TABLE OF CONTENTS

Introduction
A. About Butler Community College...........ccccovviiiviiiiiiineenn 2
B. Letter to Employees from the President............................... 3
C. Handbook INtroduction..........coevviei i e e 4
a. Process for Revision of Policies & Procedures................. . 4
D. BULIEr MiSSION. ...ttt e e e 10
E. “VOICES WIth ViSION ... e e e e e 10
F= T 1 0110 o 18 (o1 1] o 10
B, QU ViSION et e e e e 10
C. StrategiC PriontieS. ......coviiiii i, 10
F. Butler Learning College PrinCiples.........ccooiiiii i e, 10
G. INSTEULIONAl ValUBS......o i e e 11
H. Butler Learning PACT ..o eeeens 12

General Information

A.

Maps of College Sites

1. Butler Community College SIteS ...........uuvviiiiiiiiiiiiiiiiiiiiiiiiinns 13
2. Workforce DeveloOpmMEeNt ...........uuvvvvviiiiiiiiiiiiiiiiiiiiiiiiiiiiinnns 14
3. Butler Campus.... ..o s 15
4, ANAOVET ... e e e 16
5. Rose Hill/McConnell.........ccoooiniiii e e, 17
6. Marion/CoUNCIl GIrOVE.......vv ittt e e aaeeas 18
Quick Reference - Facilities

1. Butler of El DOrado.......c..oviiiiiii e e 19

2. Workforce Development & Training Center..............c.eeeee... 21
3. Allied HEAItN ... 22
4., Alumni/Foundation ..........coooeuiiiiiiiie e 22
5. Butler of ANOVET ..., 22
6. Butler of McConnell.........ccooiiiii e 23
7. Butler of McConnell = Off Site......cooviiiiiiiiii e, 23

8. Butler of RoSe Hill.......vivinii i 23

9. Butler of Marion.......c.ov it e 23

10. Butler of CouncCil GIroVE.........cooiiiiiii e, 23

BOE Quick Reference - Where to find it/Where to get it.................. 24

Section 1 - Board of Trustees

CTIEMMOUO®R>

Learning College PrinCiples. ... ..o 28
Duties and Responsibilities............ccoviiiii i 30
BY-laWS. ..o 32
Board OffiCerS......ovuie i 34
Community Relations..........oeiie it 34
Professional MeetingsS........oovuviiii e 35
Identification & Access to Public Records.............cccoov i, 36
Banking & Investing POIlIiCIES. ... 38
E-Mail/Electronic Communications Guidelines............................ 39
Harassment and Violence POlIiCY...........ccooii i, 40




VI.

K. ACCT Standards of Good PractiCe...........ccoeeveviiiiiiiii 42
L. Code of Values and EthiCS..........ccooiii i e e, 42
M. Statute 75-4304 Chapter 75. ... 43
N.  Statute 45-220. ... e 44
Section 2 - Organization
A. Organizational ChartS............ccovveiii i e 51
B. COMMIEEES/ TRAIMS ... ettt e et e et e et e e e e e 65
C. Employee Expectations, Categories and Conditions..................... 70
D. Definition of Full-time/Part-time Employee ...........cccooooiiiiiiiiinneee. 72
E. ClasSIfiCatiON..... ..t s 72
Section 3 - Policies and Procedures
A. Americans With Disabilities ACt..........c.coiiiii i e, 75
B. Cell PRONE POLICY....cuee et e e e e e 75
C. Commercial Sales PoliCy..........cooiiiiiiiii 76
D. Conflict Of INTEreSt......ovue e e e 76
E. Contract Training Revenue Sharing Model Policy......................... 77
F. Copyright POLICY......cvi i e 77
a. Digital Milennium Copyright Act Policy..........cccocovviiiiiin . 78
b. Software Copyright and Licensing Policy Statement.................. 79
G. Electronic Communications/Internet Use.............ccoovii e vinnnenn. 80
a. Acceptable Use Policy for Internet, Pipe and E-Mail.................. 80
b. E-Mail Policy SUMMaAry..........coiiiiii e 81
C. PassWOord POlICY........covuuieiiie e e e 83
d. Pipeline Group POlICY.......ccoiiiiiiiii i e e 85
e. Wireless Internet POlICY........c.ccovriii i e e 86
H. Entrepreneurial Partnerships. ..., 88
l. FE R P A . e 89
J. “Golden Grizzly” POlCY. ... ..o 89
K. Grievance ProCedure..........oovie i e e e 89
L. Harassment and Violence POlICY............coovii i 91
M. Internal Audit POlLICY........oooii 94
N. NEPOLISIM PONCY. ...t e e e 95
O. Photography and Film Rights PoliCy............c.cooviiiiii e 95
P. Policy of Nondiscrimination (Equal Opportunity Employment).......... 96
Q. Probation, Suspension, & Termination for Cause.......................... 97
R. Progressive Disciplinary Procedure..............coooiiiiiiiie i 98
S. Registered Sex Offenders Enrolled at Butler.........................oe.oil. 99
T. Repayment POIICY........c.uveiii i e 99
U Safety POlCY ... .o, 100
V. Serious Disease PoliCy........ccoo i, 100
W. Severe Weather POlICY..... ..o e 101
X. Smoking and Smokeless Tobacco Policy............ccooovii i, 101
Y. Solicitation on Campus by College Employees...............ccccevvneennn 102
Z. Substance Abuse/Drug-Free Workplace Policy................coooeeai. 102
AA. Telecommuting PoliCy..........cooiiiii 103
BB. Weapons POICY.......c.uiiiiie e e 103

Section 4 - Business Operations



A. Annual Master Calendar and Schedule of Campus Events............. 106
B. Campus Working HOUIS..........oooii i e 106
C. College Fleet Vehicle POliCY..........ccoiiiii i 106
D. Contractual AgreemMENtS... ... c.viiie e et e e e e 107
E. Contractor Check-InfOut POIIiCY...........coeie i 107
F. Credit CardsS. ..ottt e e e .108
G. Display of INfOrmation.............co.ii i e e 108
a. BUlletin Boards..........ovvi it e 108
b. Electronic Interior Signage Display...........ccoiiviiiiiiiii i, 109
H. Disposal of College Property.........ooviiiiin i 109
l. Donated Items to the College............coooiiiiii .109
J. Employer Provided /Use of Donated Vehicles................ccocoeeene . 110
K. HIrNG ProCeAUIES. ... e e e e, 110
a. Consumer Reports (Background Screenings)........c.ccoovvvveenennnn. 110
D. EMPIOYMENT.... .o 110
C. Employee Connect..........ooiii i, 110
d. Employee Reference Check Policy..........cocoviiiiiiiiiiiiiin . 110
L. 5 2 - T o £ 111
M. Institutional Development DaysS..........cccov i e e 111
N. Interview and Moving EXPENSES.......ccoviiiiiie i e e, 111
O. INVENTONY ILEMS. ..o e e 112
P. Issue of Keys and UNniforms..........ooooeiii i e 112
Q. Meal Reimbursement & Service Org. Membership Policy............... 112
R. Parking......ou e 113
S. Personal Data Change...........o.veiuiiiriie i e e e e 113
T. Personnel Record Retention...........c.oocvviiiiiiiiie e 113
u. Political ACtiVity POIICY......cooiiiiiiiiiici e 114
V. Professional CondUCE...........c.ooiiiiie e e 114
A, CONAUCT. ..o e 114
D. Dress and ApPPEaranCe.........cvuiuieriie et it et e e 114
c. Standards for Best Ethical Practices..............cccccviiiiiiiin e 115
d. YOUAre BUtler!........coooiii 115
W. Publicity Policy and Guidelines............cocooi i e 115
X. PUICNASING. .. .t 116
Y. Secure Handling of Social Security Numbers...............cc.ooceiiinnn 116
Z. Student Activity Driver POIICY..........coii i, 119
AA. Telephone/Facsimile POICY.........ccccoiiii i 121
BB. Termination/EXit ProCedure..........o.vvviiiiis e 121
CcC 1= 1= 121
a. Air Travel Procedure....... ..o e e e 121
b. Employee Travel POlICY.......c.cooviiiiii e e 122
C. SIE TIAVEL. ... e 122
DD Travel Payment and Reimbursement...............c.ooiiiiiiiii i e, 122
EE. Use of College Facilities and
Equipment...........oooiiii 125

VII. Section 5 - Employment and Payroll Information

A. Benefits — Health and Life Insurance
1. Benefits — Open Enrollment and Changes............................ 129
2. Hospital and Health Insurance...............cocoiviii i, 129

7



B. Employment Information

1. Personnel Forms and Records............ccooviii i, 129
2. Terms of Employment..... ... e 129
C. Leave Information
1. General Leave POIICY........coviv i,
2. Personal Leave..........oooiiiiiiiii i
3. Professional Leave..........c.oooviiiiiii i 130
4. SICK LBAVE. ..o
5. Sick Leave Bank..........oooiiii i 131
6. Vacation LEaVE...... oo e e e 132
7. Family Medical Leave Act Leave and Servicemember
Family Leave. ..ot e e 134
8. Medical Leave (Including Maternity)............cccceeeiiiiiiinennns 138
9. MIlIEAIY LEAVE ... ...t et e 138
10. OthEr LEAVES. ...t e e e e e e e 138
11. Sabbatical Leave (Eligibility & Payment).................coooeennee. 138
12. HOLIAYS. .. ..o e e 140
13. SPriNg Break. ... ... 140
14. Witness and Jury Duty Services.........ccooveiviiiiiiiiine e, 140
D. Other Benefits
1. Adjunct Faculty/Advisors Benefit Policy.............ccooccoiiiinnis 141
2. Adjunct Faculty Professional Development......................... 141
3. BOOKSIOre DiSCOUNT......cvieiiiiei e e vt e ee e 142
4. Early Retirement Incentive Plan................ocooii e, 142
5. EVAlUALIONS. .. ... e 142
6. Internships and EXchanges.........ccccooveiiiiiiic i, 143
7. Professional Development.............cooveiii i 143
a. Educational Advancement..........c.cocvoieiiiiiiiie i, 145
8. Tuition Assistance BenefitS...........ccooeviiiiiiiiiii e, 146
9. Worker's CoOmpenSation..........ccvviie i e 147
10. YMCA Membership.......cooouiiii e 148
E. Payroll Information
1. DIr€CE DEPOSIL. ... et eeee et e et e e e e e e
2. Electronic Timecards and Timesheets................ccoooiiiiiinnns
3. Flexible Spending ACCOUNTS.........ccoviiiii it e e
4, Garnishments/Income Withholding Orders................cccevveeee.
5. Kansas Public Employee’s Retirement System.....................
6. Overtime and Compensatory TiMe........c.ccoovvvieviiiienieann e,
7. Payday ... . ..o
8. Payroll Cash ADVanCEeS..........cooiiiiiiiie i,
9. Payroll DeducCtioNS........c..vvve i e e
10. Tax Sheltered ANNUItIES. ..ot e,
VIIl.  Section 6 - Professional Employee Information
A. Academic Freedom POlICY.........ooiiii e
B. Competencies for Counselors & Advisors at Butler..........................
C. Competencies for Teaching at Butler..............ccoooviiiiiii i,
D. Professional Employee Evaluation...............ccooov i,

IX. Section 7 - Emergency Procedures

148
148
148
148
149
149
150
150
150
151

153
153
153
153



XI.

A. BOMD TRrEaL... ...
B. Emergency NUMDErS. ... oo e
C. Emergency Procedures and Crisis Management................cccovoeeeenn.
1. Crisis Management Plan...............cooiiiii i e 156
2. Crisis Management Team ... .....covve ittt e v e 156
3. FirSt RESPONUEIS. ... ettt e e e e e 157
S - L= Y == 1 157
5. Tornado Shelters.......oii i e 157
D. FIre SafetY ... i 160E.
Personal Injury 0N CampusS. ... ..o e e e 160
F. REPOIiNG CriMES. ... ittt e e e e e 160
Section 8 — Appendix
A. Cell Phone Policy Reimbursement Process............ccccevvvvivnnnnen. 162
B. Contract Training Revenue Sharing Model................coooceiiene. 164
C. Entrepreneurial Partnerships/Activities Guidelines...................... 170
D. Guidelines for Defining Allowable Telecommuting Arrangements...171
E. Hiring CheckIist. ..o, 177
F. Termination CheckIist..........c.oiiii i 178
Handbook Acknowledgment...........coinir i 179



Butler Mission
Butler Community College exists to develop responsible, involved lifelong learners and to
contribute to the vitality of the community it serves.

“Voices with Vision”

Introduction

Butler has embarked on a journey, which places Learning at the heart of our institution. This is
the journey of the Learning College, an institution driven by quality and dedicated to engaging
its students in learning experiences, which expand their minds and spirit.

When students and stakeholders choose Butler, we choose them. We are dedicated to their
success and driven to bring out their very best. When they succeed, so do we. We are a
Learning College. Learning is at the heart of what we do. (Rev. 07/09)

Our Vision

Butler will be the Learning College of Choice for the region, engaging students and other
stakeholders in exceptional instructional programs and services that directly relate to their
needs and prepare them for success. (Rev. 7/07)

Strateqic Priorities
To serve as the Learning College of Choice for the region, Butler will focus its efforts upon the
following strategic priorities:

e Advance 21* century skills through the Learning PACT (Personal Development,
Analytical Thinking, Communication and Technology Skills) with our students.
Build student engagement inside and outside the classroom.
Respond with agility to area employer demands.
Expand resources through entrepreneurial endeavors.

¢ Enhance the college’s facilities and grounds
(Rev.7/07)

Butler Learning College Principles
As a dynamic, responsible Learning College, Butler faculty, staff and administration:

Focus On Learning

We seek student and stakeholder feedback and use that feedback to shape programs and
services that are directly related to their learning needs. We rely upon documented evidence to
determine that improved and expanded learning takes place.

Assume Personal Responsibility

We assume responsibility and ownership in helping to achieve and maintain performance
standards that contribute to the college’s mission and key performance indicators.
Advance Active Engagement In Learning

We act as learning facilitators, engaging students and co-workers in a variety of learning
experiences inside and outside the classroom setting.

Provide Multiple Learning Opportunities
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We sustain safe, functional and inviting learning environments to offer a variety of programming
and services options that meet the learning needs of students and other stakeholders.

Value Our Human Resources

Through our active engagement in systematic institutional and personal growth and
development, we foster a climate of excellence in which all employees are empowered to
contribute to the advancement of the college’s mission, vision and learning college principles.

Make Decisions Based On Facts

We use the best available integrated data, information and performance measures to facilitate
student learning, to guide our continuous improvement efforts at the department, division and
college-wide levels, and to guide our daily planning and decision-making.

Plan Strategically For The Future

We plan with the future in mind, using a strategic planning model that allocates limited
resources for optimum effectiveness, productivity and efficiency in meeting student and other
stakeholder needs.

Respond With Agility

We effectively respond to opportunities, changes and threats in our environment, continually
seeking new or adapted ways to respond to the learning needs of our students and other
stakeholders.

Link With External Communities
We foster mission-related linkages and partnerships to address student and stakeholder needs
and to contribute to the economic and social well-being of our region.

Model Our Principles and Timeless Values

Administration inspires faculty, staff and students also to model the Learning College Principles
and the college’s timeless institutional values of Quality, Integrity, Service and Caring. (Rev.
7/05)

Timeless Institutional Values
Quality

Integrity

Service

Caring

Butler’'s Learning PACT With Our Students
Butler prepares students to be principled, productive individuals who are responsible, involved
lifelong learners.

To accomplish this goal, Butler has established a Learning PACT for the skills that learners
acquire during their career.

The Learning PACT Skills are vital for any adult to function successfully in the ever changing
world of the 21 century. The Butler Learning PACT consists of:

P = Personal Management

11



A = Analytical Thinking Skills
C = Communication Skills
T = Technological Skills

A productive future in the global marketplace depends upon having developed these skills.

The Butler Learning PACT is integrated throughout all of the college’s academic and vocational
programs in:

o Coursework

e Extra curricular activities

e All other learning opportunities

The Butler Learning PACT
Butler students’ work will demonstrate:

P = Personal Management
e« Make smart personal life choices
e Interpersonal interaction
Interact with respect for others in a diverse world

A = Analytical Thinking Skills
e Problem Solving
Find workable solutions for real life problems
e Critical Thinking
Make informed decisions for challenging situations

C = Communication Skills

e Creation and delivery of messages
Write and speak effectively

e Reception and interpretation of messages
Observe, listen and read effectively

T = Technological Skills
e General computer use

Use computers and the internet proficiently
¢ Discipline-specific technology

Use specialized technology effectively
(Rev. 7/08)
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