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AGENDA ITEM #VII-B-1
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE BOARD

AUTHORIZATION TO DESTROY CLOSED SESSION TAPE
AFTER 18 MONTHS

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees authorize
destruction of the tape of the March 10, 2010 closed session, in accordance with the Open Meetings
Act, as amended by Public Act 93-523.

BACKGROUND: At the November 30, 2011 Board Retreat, the Board voted to destroy the

Closed Session audiotapes that met the following criteria:

1.
2.
3.

4.

A verbatim record exists;

At least 18 months have passed since the date of the meeting;

The Board of Trustees have approved the written minutes of the closed meeting as to
form, regardless of whether the minutes have been released for public review; and,
There is no lawsuit pending regarding the legality of the Closed Session.

The audio recording of March 10, 2010 was mistakenly identified as March 20, 2010, a date
when trustees did not meet. This action corrects the action of November 30, 2011 and allows for
destruction of the March 10, 2010 audio recording.

BOARD ACTION:
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AGENDA ITEM #VII-C-1
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE

NEW JOB DESCRIPTION AND SALARY ADJUSTMENT
STUDENT RETENTION SPECIALIST

RECOMMENDATION TO THE PRESIDENT: That the Board of Trustees approve the
attached new job description for Student Retention Specialist with placement on the Highland
Salary Range Table at 34. This is a non-exempt, hourly position. This position is being created as
a result of significant changes in responsibilities to the Secretary, Success Center position. A
salary change for the incumbent in the position is also being recommended. The recommended
change in salary would be effective retroactive to September 1, 2011,

BACKGROUND: The Secretary for the Success Center has had significant changes in
responsibilities in the last year or two. The updated Position Analysis Questionnaire (PAQ)
submitted as part of the FY’11 Request for Reconsideration process reinforces that the position is
closely involved in supporting student retention efforts. The amount of time spent in secretarial
duties has decreased significantly. Among retention efforts, this position coordinates the student
peer mentor program which involves pairing student mentors and student mentees based on their
needs, developing support plans for mentees, and supervising mentors; co-advises Diversity at Its
Best; supports high-risk students through the Early Alert System; and supports ADA students by
providing follow-up attention. This position has also been serving an equal role in the Student
Information Specialist rotation, resulting in an increased knowledge of campus policies and
processes in regards to Financial Aid, Enrollment Services and other College departments. It is
clear that the purpose of the position has changed and it is felt that the title of Student Retention
Specialist fits well with the responsibilities. Due to greater autonomy and responsibility within the
position, an increase to the full-time hourly salary for the current incumbent, Tracey Williams,
from $14.43 to $15.15 per hour is recommended. '

BOARD ACTION:
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Highland Community College

Position Description

TITLE: Student Retention Specialist®

GENERAL STATEMENT OF RESPONSIBILITIES: Assists with retention efforts by
supporting the student population of the college.

PRINCIPAL DUTIES: (essential functions)

e Provides assistance to students with disabilities in Learning Services by administering
and proctoring placement testing accommodations, following up with students to provide
support and encouragement, and providing educational information to faculty and staff
about services available to students with disabilities.

e Coordinates the peer mentor program by supervising peer mentors, pairing mentors and
mentees based on their needs, developing support plans for mentees, and guiding mentors
to help students succeed.

Assists and supports high-risk students through the Early Alert System.

o Gathers and enters information into the computer for reports and other documents,
maintains records and files, coordinates the emergency book payment plan, and assists
with departmental activities.

e Communicates verbally and in writing with students and prospective students regarding
the enrollment process; appropriately communicates to specialists in Financial Aid,
Advising, Success Center and other College departments as appropriate. Proactively
responds to and follows-up on student inquiries.

e Coordinates services and student needs with advisors, specialists, the career center and
other College departments as necessary. _

e Administers and proctors various tests for the nursing department. Serves as a back-up to
Testing Center.

e Provides support such as preparing correspondence and other written documents, receives
phone calls, answers questions and routes messages; schedules and prepares for meetings,
processes mail, schedules appointments and keeps calendar.

e Manages information flow internally and externally with students and other Highland
Community College departments.

e Submits and receives purchase orders and invoices.

May be required to serve on various committees or employee work groups.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of principles and practices of office administration.

Knowledge of Financial Aid, Admissions & Records and Academic Advising policies and
procedures.

Knowledge of basic functions of departments and areas around campus in order to serve as a
campus resource.

Knowledge of file and record maintenance.

Knowledge of computer operations and software applications.

Knowledge of principles, practices and processes of testing.

Knowledge of principles, practices and procedures related to students with disabilities.
Knowledge of principles and practices in working with a diverse student population.
Knowledge of customer service techniques.

Adopted 12/20/11%*
Student Retention Specialist



Skill in operating office equipment and computer hardware and software applications.

Skill in maintaining confidential information.

Skill in composing memos, letters, reports and other documents.

Skill in establishing and maintaining effective relationships with co-workers and others.

Skill in providing excellent customer service.

Skill in interpreting policies and procedures regarding the enrollment process and record keeping.
Skill in responding to inquiries.

PHYSICAL REQUIREMENTS: Work is routinely performed in office environments. Subject
to standing, walking, sitting, bending, reaching, kneeling, pushing and pulling, climbing, stooping
and occasional lifting of objects up to 10 pounds.

MINIMUM QUALIFICATIONS: Associate’s degree and two (2) years working in a customer
service or communication field OR an equivalent combination of education and work experience
that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.
REPORTS TO: Director, Learning Services
SELECTION: This position is appointed by the President.
FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 4813

JOB SERIES/FAMILY: Student Support Services Series/Student Support Services Group
ADOPTED: 12/20/11*

Adopted 12/20/11*
Student Retention Specialist
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RECOMMENDATION OF THE PRESIDENT: That the part-time/overload instructors listed

AGENDA ITEM #VII-C-2

DECEMBER 20, 2011

HIGHLAND COMMUNITY COLLEGE BOARD

PART-TIME INSTRUCTORS/OVERLOAD

below be approved to teach during the fall semester of 2011.

BACKGROUND: The instructors listed below have the required training and experience to

teach courses offered by Highland Community College. Each course is contingent upon

appropriate enrollment.
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Fall 2011

. Course Clock | Credit Total
First Last Subject Title Hrs Hrs Rate Salary
Georgia Balsamo CEDO020BCC Food Sanitation 6 $23.40 $140.40

Refresher '

Freya Barger PERS036ACC | Learn to Dance 15 $11.17 $167.55
Kelly Myers PERS036ACC | Learn to Dance 15 $23.40 $351.00
Sharon Zigmont HMEC192FCC | Food Sanitation 1 $450.48 $450.48
John Hartman MUS171A Applied Music $380.00
Scott Anderson WEDO048F Blueprint Reading $1,200.00
Eric Dietmeier WFDO048C Print Reading $1,714.00
Eric Dietmeier WFDO048E Basic CNC $2,218.00
Tom Myers Theater and FA Consultant $1,666.67
Diane Dietmeier Children’s Choir Director $2,912.00

BOARD ACTION:
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AGENDA ITEM #VII-D-1
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE BOARD

COURSE AND MISCELLANEOUS FEES

RECOMMENDATION OF THE PRESIDENT: That the fees/charges listed be approved
beginning with the Fall 2012 semester.

BACKGROUND: The purpose of fees is to recover the cost of instructional supplies and
technology or for providing services. Requested fee levels are to offset increased cost of course
supplies or to reflect area service costs.

BOARD ACTION:




Proposed Course Fee Changes/Additions for Fall 2012
Course

EQUI103 Equine Evaluation
EQUI105 Equine Facilities
EQUI107 Equine Health Care I
EQUI109 Equine Health Care I
EQUI111 Equine Massage I
EQUI113 Equine Massage 11
EQUI115 Equine Nutrition
EQUI117 Equine Physiology
EQUI119 Equine Stress Points I
EQUI121 Equine Stress Points II
EQUI125 Horse Handler First Aid
EQUI127 Horse Handling I
EQUI131 Horse Shoeing
EQUI133 Horse Training 1
EQUI135 Horse Training I1
EQUI137 Riding I

EQUI139 Riding II

EQUI141 Riding Instruction I
EQUI143 Riding Instruction II
EQUI145 Stable Management I
EQUI147 Stable Management II
WTEC230 Wiring and Schematics

Ticket Prices (Athletics)
Adult
18 & under

Current

NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
NA
$40.00

$4.00
$3.00
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Proposed

$20.00
$50.00
$70.00
$140.00
$100.00
$200.00
$20.00
$50.00
$100.00
$200.00
$25.00
$200.00
$140.00
$200.00
$200.00
$320.00
$320.00
$100.00
$100.00
$20.00
$20.00
$75.00

$5.00
$5.00



AGENDA ITEM #VIII-B-1
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE BOARD

SECOND READING — REVISED POLICY
COLLEGE COLORS

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves for
second reading the attached revision to Policy 1.02 College Colors.

BACKGROUND: The attached policy is in Chapter I of the Policy Manual, Board of Trustees.
The recommended change was proposed to the Policy Committee by Student Senate. The
recommend change was voted upon during Student Senate elections week, with a majority of the
student voters supporting the addition of blue to the College colors.

No additions or corrections have been made since the Board approved the first reading at their
November 15, 2011 regular meeting.

BOARD ACTION:
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| 1.02 College Colors (Revised-9/19/06)

| The official colors of the College shall be orange, dark brown, ard-white, and dark blue.

Highland Community College
Policy Manual, Board of Trustees Chapter Policy 1.02
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AGENDA ITEM #VIII-B-2
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE BOARD

SECOND READING — REVISED POLICY
FINANCIAL AID CODE OF CONDUCT

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves for
second reading the attached revision to Policy 5.082 Financial Aid Code of Conduct.

BACKGROUND: The attached policy is in Chapter V of the Policy Manual, Finance and
Facilities. The recommended change updates the policy for federal regulations that requires the
College to utilize the William D. Ford Federal Direct Loan Program and eliminates the use of
third party providers.

No additions or corrections have been made since the Board approved the first reading at their
November 15, 2011 regular meeting.

BOARD ACTION:
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I 5.082 Financial Aid Department Code of Conduct (Adepted-4/29/09Revised )

Highland Community College Financial Aid Department employees are expected to
maintain the highest standards of conduct in all aspects of the administration of their
duties, specifically including all duties conducted in dealing with any entity involved
in any way with financial assistance. This pertains regardless of whether said entities
are involved in a government sponsored, subsidized or regulated activity.

Any Highland Community College employee who is either directly involved with
financial assistance or indirectly involved with financial assistance should:

e  Never take any action for his or her personal gain or benefit.

Never take any action that he or she believes is or might be contrary to
law, regulation or the best interests of the students and parents we serve.

e In every circumstance ensure that the information given to students and
parents is accurate and unbiased and does not reflect any preference
arising from actual or potential personal or institutional gain.

e In every instance be objective in making decisions and advising the
college regarding any institution involved in any aspect of student
financial assistance.

e  Never solicit or accept anything from an entity involved in the making,
holding, consolidating or processing of any student loans, including
anything of value, including reimbursement of expenses for serving on an
advisory board or as part of a training activity of or sponsored by any such
entity.

. Always disclose to the university any involvement with or interest in any
entity involved in any aspect of financial aid.

Statement.of Ethical Principals

Highland Community College adheres to the National Association of Student
Financial Aid Administrators (NASFAA) Statement of Ethical Principles which is
denoted below:

The Statement provides that financial aid professionals shall:

. Be committed to removing financial barriers for those who wish to pursue
postsecondary learning.
Make every effort to assist students with financial need.
Be aware of the issues affecting students and advocate their interests at the
institutional, state, and federal levels. ,

o Support efforts to encourage students, as early as the elementary grades, to
aspire to and plan for education beyond high school.

e  Educate students and families through quality consumer information.

Highland Community College
Policy Manual, Finance and Facilities Chapter Policy 5.082



e Respect the dignity and protect the privacy of students, and ensure the
confidentiality of student records and personal circumstances.

e  Ensure equity by applying all need analysis formulas consistently across
the institution’s full population of student financial aid applicants.

° Provide services that do not discriminate on the basis of race, gender,
ethnicity, sexual orientation, religion, disability, age, or economic status.

e  Recognize the need for professional development and continuing
education opportunities.

e  Promote the free expression of ideas and opinions, and foster respect for
diverse viewpoints within the profession.

e  Commit to the highest level of ethical behavior and refrain from conflict
of interest or the perception thereof.

e  Maintain the highest level of professionalism, reflecting a commitment to
the goals of the National Association of Student Financial Aid
Administrators.

Student Loan Code of Conduct

Prohibition against remuneration to Highland Community College

HCC will not solicit, accept or agree to accept anything of value from any Lending
Institution, Guarantee Agency or Servicer in exchange for any advantage or
consideration provided by the Lending Institution related to its student loan activity.
This prohibition covers, but is not limited to:

e  Revenue Sharing Agreements
Any computer hardware for which HCC pays below market prices

e Any computer software used to manage loans unless the software can
manage disbursements from all lenders

o Any printing costs, postage or services

This does not prevent HCC from soliciting, accepting or agreeing to favorable terms
and conditions where the benefit is made directly to student borrowers.

Prohibition against remuneration to Highland Community College employees

HCC will require and enforce that no trustee or employee of the college will accept
anything more than a nominal value on his or her own behalf or on behalf of another
during any 12 month period from, or on behalf of any Lending Institution, Guarantee
Agency or Servicer.

This prohibition will include, but not be limited to a ban on any payment or
reimbursement from any Lending Institution, Guarantee Agency or Servicer to
college employees for lodging, meals or travel to conferences or training seminars.

Highland Community College
Policy Manual, Finance and Facilities Chapter Policy 5.082
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This does not preclude any trustee or employee of the college from receiving
compensation for conducting non-university business with a Lending Institution,
Guarantee Agency or Servicer or from accepting compensation that is offered to the
general public.

This prohibition does not prevent the college from holding membership in any non-
profit professional associations.

Ban on gifts

No HCC employee or agent involved in the affairs of the College’s financial aid
office or who otherwise has responsibility with respect to education loans for students
shall solicit or accept any gift from a lender, guarantor, or servicer of education loans.

“Gifts” are defined as but not limited to:

Any type of gratuity, favor, discount, entertainment, hospitality, loan, or other item
having more than a token monetary value. The term includes a gift of services,
transportation, lodging, or meals, whether provided in kind, by purchase of a ticket,
payment in advance, or reimbursement after the expense has been incurred.

The following items would not be considered to be “gifts”:

. Standard material, activities, or programs on issues related to a loan,
default aversion, default prevention, or financial literacy, such as a
brochure, a workshop, or training.

° Food, refreshments, training, or informational material furnished to any

" officer, trustee, director or college employee, as an integral part of a
training session that is designed to improve the service of a lender,
guarantor, or servicer of education loans to the institution, if such training
contributes to the professional development of the officer, trustee, director
or employee.

° Favorable terms, conditions, and borrower benefits on an education loan
provided to a student employed by the institution if such terms, conditions,
or benefits are comparable to those provided to all students of the
institution.

e  Entrance and exit counseling services provided to borrowers to meet the
institution's responsibilities for entrance and exit counseling as
required...“as long as™:

o the institution's staff are in control of the counseling (and)
o such counseling does not promote the products or services of any
specific lender.

e  Philanthropic contributions that are unrelated to education loans or any
contribution not made in exchange for any advantage related to education
loans.

Highland Community College '
Policy Manual, Finance and Facilities Chapter Policy 5.082
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o State education grants, scholarships, or financial aid funds administered by
or on behalf of a State.

Ban on gifts to family members

Gifts to family members of any college officer, college employee, or any college
agent involved in student loans or to any other individual based on that individual’s
relationship with a college officer, employee or agent will be considered a gift to the
officer, employee, or agent if:

e the gift is given with the knowledge and acquiescence of the officer,
employee, or agent (and)

o the officer, employee, or agent has reason to believe the gift was given
because of the official position of said officer, employee, or agent.

Limits of college employees participating on lender advisory boards

Any employee who is employed in the financial aid office of the College, or who
otherwise has responsibilities with respect to education loans or other student
financial aid through the College, and who serves on an advisory board, commission
or group established by a lender, guarantor, or group of lenders or guarantors
involved with student loans at the College is prohibited from receiving anything of
value from the lender, guarantor, or group of lenders or guarantors, except that the
employee may be reimbursed for reasonable expenses incurred in serving on such
advisory board, commission, or group.

Contracting arrangements prohibited

Any employee is prohibited from accepting any payments of any kind from a lender
in exchange for any type of consulting services related to educational loans.

e  This does not prevent anyone else in the institution that has nothing to do
with student loans from entering into these agreements.

e  This does not prevent anybody from serving on a Board of Directors or
trustee of an institution if the individual recuses him or her self from any
decision regarding educational loans.

Revenue sharing agreements prohibited

HCC will not enter any revenue sharing agreement where:

o a lender provides or issues a loan that is made, insured, or guaranteed
under this title to students attending the institution or to the families of
such students; and

Highland Community College
Policy Manual, Finance and Facilities Chapter Policy 5.082
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e the institution recommends the lender and in exchange the lender pays a
fee or provides other material benefits

Prohibition on offers of funds for private loans

HCC will not request or accept any agreement or offer of funds for student education
loans in exchange for concessions or promises of:

e  aspecified number of loans made, insured or guaranteed
e  aspecified loan volume

e  apreferred lender arrangement

Ban on staffing assistance

HCC will not request or accept from any student loan lender any assistance with call
center staffing or financial aid office staffing.

This does not include:

Professional development training for financial aid administrators.

. Educational counseling materials, financial literacy materials, or debt
management materials to borrowers, provided that such materials disclose
to borrowers the identification of any lender that assisted in preparing or
providing such materials.

. Staffing services on a short-term, nonrecurring basis to assist the
institution with financial aid-related functions during emergencies,
including State-declared or federally declared natural disasters.

Interaction with borrowers

HCC participates in the Federal Family EducationLoanProgram-(FFEER)William D.

Ford Federal Direct Loan Program and all student and parent borrowers are packaged

under that program. Inrespeet-to-alternativeloans:

Highland Community College
Policy Manual, Finance and Facilities Chapter Policy 5.082
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Highland Community College
Policy Manual, Finance and Facilities Chapter Policy 5.082



AGENDA ITEM #VIII-B-3
DECEMBER 20, 2011
HIGHLAND COMMUNITY COLLEGE BOARD

SECOND READING — NEW AND REVISED POLICIES
POLICY MANUAL CHAPTER 1V - PERSONNEL

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves for
second reading the attached new and revised policies in Chapter IV of the Policy Manual and
reaffirms for second reading the unchanged policies in Chapter IV of the Policy Manual.

BACKGROUND: The list of attached policies incorporates minor changes in words, titles, or
clarification.

The policies are being reaffirmed or revised as part of the regular cycle of general updating and
review of the Board Policy Manual. Reaffirmation of or revisions to policies in this chapter of
the Policy Manual have been discussed and approved by the Policy Committee, which is made up
of representatives from across the College. Revisions to the Chapter were formulated by the
Policy Committee and by the individual(s) in charge of each functional area of the College.

Language which is to be deleted from a policy has been lined through. Language which is to be

added to a policy is underlined. Keep in mind that all titles in the manual are underlined. The
following list includes each changed policy along with a description of the change:

Policy # Change

4.00 Minor word change and include measurable goals in annual feedbacks
4.001 Add HR CougarNet

4.002 Minor word change and update for Civil Union law

4.03 Minor word changes

4.033 Update for Civil Union law

4.04 Add reference to Board policies and HR CougarNet

4.051 Clarification

4.06 Add reference to HR CougarNet and minor word change

4.08 Minor word change

4,084 Minor word change and reference to HR CougarNet
4.085 Title change

4.09 Add reference to HR CougarNet

4.092 Title change and clarification

BOARD ACTION:
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4.093
4.094
4.095
4.12
4.121
4.131
4.132
4.16
4.191
4.192
4.21
4.22
4.221
4.222
4.223
4.224
4.23
4.24
4.29
4.33

All other policies within Chapter IV remain unchanged, with Board reaffirmation recommended.

Title change, clarification and add CougarNet

Title change and clarification

Title change and minor word changes

Title change, clarification, update for Civil Union law and add HR CougarNet
Update for Civil Union law

Update for Civil Union law

Update for Civil Union law

Minor word change

Title change and minor word change

Minor word change

Clarification

Add HR CougarNet

Update for Civil Union law and minor word change
Update for Civil Union law and minor word change
Update for Civil Union law and minor word changes
Minor word change

Title change and minor word changes

Clarification

Clarification

Title change and minor word change

No additions or corrections have been made since the Board approved the first reading at their
November 15, 2011 regular meeting.
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Policy No.

4.00
4.001
4.002
4.01
4.02
4.03
4.031
4.032
4.033
4.034
4.04
4.041
4.042
4.05
4.051
4.06
4.08
4.084
4.085
4.09
4.091
4.092
4.093

4.094
4.095

4.097
4.12
4.121
4.13
4.131
4.132
4.14
4.16
4.17
4.18
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CHAPTER IV
PERSONNEL

TABLE OF CONTENTS

Description

Basic Concept of Administrative Organizations

Job Descriptions

Conflict of Interest

Basic Principles of Employee Participation in Policymaking

Committees

Employment of Personnel

Non-Discrimination

Statement of Political Activity

Nepotism

Sexual and Other Harassment

Hiring

Rehiring of Employees

Promotions and Transfers

Minimum Requirements for Employment: Instructional Staff

Recruitment of Faculty and Staff

Part-Time Instructors

Contracts—Contractual Employees

Suspension—All Employees

Dismissal—Administrative/Professional/Classified Employees

Employment—Non-Contractual Classified Employees

Letters of Employment—Classified Employees

Evaluation—Classified/Administrative/Professional/Classified Employees

Disciplinary Action/Bismissal—
Administrative/Professional/Classified Employees

Layoff and Recall—Administrative/Professional/Non-Contractual Classified

Employees

Leave, Vacation—Full-Time Administrativer/Professional;-and/-Classified

Employees

Overtime

Leave, Sick—Administrative/Professional/Classified Employees

Leave, Bereavement—Full-Time Active Employees

Leave of Absence—Full-Time Employees

Leave, Family and Medical Leave Act (FMLA)

Leave, Victims Economic Security and Safety Act (VESSA)

Leave, Absent Without Authorization

Leave, Personal Days

Leave, Military

Leave, Witness and Jury Duty




CHAPTER IV
PERSONNEL

TABLE OF CONTENTS (Continued)
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Page &
Policy No. Description
4.191 Leave, Sabbatical for AdministratorsAdministrative and Professional Employees
4.192 Educational Assistance
420 Holidays Observed
4.21 Payroll
4.22 Fringe Benefits
4.221 Bookstore—Purchase by Employees
4.222 Insurance, Group Hospitalization and Group Major Medical
4223 Tuition Waiver Scholarship Fund
4.224 Reporting of Accidents
4.225 Educational Advancement
4.226 Employee Assistance Program
4.23 Administrative or Professional Pay for Instructional Assignments
424 Reimbursements for Job Applicants
4.25 Resignations
4,26 Attendance and Absenteeism
4.27 Personnel Records
4.28 Confidential Information Statement
4.29 Rest and Meal Periods
4.30 Outside Employment
4.32 Protective Clothing
4.33 Grievance or Appeal Procedures-—(For-all-personnel-excluding
Non-Union eEmployees-covered-under-collective-bargaining-agreements)
4.34 Salary Review—Administrative and Exempt Professional
Employees
4.35 Evaluation of Instruction
4.37 Controlled Substances (including alcohol)
4.38 Criminal Background Investigations

4.39

Non-Violence
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Basic Concept of Administrative Organizations (Revised-H-A&/08)

A.

To provide unity of effort, the basic authority for the Administration of
Highland Community College is a function of the chief executive officer of the
Board of Trustees, namely, the President of the College. The President derives
authority from the Board of Trustees. The President is responsible for the
formulation of policy and procedure recommendations for Board action, the
implementation of Board policies, procedures, and other actions, and the
authorization of administrative procedures and practices.

In the interest of efficient administration, the President may delegate functions
to members of his/her staff. The duties and responsibilities as outlined in
position descriptions are a guide to incumbents in these positions; they do not in
any way limit the responsibility or basic authority of the President for the
administration of any part of the College's functions.

Servant-leadership is at the core of Highland Community College. It is infused
in the governance structure up te-through the Board of Trustees.
Administration, faculty, staff and the Board of Trustees will actively support
the Servant-leadership philosophy in working toward the College’s vision,
mission, core values, and principles of operation.

Annual employee feedbacks should include measurable goals which support the

College’s use of the AQIP principles, our institutional goals/priorities, and the
Kouzes and Posner “Leadership Challenge Model.”

Highland Community College
Policy Manual, Personnel Chapter Policy 4.00
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| 4.001 Job Descriptions (Revised-H-A-8/08)

Job descriptions (position classifications) will be prepared for all positions and will be
kept on file in the Human Resources Office. Each employee will receive a copy of the
most current Board-approved job description upon hiring and, thereafter, whenever it
is revised._All job descriptions may be found on HR CougarNet.

Highland Community College
Policy Manual, Personnel Chapter Policy 4.001
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| 4002  Conflict of Interest (Adoptedt}/18/08Revised )

It shall be considered a conflict of interest for any HCC employee to personally

| benefit from the Gellege’s-required use, by the College or any College employee, of
any product or service in which the employee, an employee’s immediate family, or a
business in which the employee has an ownership interest. Immediate family shall

| include spouse_or Civil Union partner, child, parent, sibling, stepparent, and stepchild.

Highland Community College
Policy Manual, Personnel Chapter Policy 4.002
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4.01 Basic Principles of Employee Participation in Policymaking (Revised
HA8/08R eaffirmed)

The following principles govern the participation of employees in policy-making:

A.  Effective means of communication between employee groups should exist and
be used.

B. Employees may be asked to assist the Board of Trustees and Administration in
formulating policy.

C. Policy-recommending committees, composed of faculty, classified staff,
custodial/maintenance staff, and administrators, should be a part of the
committee structure.

D.  All committees should be constituted so as to utilize fully the potential of all
employees.

E. Ad hoc committees should be kept at a minimum; problems should be referred
to standing committees whenever possible.

Highland Community College
Policy Manual, Personnel Chapter Policy 4.01
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| 4.02 Committees (Revised11/18/08Reaffirmed)

The President, at the beginning of each academic year, may, in consultation with
faculty and staff, assign members and chairpersons of committees deemed necessary
by the President. The Student Senate shall assign student members to each committee,
if requested. A list of committees will be distributed by the President’s Office annually
and will be located on the College computer Group Drive (G:).

Highland Community College
Policy Manual, Personnel Chapter Policy 4.02
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| 4.03 Employment of Personnel (Reaffirmed-+H-18/08Revised)

The Board shall make appointments and fix the salaries of the chief executive officer,

| other-administrative, professional persennel and all-faculty employees. It may employ
such other personnel as may be needed, establish policies governing their employment
and dismissal, and fix the amount of compensation.

Highland Community College
Policy Manual, Personnel Chapter Policy 4.03
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| 4.031 Non-Discrimination (Reaffirmed-+1/8/08)

Highland Community College does not discriminate on the basis of race, creed,
religion, political philosophy, color, national origin or ancestry, gender, sexual
orientation, age, physical or mental handicap unrelated to ability, marital status,
unfavorable discharge from military service or other factors prohibited by applicable
laws and Executive Orders, and is committed to equal opportunity for all applicants
and members of its student body, faculty, staff and officers. In addition, there will be
no discrimination because of membership or lawful participation in the activities of
any political party, organization or union, or because of his or her refusal to join or
participate in the activities of any political party, organization or union. (See Policy
4.034, Sexual and Other Harassment.)
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| 4.032 Statement of Political Activity (Rewvised-H/18/08Reaffirmed)

The College recognizes the right of employees as individuals to engage in political
activity, run for political office, and express their political opinions as they see fit as
long as those activities do not interfere with the performance of their contractual
obligations or interfere with the normal operations of the College. Personal opinions
expressed by employees may not reflect the position of the College. (See also Policy
5.081, Ethics)

An employee whose election to a political office may necessitate an approved absence
during a limited period of time is to negotiate a satisfactory salary adjustment with the
Administration.

Highland Community College
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Nepotism (Revised+4940)

There shall be no restriction in the full or part-time employment of more than one
member of a family (parents, children, siblings, grand-relatives, step-relatives, in-laws,
and spouses_or Civil Union partners) or household member as long as there is no direct
or indirect reporting relationship or where one would have an audit or control function
over a family or household member. No preference will be given to a member of a
family over any other applicant. All individuals will be required to go through the
usual application and interviewing process, and the usual hiring standards that apply.

Nepotism should not play any role in decisions relating to employment, including but
not limited to: evaluations, discipline, work assignments, compensation, or career
development. As a result, an employee or employee’s spouse or Civil Union partner,
household member or other close relative may not be in roles where there is a
supervisory relationship or where one would have direct involvement in decisions
regarding the terms and conditions of employment of a family or household member;
or where one would advocate, participate in, solicit or cause the employment,
appointment, promotion, transfer or discipline of a family or household member.
Exceptions to this policy may be made only at the direction of the President of the
College or his or her designee.
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| 4.034 Sexual and Other Harassment (Revised1-/18/08Reaffirmed )

Harassment of any kind is not acceptable at Highland Community College whether it
is sexual harassment or on the basis of age, color, disability, ethnic or national origin,
gender, race, religion or sexual orientation, or any other legally protected
classification. Highland Community College is committed to respecting all
individuals. Highland Community College is also committed to the free and dynamic
discussion of ideas and issues.

This policy against harassment shall be applied in a manner that protects the
academic freedom and freedom of expression of all parties to a complaint. Academic
freedom and freedom of expression include but are not limited to the expression of
ideas in the classroom. Instructional freedom will include appropriate latitude for
pedagogical decisions concerning the topics discussed and methods used to draw
students into discussion and full participation. Classroom discussion of alternative
ideas or controversial points of view on related topics shall not be considered
harassment. '

Sexual Harassment:

College employees, students, and third persons are prohibited from sexually harassing
other employees, students, or third persons. For purposes of this policy, third persons
include any person other than College employees and students, on College property,
at any College-sponsored activities or at any activity which bears a reasonable
relationship to the College. Sexual harassment is illegal under both state and federal
law and objectionable under any circumstance.

Definitions of Sexual Harassment:

1. In the case of sexual harassment of an employee by another employee or third
person, sexual harassment means:
a. Any unwelcome sexual advances toward an employee; or
b. Any request by an employee or third person to an employee for sexual
favors; or
C. Any conduct of a sexual nature or any verbal, written, visual, or

physical conduct based on sex when:

1) submission to such conduct is made either explicitly or
implicitly a term or condition of an individual’s employment,
or :

(2) submission to or rejection of such conduct by an individual is
used as the basis for employment decisions affecting such
individual, or

3) such conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating
an intimidating, hostile or offensive environment.

2. In the case of sexual harassment of a student by an efnployee or third person,
sexual harassment means:
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Any sexual advance by an employee or third person toward a student; or

a. Any request by an employee or third person to a student for sexual
favors; or

b. Any acceptance by an employee or third person of a sexual advance or
request for sexual favors from a student; or

C. Any conduct of a sexual nature or any verbal, written, visual, or

physical conduct based on sex by an employee or third person directed

toward a student when:

(1) the student’s submission to such conduct is either explicitly or
implicitly a term or condition of the student’s grade or the
student’s participation in any College-sponsored activity; or

2) submission to or rejection of such conduct by a student is used
as the basis for decisions concerning the student’s grade or the
student’s participation in any College-sponsored activity; or

3) such conduct has the purpose or effect of unreasonably
interfering with a student’s performance or creating an
intimidating, hostile or offensive collegiate environment.

3. In the case of sexual harassment of a student or employee by a student, sexual
harassment means:
a. Any sexual advance by a student toward an employee; or
b. Any request by a student to an employee for sexual favors from the
employee; or
c. Any conduct of a sexual nature or any verbal, written, visual, or

physical conduct based on sex by a student directed toward an

employee when such conduct has the purpose or effect:

@) of unreasonably interfering with an employee’s work
performance or creating an intimidating, hostile or offensive
environment, or

2) of influencing either the student’s grade or participation in any
College-sponsored activity; or

d. Any conduct of a sexual nature or any verbal, written, visual, or
physical conduct based on sex by a student directed toward another
student when:

(1) such conduct has the purpose or effect of creating a Collegiate
environment that is intimidating, hostile or offensive, or

2) such conduct is continued by the student after the request of the
other student to stop such conduct because it is intimidating,
hostile or offensive to the other student. The determination of
whether the conduct of a student is intimidating, hostile or
offensive is made by the College administration.

4. In the case of sexual harassment of a third person by an employee or student,
sexual harassment means:
a. Any unwelcome sexual advances by an employee or student toward a
third person; or
b. Any request by an employee or student for sexual favors from the third
person; or
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C. Any conduct of a sexual nature or any verbal, written, visual or

physical conduct based on sex when:

@) submission to such conduct is made either explicitly or
implicitly a term or condition of an individual’s participation in
a College-related activity, or

2) submission to or rejection of such conduct by an individual is
used as the basis for decisions concerning the individual’s
participation in a College-related activity, or

3) such conduct has the purpose or effect of unreasonably
interfering with an individual’s performance in a College-
sponsored activity or creating a College environment that is
intimidating, hostile or offensive. For purposes of this section,
a College-related activity includes an activity on College
grounds involving College facilities, staff or students, any
College-sponsored activity and any activity which bears a
reasonable relationship to the College.

5. Sexual harassment prohibited by this policy includes intentional and/or
unwelcome verbal, written, visual, or physical conduct that tends to be severe or
repetitive in nature. Some conduct obviously constitutes sexual harassment —
such as a threat that a grade or promotion will depend on submission to a sexual
advance. But whether particular conduct constitutes sexual harassment will
often depend upon the specific context of the situation, including the
participants’ reasonable understanding of the situation, their past dealings with
each other, the nature of their professional relationship (e.g., supervisor-
subordinate, faculty-student, student-student, colleague, etc.) and the specific
setting. The inquiry can be particularly complex in an academic community,
where the free and open exchange of ideas and viewpoints preserved by the
concept of academic freedom may sometimes prove distasteful, disturbing or
offensive to some. Some examples of sexual harassment are:

sexual advances

touching of a sexual nature

graffiti of a sexual nature

displaying or distributing sexually explicit drawings, pictures and written
materials

sexual gestures

sexual or “dirty” jokes

pressure for sexual favors

touching oneself sexually or talking about one’s sexual activity in front of
others

e spreading rumors about or rating other individuals as to sexual activity or
performance

The terms intimidating, hostile or offensive as used above include, but are not
limited to, conduct which has the effect of humiliation, embarrassment or
discomfort. Sexual harassment will be evaluated in the light of all of the
circumstances.
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Definition of Other Harassment:

Harassment is the creation of a hostile or intimidating environment in which verbal,
written, visual or physical conduct, because of its severity and/or persistence, is likely
to interfere unreasonably with an individual’s work or education, such conduct being
directed at an individual because of race, national origin, disability, age, religion,
sexual orientation or other legally protected classification.

Internal Reporting Procedures:

It is the express policy of the College to encourage victims of sexual or other
harassment to come forward with such claims. We encourage employees to report
harassment to management before it becomes severe or pervasive. In order to
conduct an immediate investigation, any incident of sexual or other harassment
should be reported as quickly as possible, in confidence, as follows:

1. Employees:

Employees are encouraged to report any incidents of sexual or other
harassment to the College Affirmative Action Officer (AAO). If the College
Affirmative Action Officer is the offending person, the report should be made
to the Associate Vice President of Human Resources who will investigate the
complaint. The investigator will meet with the complainant, the alleged
offender, and any potential witnesses in order to investigate the complaint.

2. Students:

Students are encouraged to report any incidents of sexual or other harassment
to the College Affirmative Action Officer. If the complaint involves the
College Affirmative Action Officer, the report should be made directly to the
Vice President of Academic and Student Services who will investigate the
complaint. The investigator will meet with the complainant, the alleged
offender, and any potential witnesses in order to investigate the complaint.

3. Third Persons:

Third persons are encouraged to report any incidents of sexual or other
harassment to the College Affirmative Action Officer. If the Affirmative
Action Officer is the offending person, the report should be made to the Vice
President of Academic and Student Services. The investigator will meet with
the complainant, the alleged offender, and any potential witnesses in order to
investigate the complaint.
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Complaint and Investigation:

Any person who believes that he or she has been subjected to harassment prohibited
by this policy or who becomes aware of conduct that may violate this policy should
immediately report the harassment as follows:

1. An individual who believes he/she has been harassed must file a written and
signed complaint with the College AAO within 45 days of the date of the
alleged event or incident.

2. The College may offer alternative dispute resolution (ADR) which shall be
completed within 30 days from the receipt of the written complaint. ADR
resolution will include:

a. Explanation of the rights and responsibilities of the aggrieved and the
procedures for filing a complaint;

b. Review and determination of the legal basis of the issues being raised in
the complaint;

c. Seeking resolution of the matter;

d. Documenting the resolution or advising the complainant of his/her right to
file a formal complaint within 15 days after receipt of the ADR report;

e. Preparing a report on the ADR process.

3. If the conflict is not resolved during the ADR process:
a. The complainant must file a signed, written complaint within 15 days
following receipt of the ADR report;
b. The written complaint must be sufficiently precise to:
i.  identify the aggrieved individual;
ii.  identify the agency or individuals responsible for the basis;
iii.  identify the basis or bases of discrimination/harassment,
iv.  describe the actions or practices deemed harassment and/or
discriminatory.
c. The College must acknowledge receipt of the complaint in writing;
d. The College will notify the complainant of the appeal process.

4. The College has the right to dismiss a complaint in its entirety for any of the
following reasons:

a. The complainant fails to state a claim;

b. The claim is moot or under adjudication elsewhere;

c. The complainant failed to file the complaint within the time frame
allotted;

d. The complainant cannot be located or has not responded to a request for
relevant information if the record does not already contain sufficient
information;

e. The complaint is part of a clear pattern of misuse of the process.
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5. The investigation will include a written record of testimony; all testimony will
be sworn, the investigating officer will be entitled to any and all College
documents, recordings, emails or information requested by a Request for
Information that may pertain to the investigation; and the investigating officer
may extend the time of the investigation by up to 30 days if necessary to
complete the investigation.

6. The College President or designee shall be informed of every written reported
incident of sexual or other harassment.

Confidentiality:

A reasonable effort will be made to promptly investigate any allegation of sexual or
other harassment in a confidential manner to the extent appropriate or required by
law. All parties participating in the investigation will treat all documents and
conversations as confidential. Breaches of confidentiality may be subject to
disciplinary action. Requests not to investigate complaints cannot be honored.

Written Report:

Within ten school days or “a reasonable time” from the date the written complaint
was received, the investigator(s) will produce a report on the investigation to the
College President or designee, or the Chair of the College’s Board of Trustees if the
College President is the offending person, which will include at a minimum the

following:

1. the date the complaint was received,

2. the complainant’s name;

3. the name of each alleged offender and a description of all conduct that gave

rise to the complaint (written, signed statements by complainants describing
relevant events should be obtained whenever possible);

4. a statement detailing the alleged offender’s response to the allegations
(written, signed statements by the alleged offender should be obtained
whenever possible);

5. a statement detailing the scope of the investigation undertaken, including the

names of all witnesses interviewed and the results of the interviews.

Within five school days or “a reasonable time” after the written report is completed,
the College President, or the Chair of the Board of Trustees if the College President is
the offending person, will evaluate the report of the investigator(s) to determine the
validity of the complaint.

Disciplinary Action:

1. Any College employee who is determined, after an investigation, to have
engaged in sexual or other harassment in violation of this policy will be
subject to disciplinary action up to and including discharge, consistent with:
(a) established disciplinary procedure as outlined in the Employee Handbook
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if the employee is an administrative, or classified employee, or a part-time
faculty, or (b) contractual rights and obligations as outlined in the collective
bargaining agreement with the HCC Faculty Senate Local 1957 up to and
including arbitration if the employee is a faculty member covered by such
agreement, or (c) contractual rights and obligations as outlined in the
collective bargaining agreement with the HCC Custodial and Maintenance
Council Local 1957 up to and including arbitration if the employee is a
custodial or maintenance worker.

2. Any student of the College who is determined, after an investigation, to have
engaged in sexual or other harassment in violation of this policy will be
subject to disciplinary action, including, but not limited to, suspension and
expulsion consistent with the College’s Student Code of Conduct.

3. Any third person who is determined, after an investigation to have engaged in
sexual or other harassment in violation of this policy may be subject to
restriction from participation in activities on College property, at College-
sponsored activities or at any College-related activity. Referral to the
appropriate law enforcement agencies will be made in appropriate cases.

Knowingly Filing False or Malicious Complaints:

Any person who knowingly makes a false accusation regarding sexual or other
harassment will likewise be subject to disciplinary action as outlined previously in
this section of the policy.

Retaliation:

The College prohibits retaliation against a person because the person has opposed that
which he or she believes to be sexual or other harassment or because he or she has
made a charge, filed a complaint, testified, assisted or participated in an investigation,
proceeding or hearing regarding sexual or other harassment. In addition, the College
prohibits retaliation against the alleged offender by the accuser or other parties.
Disciplinary action as outlined under the “Disciplinary Action” Section #1 of this
policy will not be considered retaliation.

Retaliation is illegal under State and Federal Law and includes, but is not limited to,
any form of intimidation, reprisal or harassment. A person engaging in retaliatory
conduct shall be subject to disciplinary action as outlined under the “Disciplinary
Action” Section of this policy with regard to employees and students, or possible
restriction from participation in campus and/or College-related activities, with regard
to third persons.

Resolution Outside the College:

It is hoped that sexual or other harassment complaints and incidents can be resolved
within the College. However, employees, students, or third persons have legal
recourse to the investigative and complaint process available through the Illinois
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Department of Human Rights, the Illinois Human Rights Commission, and the Equal
Employment Opportunity Commission. The Department of Human Rights, the
Human Rights Commission, and the Equal Employment Opportunity Commission
may be contacted as follows:

Illinois Department of Human Rights
100 West Randolph Street, Suite 10-100
Chicago, IL60601

Telephone (312) 814-6245

Illinois Human Rights Commission
100 West Randolph Street, Suite 5-100
Chicago, 1L60601

Telephone (312) 814-6269

Equal Employment Opportunity Commission
500 West Madison Street, Suite 2800
Chicago, 1L60661

Telephone (312) 353-2713

Policy Communication:

This policy will be distributed in the College’s Policy Manual, Faculty Handbook,
Employee Handbook and College Catalog, and in brochures placed around campus
and on the College web site. New employees will be required to read the policy, sign
an acknowledgement form that they have read the policy, and attend an informational
session on harassment. Employees are encouraged to report any evidence of sexual
or other harassment in the workplace whether they are victims or if they witness such
harassment. Managers will be trained to recognize and take action against
harassment of any kind.
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k.04 Hiring (Reaffirmed 11/18/08Revised)

Hiring of personnel shall be in accordance with established procedures, as found in the
Affirmative Action Plan, Board policies pertaining to hiring and onthe-Employee

HandbeokHR CougarNet. (See-alse-Policy4-033-Nepotism-)
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|4.041 Rehiring of Employees (Reaffirmed-1-+-8/08)

Previous employees rehired after a break in service of four months will be considered
new employees.
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|4.042 Promotions and Transfers (Revised-+118/08Reaffirmed)

A. Current Highland Community College employees shall receive consideration in
filling established vacancies.

B. Transfers will be considered whenever it may be in the best interest of the College
and the employee.

C. Among the criteria to be considered for promotion and transfer are evaluations by
supervisors relating to performance and ability. If applicants are equally qualified
except in seniority, the employee having the most seniority will be appointed.

D. The immediate supervisor of an employee may recommend promotions and
transfers to the Administration.
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4.05 Minimum Regquirements for Employment: Instructional Staff (Reaffirmed-H+-8/08)

A. Instructors of baccalaureate and pre-professional curricula:

1. A master's degree in the subject area or a master's degree with a graduate
major in the teaching subject field.

2. In addition, the role of the faculty member indicates a need for a thorough
understanding of, and competence in, professional teaching skills.

B. Instructors of Occupation Oriented Curricula: A bachelor's degree with a major
in the area(s) of specialization or appropriate business or industrial experience in
the field of specialization.

C. Instructors for Community Education: Demonstrated competence in the field of
specialization based upon education or experience which is acceptable in lieu of a
degree requirement.

D. Part-time Instructors: Requirements for part-time instructors shall be the same as
for full-time instructors in the particular instructional areas.

E. Inspecial cases and for certain fields (in A-D above), experience and
“demonstrated skills in the area of specialization may be acceptable in lieu of the
degree requirements.
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|4.051 Recruitment of Faculty and Staff (Revised-H-8/0%)

Highland Community College is committed to the recruitment of a faculty and staff
whose members believe strongly in the philosophy, objectives and purposes of the
College and who will give complete support to the total educational program of the
College. Specifically, prospective faculty and staff members will be recommended
who:

A.  Will contribute in every way possible to furthering the philosophy, objectives and
purposes of the College as illustrated by the Mission, Vision, Core Values and
principles of operation.

B.  Will understand the diversity of the community college student body, both in
interest and abilities and will, therefore, give every possible assistance in helping
orient students toward realistic educational achievement.
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|4.06 Part-Time Instructors (Reaffirmed11--8/08Revised )

Salary and Benefits:

A.

Part-time instructors shall be paid in accordance with the part-time college credit
pay schedule or the continuing education pay schedule in effect for the period of
their employment.

Part-time instructors shall be eligible for fringe benefits according to fringe
benefit schedule. (See EmployeeHandbookHR CougarNet or Faculty
Handbook.)

A part-time instructor is expected to meet-hold classes as scheduled. In the event
that an absence is unavoidable, the part-time instructor shall notify the appropriate
administrator prior to the absence. Efforts must be made to provide the scheduled
instruction either by obtaining a substitute instructor, using an alternative delivery
method, or rescheduling the missed class. In the event of an unavoidable lengthy
absence, salary will be pro-rated equal to that portion of services missed.
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|4.08 Contracts—Contractual Employees (Revised3/-6/10)

A. Faculty (Full-Time)

Contracts shall be issued each year for full-time faculty. This contract will state at
minimum the individual’s salary, educational attainment, and years of experience.

B. Administrativeaters/Professional

1.  Prior to the last 90 days of their current contract, any administrative or
exempt professional employee that is under a formal performance plan or
that the College does not intend to employee during the next fiscal year will
receive a letter from the College President stating that their contract may
not, or will not, be renewed.

2. Onor before July 1 of each fiscal year, or at the beginning of a federal grant
year, all administrative and exempt professional employees will receive a
contract for that fiscal year. This contract will state remuneration applicable
and eligibility for fringe benefits. Continued employment for grant-funded
employees is dependent on continuation of grant funding.

3. Contracts will not be valid until signed by the employee and the authorized
representative of the Highland Community College Board of Trustees. This
contract must be signed and returned to the Human Resources Office within
two weeks after receiving the contract. If the contract is not signed and
returned, the College may deem the employee’s assignment to be vacant.

4.  Administrative or exempt professional employees who work before and/or
after their stipulated contract dates, may be paid on a per diem basis subject
to such arrangement made between the administration and the employee.
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|4.084 Suspension—All Employees (Revised-+-+-8/08)

An employee who violates any rule, regulation, or policy of the Board of Trustees,
which may include but is not limited to incompetency, neglect of duty, immorality,
conviction of a felony, insubordination, or failure to satisfy a directive by a supervisor
in compliance with those rules, regulations, and policies, may be suspended with or
without pay.

A. The suspension may be initiated by the President, his/her designee, or by majority
vote of the Board of Trustees. Before the conclusion of the next regular working
day following the initiation of the suspension the employee shall receive written
notification of the allegations, the name of the person or persons making the
allegations, and the duration of the suspension.

B. The suspended employee may appeal the suspension by initiating one of the

| grievance procedures listed in-on the-Employee-HandbookHR CougarNet, or
Article V, of the current Agreement between the Board of Trustees and the

Faculty Senate or Article VIII between the Board of Trustees and the
| Custodial/Maintenance Union, whichever applies.
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4.085 Dismissal—Administrative/Professional/Classified Employees (Reaffirmed
HA-8/08Revised)

An employee who violates any rule, regulation, or policy of the Board of Trustees,
which may include but is not limited to incompetency, neglect of duty, immorality,
conviction of a felony, insubordination, or failure to satisfy a directive by a supervisor
in compliance with those rules, regulations, and policies, may be dismissed only with
the approval of the Board of Trustees, the President, or President’s designee.
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|4.09 Employment—Non-Contractual Classified Employees (Revised-H-A8/08)

A. Salaries of all classified positions shall be subject to periodic review.

B.  All classified personnel shall be directly responsible to their immediate supervisor
regarding all matters relative to their employment, performance and working
conditions.

C. Classified personnel may participate in various fringe benefits in accordance with
the fringe benefit schedule (See EmployeeHandbookHR CougarNet.)
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|4.091 Letters of Employment—Classified Employees (Reaffirmed-H-4-8/08)

Letters of employment shall be issued each year for full-time and part-time benefited
classified employees. Such letters of employment shall state the salary and fringe
benefits appropriate for the position. '
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4.092 Evaluation—Classified/Administrative/Professional/Classified Employees (Reaffirmed
HA8/08Revised)

A. New employees shall be evaluated in written form by their immediate supervisor
after 60 days of employment.

B.  All supervisors will provide annual written feedbacks, including performance
review, on their employees.

C. The President is evaluated by the Highland Community College Board of
Trustees_on an annual basis.
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4.093 Disciplinary Action/Dismissal—Administrative/Professional/Classified Employees
(Revised-HAH-8/08)

Dismissal-and/er-dDisciplinary action relative to classified and
administrative/ professmnal personnel shall be performed accordmg to estabhshed
procedures-and-os h-th ees;-Pre

Hes*éeﬂt—s—des%ﬁee (See Emp%eyee—H&adbeekHR CougarNet )
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4.094 Layoff and Recall—Administrative/Professional/Non-Contractual Classified Employees
(Reaffirmed HA-8/08Revised )

When it is necessary, an administrative/professional/non-contractual classified
employee may be laid off due to elimination of a job, lack of available funds, or other
circumstances which do not discredit the employee's performance.

Four weeks notice will be given prior to layoff.

AH-For incumbents holding the same job description, layoffs will be on a seniority basis
provided skill and ability are equal.

Every effort shall be made to transfer an employee subject to layoff.
All employees laid off shall be entitled to vacation time accrued at the date of layoff.

All employees enrolled in the College insurance plan, when laid off, shall be eligible to
continue insurance coverage under the Consolidated Omnibus Budget Reconciliation
Act (COBRA) provided the employee pays all premiums for a period not to exceed
eighteen (18) months. No other fringe benefits are available during the layoff period.

As soon as the College is able to re-employ, those who have been laid off within the
previous twelve (12) months will be considered for job openings for which they qualify.
Former employees rehired within the previous twelve (12) months will be given credit
for past work experience at the College.
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4.095 Leave, Vacation—Full-Time Administrative-/Professional-and/ Classified Employees
(Revised-HA-8/08)

A new employee may be granted earned paid vacation time after completion of six (6)
months of employment. New employees, placed at range 1 through 64 on the Highland
salary range table, earn .83 vacation days per month not to exceed ten (10) days per year
and will continue accruing at the following rates:

1 year through 5 years of employment ..........coocvveenncennnen 10 days vacation
(accrued at .83 days per month)

After 5 years of employment ..........cccooverieinniinnninenne 15 days vacation
(accrued at 1.25 days per month)

After 15 years of employment ..o 20 days vacation

(accrued at 1.66 days per month)

Employees placed at range 65 and above earn 21 vacation days per year (accrued at
1.75 days per month).

The President earns 28 vacation days per fiscal year (2.333 days per month). Carryover
days for the President will be determined by the Board of Trustees and included in the
Presidential Contract.

Except for unforeseen emergencies, vacation time should be scheduled as far in advance

as possible. Such requests must be approved-byrouted through the supervisor for
approval and delivered-submitted to the Payroll Office.

Consideration will be given to all requests for vacation time and the employee's
preference will be respected wherever practicable. However, the College reserves the
right to deny requests which may jeopardize the operation of the College. Competitive
requests for the same time off may be decided on the basis of employee seniority within
the institution.

An employee may carry over no more than five vacation days into the next fiscal year.
These carry-over days must be used during the first six months of that year. If an
employee carries more than five days into the next fiscal year, the days in excess of five
will convert to sick days and will remain on the employee’s sick leave account until
needed or until the employee retires or terminates employment. If an employee fails to
use the five carry-over vacation days during the first six months of the next fiscal year,
those days will automatically convert to sick leave days and will remain on the
employees sick leave account until needed or until the employee retires or terminates
‘employment.

Any employee who resigns, retires or is terminated shall be granted full pay for earned,
unused vacation time or compensatory time. If more vacation time is used than earned
when an employee resigns, retires or is terminated, it will be deducted from the last pay.
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Overtime (Reaffirmed+H-A-840%)

The College defines Exempt and Non-Exempt employees following the provisions of
the Fair Labor Standards Act (FLSA) and the Illinois Act.

All overtime compensation will be paid to non-exempt employees in accordance with
requirements of the Fair Labor Standards Act and the Illinois Act. Overtime work is
not permitted on a voluntary basis, but must be authorized by the supervisor. Classified
employees may be required by their supervisors to work overtime. It is a requirement
that non-exempt employees appropriately report the number of hours that they work and
are permitted to work away from the College only with specific authority from a
supervisor.

The employee may take compensatory time off for overtime worked equal to one and
one-half hours off for each hour of overtime worked. Compensatory time may be taken
at some other time with the approval of the supervisor. It is the employee’s choice
whether to use overtime hours as compensatory time or for pay.

Exempt employees do not qualify for overtime pay or comp time under FLSA.
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Leave, Sick—Administrative/Professional/Classified Employees (Revised-11/-8/08)

Employees are credited with one day of paid sick leave for each month of their
employment contract or expected term of employment during each fiscal year. Sick
days may accumulate without limitation. Regular part-time employees who work at
least 20 but less than 40 hours per week will accrue sick leave on a pro rata basis to the
schedule for full-time employees. '

You may use paid sick leave in either half or full-day increments for absences as
follows:

personal illness

injury

dental care

exposure to a contagious disease

death not covered by bereavement policy

illness of a child, spouse or Civil Union partner, or parents

Residence of a member of the immediate family within or outside of the employee's
home is not a factor in this policy.

An employee who must be absent from duty because of illness shall notify the
employee's supervisor, supervisor’s designee or call the Human Resources Office at the
earliest practicable time.

A medical exam, at board expense, or a doctor's certificate regarding a release to work
may be required for sick leave absences of more than three consecutive days.
Supervisors shall notify Human Resources of any employee’s sick leave absence of
three (3) or more consecutive days due to medical reasons for purposes of the Family
and Medical Leave Act (Policy 4.131).

Abuse of the sick leave privilege is cause for disciplinary action, possibly including
termination.

The HumanResoureesPayroll Office maintains the official sick leave use and accrual
records on the employee's time records. Every half day or full day of absence for
sickness should be indicated on the employee's time sheet.

If an employee has used all accumulated, accrued leave time (personal, sick, vacation
and any compensation time where applicable) and is not released to return to work, a
request of withdrawal of sick days from the sick leave bank may be made through the
Human Resource Office. An employee must be a member of the sick leave bank for

one year before they may request a withdrawal (see Employee-HandbeokHR
CougarNet).

An employee will not be paid for unused sick leave when termination or resignation
from the college occurs_unless the employee is retiring and applies for and meets all
eligibility requirements set forth in the Sick Leave Payout Program (see HR
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CougarNet). If more sick leave is used than earned when an employee resigns, retires,
or is terminated, it will be deducted from the last pay.
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| 4.121 Leave, Bereavement—Full-Time Active Employees (Reaffirmed+/18/08Revised )

The College will grant one day paid leave for bereavement of extended family: aunt,
uncle, cousin, niece or nephew. Three consecutive days paid leave for family including
brother or sister-in-law, son or daughter-in-law, mother or father-in-law, grandparent or
grandparent-in-law or grandchild. Five consecutive days for immediate family: spouse
or Civil Union partner, child, parent, sibling, stepchild, stepparent. Bereavement leave
days cannot be accrued.

The employee’s immediate supervisor authorizes the use of bereavement leave. If
additional time is needed, vacation, sick or unpaid personal leave may be taken with
supervisory approval in consult with Human Resources. The supervisor should consult
with Human Resources in special circumstances.
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| 4.13 Leave of Absence—Full-Time Employees (Reaffirmed HA8/08)

The College may grant a leave of absence if, in the opinion of the College, such a leave
would serve the best interest of the College and the employee.

For the following purposes, an employee is eligible for a leave of absence:

a.  Without salary for a personal reason which involves travel, study, or research;

b.  For sickness or maternity/paternity (use of accumulated unused leave time must
be taken concurrently with this leave);

c.  Without salary for any other reason determined to be at the convenience of the
College.

Leave of absence may be granted to any employee normally after completion of one
year of employment.

If leave of absence for sickness is FMLA qualified, leave time under FMLA policy
4.131 will be followed first. The College may require periodic recertification by an
employee's medical care provider when the College in its discretion deems
recertification is warranted.

A leave of absence normally does not exceed twelve (12) consecutive calendar months.
The College guarantees the same or similar job at the end of the leave, unless the job
itself is abolished during the period of leave.

Failure to return to work at the end of an approved leave of absence will be considered
to be a resignation.

During leaves of absence without pay, an employee currently enrolled in the College
health and/or life insurance plan may continue participation in those insurances by
paying premiums to the Human Resources Office. Employees with ten or more years of
continuous service to the College who are on a leave of absence due to personal illness
or injury will have health, dental and life insurance premiums waived for six months or
the period of the leave, whichever is less. Employees with fifteen or more years of
continuous service to the College who are on an unpaid leave of absence due to
personal illness or injury will have health, dental and life insurance premiums waived
for twelve months or the period of the leave, whichever is less. All other fringe benefits
and credit for employment will be forfeited for only the period of "on leave without
pay." When and if the recipient is reinstated, according to policy, the individual will
receive credit for employment previous to the leave for purposes of salary placement.

Highland Community College
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Leave, Family and Medical Leave Act (FMLA) (Revised-14-8/08)

The College may grant family or medical leave of absence, or both, for eligible
employees for up to 12 weeks per year (52 consecutive weeks). For purposes of this
policy, the family or medical leave year will commence on the first day that family or
medical leave is taken.This leave of absence must be necessary for medical reasons or
result from family circumstances. The College may grant a leave of absence for
medical reasons to any employee who cannot work because of a serious health
condition. Serious health conditions must prevent the employee from performing the
functions of his or her position. These conditions include pregnancy or
pregnancy-related conditions that prevent the employee from performing the functions
of her position.

The College may also grant a leave of absence under certain critical family
circumstances: the birth of an employee's child; the placement of a child with an
employee for adoption or foster care; or when the employee is needed to care for a
child, spouse, or parent who has a serious health condition. A serious health condition
is an illness, injury, impairment or physical or mental condition that involves in-patient
care in a hospital, hospice, or residential medical care facility, or continuing treatment
by a health care provider._Civil Union partners are not covered under Federal law and
therefore are excluded from this policy.

Family or medical leave of absence, or both, is available in addition to, and not in lieu
of, other policies such as sick leave, personal leave, vacation time, etc. Accumulated,
unused leave days (sick leave, vacation, personal days) must be used concurrently with
FMLA. When accrued leave days have been exhausted, an employee on FMLA may
request a withdrawal of days from the Sick Leave Bank, if they are a participant, only if
the leave is for their own serious medical condition. The employee on leave will work
with Human Resources to request a withdrawal of days from the Sick Leave Bank.

The College may also grant a leave of absence under Section 585 of the National
Defense Authorization Act where employees otherwise eligible for FMLA may take up
to 12 weeks of FMLA-protected leave because of any qualifying exigency arising from
the fact that the employee’s spouse, son, daughter or parent is on or has been notified of
an impending call or order to active duty in the Armed Forces in support of a
contingency operation as defined by the Secretary of Labor. Under this same act, an
employee is allowed to take up to 26 workweeks of leave during a single 12-month
period to care for a spouse, son, daughter, parent or next of kin with illness or injury
incurred in the line of duty while in the Armed Forces or National Guard or Reserves.
Next of kin is defined as “nearest blood relative.”

A. Eligibility for Family and Medical Leave of Absence:

To be eligible for a leave of absence under this policy, an employee must have
been employed by the College for at least 12 months and must have worked at
least 1,250 hours during the 12-month period preceding the commencement of the
leave of absence. Thus, new employees and most part-time employees are not
entitled to family or medical leave of absence.
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B.  Application for Leave/Notice by Employee:

Any employee who desires a leave of absence pursuant to this policy must notify
the Human Resources Office as soon as practicable.

A leave of absence pursuant to this policy may be taken by an employee on an
intermittent (rather than on an uninterrupted) basis or on a reduced schedule if
medically necessary and as a result of an employee's serious health condition or
that of his or her spouse, child, or parent. However, except as allowed by local
law, a leave of absence pursuant to this policy may not be taken on an intermittent
basis when the reason for the leave is the birth of a child or the placement of a
child for adoption or foster care.

C. Certification Procedure:

Every request for a Leave of Absence pursuant to this policy must include a
written medical certification from the applicant's licensed medical care provider
(except when the reason for the requested leave of absence is the birth of a child
or the placement of a child for adoption or foster care). It is the responsibility of
the employee to submit the written medical certification within 15 calendar days
of the date the certification is requested by Highland. FMLA certification forms
may be obtained in Human Resources and must be submitted in a timely manner.

The written medical certification must state:

1.  The date of which the serious medical condition commenced.

2 The probable duration of the condition.

3. The appropriate medical facts regarding the condition and its duration.
4

If the basis for a proposed leave of absence is an employee's own serious
health condition, the written medical certification must also include a
statement that the employee is unable to perform the functions of his or her
position, If the basis for a proposed leave of absence is the serious health
condition of a spouse, child, or parent, the written medical certification
must also include a statement that the employee is needed to care for the
spouse, child, or parent, as well as an estimate of the amount of time the
employee is needed to provide the care.

In its discretion, and at its own expense, the College may require a second
medical opinion after an employee submits a medical certification. If the second
medical opinion differs from the original medical certification, the College may
require the employee to submit to examination by a third physician, the identity of
whom will be agreed upon by the College and the employee requesting the leave
of absence. The College may require periodic recertification by an employee's
medical care provider when the College in its discretion deems recertification is
warranted.

Highland Community College
Policy Manual, Personnel Chapter Policy 4.131



If the leave is to care for an injured servicemember, the employee must provide a
health care provider certification indicating the servicemember is:

. Undergoing medical treatment, recuperation or therapy;

o Assigned as an outpatient to a military medical treatment facility or a
unit established for the purpose of providing command and control of
members of the Armed Forces receiving medical care; or

o Otherwise on the temporary disability retired list.

If an employee requests leave due to a “qualifying exigency” due to a spouse, son,
daughter or parent’s active duty service, the employee must provide a supporting
certification issued at such time and in such manner as the Secretary may by
regulation prescribe.

D. Conditions of Family and Medical Leave of Absence:
The following conditions apply to a leave of absence pursuant to this policy:

1. Inits discretion, the College may require an employee taking an approved
leave of absence to periodically report on his or her status and intention to
return to work.

2. An employee taking an approved leave of absence may not engage in other
work or employment during the leave of absence. If an employee engages
in other work or employment during the leave of absence, the employee will
be considered to have violated the terms of the leave of absence, and to
have voluntarily terminated his or her employment with the College.

3. If an employee is granted a leave of absence on an intermittent basis or on a
reduced schedule basis, the College may require the employee to
temporarily transfer to an alternative position that accommodates the
employee's recurring absences or part-time schedule.

4. When applicable, spouses that are both employed by the College are
entitled to 12 weeks of leave in total, rather than 12 weeks leave of absence
each.

5. If at the time of applying for a leave of absence or during the leave of
absence the employee intends not to return to work or decides not to return
to work after completion of the leave of absence, the employee will be
liable to and required to reimburse the College for the cost of payments
made to maintain the employee's benefits during the leave of absence. If
the employee decides not to return to work, they have the ability to continue
any health insurance coverage for 18 months from the date benefits are
terminated under COBRA.

E. Conditions if on FMLA to Care for Injured Servicemember under National
Defense Authorization Act:

Highland Community College
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The law provides that leave taken under this section is only available during a
single 12-month period. Additionally, employees who utilize this provision are
eligible for a combined total of 26 weeks of FMLA leave. For example, an
employee who, in a single 12-month period, has already taken 12 weeks of FMLA
leave for the birth of a child would be entitled to only 14 additional weeks to care
for a “covered servicemember.” When both husband and wife work for the same
employer, the total amount of available leave to which both are entitled is limited
to a combined total of 26 workweeks. In addition, the provisions under numbers
D1, 2, 3 and 5 above apply to this section.

F. Compensation and Benefits During Family and Medical Leave:

An approved leave of absence pursuant to this policy will not, however, result in
the loss of any employment benefit that may have accrued before the date the
leave of absence started. During the period of any unpaid leave of absence under
this policy, an employee must arrange with the College's Human Resources to pay
the premium contributions for continuation of his or her group insurance
coverages, if applicable. Responsibility for payment of any obligations
previously deducted from regular biweekly pay checks, such as payroll
deductions, rests with the employee.

G. Return From an Approved Family and Medical Leave of Absence:

Upon returning from an approved leave of absence granted as a result of an
employee's own serious health condition, an employee must present written
medical certification from his or her medical care provider stating that he or she is
able to perform the essential functions of his or her job with or without reasonable
accommodation. At that time, the College will place the employee in his or her
former position. If the former position is not available, the employee will be
placed in an equivalent position with equivalent compensation and benefits.

If an employee does not return to work on the agreed upon date, the employee
will be considered to have voluntarily terminated his or her employment. If leave
extends beyond 12 weeks, the employee can request leave under policy 4.13
(Leave of Absence). If the College learns that an employee does not intend to
return to work after completion of an approved leave of absence, the College may
recover from the employee the cost of payments made, if any, to maintain the
employee's benefits during the leave of absence.

With respect to "highly paid" or "key" employees, there may be circumstances where no
positions are available upon the expiration of his or her leave of absence. In such circumstances,
the employee will be terminated from the College. A "key" or "highly paid" employee is a
salaried Highland employee who is among the highest paid 10 percent of those Highland
employees (salaried or hourly) working within 75 miles of the College location at which the
employee is assigned.
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