
 
 
 
 

DEPARTMENT    
 
 
 
 

I do hereby pledge and declare that I will support the Constitution of the United States of America 
and the Constitution of the State of New York, and that I will faithfully discharge the duties of the 
position of     according to the best of my ability. 

 
 
 
 
 
 
 

(Signature of Staff Member) 
 
 
 
 

(Post Office address of Staff Member) 
 
 
 
 

Date 
 
 
 
 
 

 















For persons under age 18 who 
are unable to present a 
document listed above:   

LISTS OF ACCEPTABLE DOCUMENTS

LIST A LIST B LIST C

2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form 
I-551)

8.   Employment authorization 
document issued by the 
Department of Homeland Security

1.   Driver's license or ID card issued by 
a State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, 
eye color, and address

1.   Social Security Account Number 
card other than one that specifies 
on the face that the issuance of the 
card does not authorize 
employment in the United States

9.   Driver's license issued by a Canadian 
government authority

1.   U.S. Passport or U.S. Passport Card

2.   Certification of Birth Abroad 
issued by the Department of State 
(Form FS-545)3.   Foreign passport that contains a 

temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.   Employment Authorization Document 
that contains a photograph (Form 
I-766) 

3.   Certification of Report of Birth 
issued by the Department of State 
(Form DS-1350)

3.   School ID card with a photograph

5.   In the case of a nonimmigrant alien 
authorized to work for a specific 
employer incident to status, a foreign 
passport with Form I-94 or Form 
I-94A bearing the same name as the 
passport and containing an 
endorsement of the alien's 
nonimmigrant status, as long as the 
period of endorsement has not yet 
expired and the proposed 
employment is not in conflict with 
any restrictions or limitations 
identified on the form

6.   Military dependent's ID card

4.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

7.   U.S. Coast Guard Merchant Mariner 
Card

5.   Native American tribal document

8.   Native American tribal document

7.   Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

10.   School record or report card

11.   Clinic, doctor, or hospital record

12.   Day-care or nursery school record

Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

2.   ID card issued by federal, state or 
local government agencies or 
entities, provided it contains a 
photograph or information such as 
name, date of birth, gender, height, 
eye color, and address

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish Both 
Identity and Employment 

Authorization

Documents that Establish  
Identity 

Documents that Establish  
Employment Authorization

OR AND

All documents must be unexpired

6.   Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with 
Form I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association 
Between the United States and the 
FSM or RMI

6.   U.S. Citizen ID Card (Form I-197)
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Unused Annual Leave Benefit-Designation of Beneficiary  
Teaching and Non Teaching Instructional Full Time Staff  

 
 
 
Name (Print)        Social Security Number 
 
__________________ 
Title 
In accordance with Item No. 17 of the Board of Higher Education minutes of Proceedings dated August 1, 1977, the 
payment of accrued annual leave as provided for therein is to be paid to the following beneficiary or beneficiaries or 
to my estate as indicted below in the following manner. (Fill in 1 and 2 if you desire to name beneficiaries other than 
your estate). 
 

1. PRIMARY BENEFICIARIES   RELATIONSHIP  % OF BENEFIT 
     (include addresses)  

___________________________________________________________________    
 
_______________________________________________________________________________ 
 
_______________________________________________________________________________ 

 
 

2. CONTINGENT BENEFICIARIES   RELATIONSHIP  % OF BENEFIT 
      (include addresses)  

________________________________________________________________________________ 
 

________________________________________________________________________________ 
 

________________________________________________________________________________ 
 
 
 3. It is my understanding that by not designating a beneficiary, this benefit will be   
 paid to my estate.  
 
 
ALL PREVIOUS DESIGNATED BENEFICIARIES FOR CASH PAYMENT OF ACCRUED 
ANNUAL LEAVE ARE HEREBY CANCELLED AND IT IS DIRECTED THAT PAYMENTS BE 
MADE UPON MY DEATH AS SPECIFIED ABOVE.  
______________________________________________________________________________________________ 
 
 
Signature of Employee (Do not print)     Address of Employee 
 
 
Signed at (City, State)       Date signed 
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THE CITY UNIVERSITY OF NEW YORK  

WORKPLACE VIOLENCE POLICY & PROCEDURES 
 
 
 
The City University of New York has a long-standing commitment to promoting a safe and secure 
academic and work environment that promotes the achievement of its mission of teaching, 
research, scholarship and service. All members of the University community–students, faculty and 
staff–are expected to maintain a working and learning environment free from violence, threats of 
harassment, violence, intimidation or coercion. While these behaviors are not prevalent at the 
University, no organization is immune. 
 
The purpose of this policy is to address the issue of potential workplace violence in our 
community, prevent workplace violence from occurring to the fullest extent possible, and set forth 
procedures to be followed when such violence has occurred.  
 
Policy 
 
The City University of New York prohibits workplace violence. Violence, threats of violence, 
intimidation, harassment, coercion, or other threatening behavior towards people or property will 
not be tolerated. Complaints involving workplace violence will not be ignored and will be given 
the serious attention they deserve. Individuals who violate this policy may be removed from 
University property and are subject to disciplinary and/or personnel action up to and including 
termination, consistent with University policies, rules and collective bargaining agreements, and/or 
referral to law enforcement authorities for criminal prosecution. Complaints of sexual harassment 
are covered under the University’s Policy Against Sexual Harassment. 
 
The University, at the request of an employee or student, or at its own discretion, may prohibit 
members of the public, including family members, from seeing an employee or student on 
University property unless necessary to transact University-related business. This policy 
particularly applies in cases where the employee or student suspects that an act of violence will 
result from an encounter with said individual(s). 
 
Scope 
 
All faculty, staff, students, vendors, contractors, consultants, and others who do business with the 
University, whether in a University facility or off-campus location where University business is 
conducted, are covered by this policy. This policy also applies to other persons not affiliated with 
the University, such as former employees, former students, and visitors. When students have 
complaints about other students, they should contact the Office of Student Affairs at their campus.  
 
Definitions 
 
Workplace violence is any behavior that is violent, threatens violence, coerces, harasses or 
intimidates others, interferes with an individual’s legal rights of movement or expression, or 
disrupts the workplace, the academic environment, or the University’s ability to provide services to 
the public. Examples of workplace violence include, but are not limited to: 
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1. Disruptive behavior intended to disturb, interfere with or prevent normal work activities (such 

as yelling, using profanity, verbally abusing others, or waving arms and fists). 
  
2. Intentional physical contact for the purpose of causing harm (such as slapping, stabbing, 

punching, striking, shoving, or other physical attack). 
  
3. Menacing or threatening behavior (such as throwing objects, pounding on a desk or door, 

damaging property, stalking, or otherwise acting aggressively; or making oral or written 
statements specifically intended to frighten, coerce, or threaten) where a reasonable person 
would interrupt such behavior as constituting evidence of intent to cause harm to individuals 
or property. 

  
4. Possessing firearms, imitation firearms, knives or other dangerous weapons, instruments or 

materials. No one within the University community, shall have in their possession a firearm or 
other dangerous weapon, instrument or material that can be used to inflict bodily harm on an 
individual or damage to University property without specific written authorization from the 
Chancellor or the college President regardless of whether the individual possesses a valid 
permit to carry the firearm or weapon. 

 
Reporting of Incidents 
 
1. General Reporting Responsibilities 
  
 Incidents of workplace violence, threats of workplace violence, or observations of workplace 

violence are not be ignored by any member of the University community. Workplace violence 
should promptly be reported to the appropriate University official (see below). Additionally, 
faculty, staff and students are encouraged to report behavior that they reasonably believe 
poses a potential for workplace violence as defined above. It is important that all members of 
the University community take this responsibility seriously to effectively maintain a safe 
working and learning environment.  

  
2. Imminent or Actual Violence 
  
 Any person experiencing or witnessing imminent danger or actual violence involving 

weapons or personal injury should call the Campus Public Safety Office immediately, or call 
911.  

  
3. Acts of Violence Not Involving Weapons or Injuries to Persons 
  
 Any person who is the subject of a suspected violation of this policy involving violence 

without weapons or personal injury, or is a witness to such suspected violation, should  
report the incident to his or her supervisor, or in lieu thereof, to their respective Campus 
Public Safety Office. Students should report such incidents to the Office of Student Affairs at 
their campus or in lieu thereof, their campus Public Safety Office. The Campus Public Safety 
Office will work with the Office of Human Resources and the supervisor or the Office of 
Student Affairs on an appropriate response.  
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4. Commission of a Crime 
  
 All individuals who believe a crime has been committed against them have the right, and are 

encouraged, to report the incident to the appropriate law enforcement agency.  
  
5. False Reports 
  
 Members of the University community who make false and malicious complaints of 

workplace violence, as opposed to complaints which, even if erroneous, are made in good 
faith, will be subject to disciplinary action and/or referral to civil authorities as appropriate.  

  
6. Incident Reports 
  
 The University will report incidents of workplace violence consistent with the College 

Policies for Incident Reporting Under the Campus Security Policy and Statistical Act (Cleary 
Act).  

 
Responsibilities 
 
1. Presidents 
  
 The President of each constituent college of The City University of New York, the Chief 

Operating Officer at the Central Office, and the Deans of the Law School and the Sophie 
Davis School of Biomedical Education shall be responsible for the implementation of this 
policy on his or her respective campus. The responsibility includes dissemination of this 
policy to all members of the college community, ensuring appropriate investigation and 
follow-up of all alleged incidents of workplace violence, constituting a Workplace Violence 
Advisory Team (See #7. below), and ensuring that all administrators, managers, and 
supervisors are aware of their responsibilities under this policy through internal 
communications and training. 

  
2. Campus Public Safety Office 
  
 The Campus Public Safety Office is responsible for responding to, intervening, and 

documenting all incidents of violence in the workplace. The Campus Public Safety Office will 
immediately log all incidents of workplace violence and will notify the respective supervisor 
of an incident with his/her employee, or notify the appropriate campus official of an incident 
with a student. All officers should be knowledgeable of when law enforcement action may be 
appropriate. Public Safety will maintain an internal tracking system of all threats and incidents 
of violence. Annual reports will be submitted to the President (at the same time as the report 
noted below) detailing the number and description of workplace violence incidents, the 
disposition of the incidents, and recommend policy, training issues, or security procedures 
that were or should be implemented to maintain a safe working and learning environment. 
These incidents will be reported in the Annual Report of the College Advisory Committee on 
Campus Security consistent with the reporting requirements of Article 129A Subsection 6450 
of the NYS Education Law (Regulation by Colleges of Conduct on Campuses and Other 
College Property for Educational Purposes). 
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 Officers will be trained in workplace violence awareness and prevention, non-violent crises 

intervention, conflict management, and dispute resolution. 
 
Officers will work closely with Human Resources when the possibility of workplace violence 
is heightened, as well as on the appropriate response to workplace violence incidents 
consistent with CUNY policies, rules, procedures and applicable labor agreements, including 
appropriate disciplinary action up to and including termination.  
 
When informed, Public Safety will maintain a record of any Orders of Protection for faculty, 
staff, and students. Public Safety will provide escort service to members of the college 
community within its geographical confines, when sufficient personnel are available. Such 
services are to be extended at the discretion of the Campus Public Safety Director or designee. 
Only the President, or designee, in his/her absence, can authorize escort service outside of the 
geographical confines of the college. 

  
3. Supervisors 
  
 Each dean, director, department chairperson, executive officer, administrator, or other person 

with supervisory responsibility (hereinafter “supervisor”) is responsible within his/her area of 
jurisdiction for the implementation of this policy. Supervisors must report to their respective 
Campus Public Safety Office any complaint of workplace violence made to him/her and any 
other incidents of workplace violence of which he/she becomes aware or reasonably believes 
to exist. Supervisors are expected to inform their immediate supervisor promptly about any 
complaints, acts, or threats of violence even if the situation has been addressed and resolved. 
After having reported such complaint or incident to the Campus Public Safety Director and 
immediate supervisor, the supervisor should keep it confidential and not disclose it further, 
except as necessary during the investigation process and/or subsequent proceedings.  
 
Supervisors are required to contact the Campus Public Safety Office immediately in the event 
of imminent or actual violence involving weapons or potential physical injuries.  

  
4. Faculty and Staff 
  
 Faculty and staff must report workplace violence, as defined above, to their supervisor. 

Faculty and staff who are advised by a student that a workplace violence incident has occurred 
or has been observed must report this to the Campus Public Safety Director immediately. 
Recurring or persistent workplace violence that an employee reasonably believes is not being 
addressed satisfactorily, or violence that is, or has been, engaged in by the employee’s 
supervisor should be brought to the attention of the Campus Public Safety Director. 
 
Employees who have obtained Orders of Protection are expected to notify their supervisors 
and the Campus Public Safety Office of any orders that list CUNY locations as protected 
areas. 
 
Victims of domestic violence who believe the violence may extend into the workplace, or 
employees who believe that domestic or other personal matters may result in their being 
subject to violence extending into the workplace, are encouraged to notify their supervisor, or 
the Campus Public Safety Office. Confidentiality will be maintained to the extent possible. 
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 Upon hiring, and annually thereafter, faculty and staff will receive copies of this policy. 

Additionally, the policy will be posted throughout the campus and be placed on the CUNY 
website and on the college’s website, as appropriate. 

  
5. Office of Human Resources 
  
 The Office of Human Resources at each campus is responsible for assisting the Campus 

Public Safety Director and supervisors in responding to workplace violence; facilitating 
appropriate responses to reported incidents of workplace violence; notifying the Campus 
Public Safety Office of workplace violence incidents reported to that office; and consulting 
with, as necessary, counseling services to secure professional intervention. 
 
The Office of Human Resources is responsible for providing new employees or employees 
transferred to the campus with a copy of the Workplace Violence Policy and Procedures and 
insuring that faculty and staff receive appropriate training. The Office of Human Resources 
will also be responsible for annually disseminating this policy to all faculty and staff at their 
campus, as well as posting the policy throughout the campus and on the college’s website, as 
appropriate. 

  
6. Students 
  
 Students who witness violence, learn of threats, or are victims of violence by employees, 

students or others should report the incident immediately to the Campus Public Safety Office. 
If there is no imminent danger, students should report threatening incidents by employees, 
students or others as soon as possible to the Campus Public Safety Office or Office of Student 
Affairs. Students will be provided with workplace violence awareness information (including 
information regarding available counseling services) upon registration each year. 

  
7. Workplace Violence Advisory Team 
  
 A college President shall establish a Workplace Violence Advisory Team at his/her college. 

This Team, working with the College Advisory Committee on Campus Security, will assist 
the President in responding to workplace violence; facilitating appropriate responses to 
reported incidents of workplace violence; assessing the potential problem of workplace 
violence at its site; assessing the college’s readiness for dealing with workplace violence; 
evaluating incidents to prevent future occurrences; and utilizing prevention, intervention, and 
interviewing techniques in responding to workplace violence. This Team will also develop 
workplace violence prevention tools (such as pamphlets, guidelines and handbooks) to further 
assist in recognizing and preventing workplace violence on campus. It is recommended that 
this Team include representatives from Campus Public Safety, Human Resources, Labor 
Relations, Counseling Services, Occupational Health and Safety, Legal, and others, including 
faculty, staff and students, as deemed appropriate by the President. 
 
In lieu of establishing the Workplace Violence Advisory Team, a President may opt to expand 
the College Advisory Committee on Campus Security with representatives from the areas 
recommended above to address workplace violence issues at the campus and perform the 
functions outlined above. 
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8. University Communications 
  
 All communications to the University community and outside entities regarding incidents of 

workplace violence will be made through the University Office of University Relations after 
consultation with the respective President or his/her designee. 

 
Education 
 
Colleges are responsible for the dissemination and enforcement of this policy as described herein, 
as well as for providing opportunities for training in the prevention and awareness of workplace 
violence. The Office of Faculty and Staff Relations will provide assistance to the campuses in 
identifying available training opportunities, as well as other resources and tools, (such as reference 
materials detailing workplace violence warning signs) that can be incorporated into campus 
prevention materials for dissemination to the college community. Additionally, the Office of 
Faculty & Staff Relations will offer periodic training opportunities to supplement the college’s 
training programs. 
 
Confidentiality 
 
The University shall maintain the confidentiality of investigations of workplace violence to the 
extent possible. The University will act on the basis of anonymous complaints where it has a 
reasonable basis to believe that there has been a violation of this policy and that the safety and well 
being of members of the University community would be served by such action. 
 
Retaliation 
 
Retaliation against anyone acting in good faith who has made a complaint of workplace violence, 
who has reported witnessing workplace violence, or who has been involved in reporting, 
investigating, or responding to workplace violence is a violation of this policy. Those found 
responsible for retaliatory action will be subject to discipline up to and including termination. 
 
Approved by the Board of Trustees  
June 28, 2004  
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