Flathead Valley Community College
EmployeeHandbook



[THIS PAGELEFTBLANK]



Welcomel

Flathead Valley CommunityCollegeis committed to excellent teaching, innovative reseach, and the
persond and intellectual growth of our students in a diverse academic community . As a member of
the Flathead Valley CommunityCollege staff and our Collegecommunity as a whole, you play avital
role in supporti ng this mission.

This Flathead Valley Community Colleg&Employee Handbook provides current information
regarding the policies and proceduresthat define your role and respongbiliti es as a faculty or staff
member, as well as the Collegds responsbiliti es to you.

A print copy of this Handbook will be available to each new employee hired at FVCC and the
completetext is also posted onthe# 1 1 1 Av€béité. ©encourage you to familiariz e yourself with
the content of this Handbook, and to refer to it whenever you have aquestion regading & 6 # # 6 O
employment policies. Many of these policies are based on federal and state law and, for these E © &
important that you understand not only the policy but also the legd guidelines that support them.

| believe you will find that this Handbook is informative and useful, and that you will reference
this valuable resourcefrequertly. If you have any quegions, pleas contact the Office of
Human Resouces

P A

Jane A. Karas, President
Flathead Valley Community College
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1. INTRODUCTION
-

Mission of the College: Flathead Valley Community College promotes excellence in lifelong
learning, focused on student success and community needs.

Core Themes: FVCas identified four core themes that individually manifest essential elements of its
mission. Each element serves as an important component of lifelong learning. Collectively, the core themes
ATATT PAOGO TEEAATTT C 1 AAOT ET @hensbéchrniuiityxBlege. &6 ##86 O O 1 A A
The four core themes are
1. Transfer preparation;
2. Workforce preparation;
3. Developmental education; and
4. Community education.

About This Handbook

This Handbodk provides general descriptions of policies, programs, and benéfits, as well as
guidelines for job performance and job behavior relating to staff members who work at
Flathead Valley Community Collegestaff members support the faculty, students, and Collegein
their educdional and reseach missions. Saff members include administrative, faculty,
professional, and classified positi ons.

Same Collegestaff positions are covered by alabor agreement. In such cases certain policies
and procedures may be different and are determined by the spedfic labor agreement. Saff
members holding such jobs should obtain a copy of the labor agreement from their union
steward to determine those differences.

Throughout this Handbook:

A Theterm OWpervisordis used to refer to an individual who has supervisory
responsibility for others regardless of titl e within the College

A Shadng is used to highlight selected key messages

A Links to other specified pages and sections within this Handbook 7 aswell asto
sections of the Colleges website and to external websites 7 are underscored and
highlighted in blue.Reade s viewing this Handbodk online may click on these links to

reach the referenced page section, or website.



Disclaimer
In summarizing the terms and conditi ons of staff employment at Flathead ValleyCommunity
College this Handbook doesnot provide a detailed desaiption of all employment policies and
practices; each Collegedepartment/ unit may adopt additional policies particular to its functions.
From time to time, policiesand programs of the Collegemay change these changes will be
summarized in periodic notices. To be sure you have current information, ched for these notices
posted online a or confer with your supervisor, or contact the Office of Human Resouces This
Handbodk is not an employment contract or an assurance of continued employment. Flathead
Valley Community Collegemay change without notice any statement in this Handboadk
conceningrules, policies, tuition, fees curri cula, courses procedures, benéfits, or other matters.
Accadingly, astaff member should check the most current information if there is any doubt
about the application of a policy. For the current edition of this Handbook, visit hr.fvcc.edu

While this Handbodk sets forth the current employment practices policies, and benefits
applicable to staff members, it does not congtitute in itself an employment contract. Either the
staff member or Flathead Valley CommunityCollegemay end the employment relationship.

Questions
For questions that are not answered in this Handbook, staff members are encouraged to ask their
supervisor or visit hr.fvcc.edu Saff members also may visit Flathead Valley CommunityColleges
policies website.

The Office of Human Resources is located in Blake Hall, Room 151 or online at
hr.fvcc.edu


hr.fvcc.edu
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History and Structure o the College

Flathead Valley CommunityCollegewas established by Flathead County voters on April 1, 187. On
September 25, 1967, with611 students, FVCC held its first classes.

Flathead Valley Community Colleg®perates under the supervision of a Board of Trustees whose
members serve without pay. The Colleges revenue comes from student tuition and fees government
contracts and grants, endowment and gifts, ard other sources To view the Colleges organization
chart visit www.fvcc.edu/about-fvcc/accreditation-memberships.

The College is committed to a drudree, alcohotfree, and tobaccefree workplace.

Accreditation and Memberships

Flathead Valley Community College is accredited by the Northwest Commission on Colleges and Universities, and is
reviewed on a #year cycle. The last comprehensive review and reaffirmation occurred in spring of 2012.

Four FVCC Career antlechnical programs have been awarded specialized accreditations.

1 Surgical Technology AAS is accredited through the Commission on Accreditation of Allied Health
Programs (CAAHEP), in cooperation with the Accreditation Review Council on Education in Surgical
Technology and Surgical Assisting (ARSTSA).

1 Medical Assistant AAS is accredited by the Commission on Accreditation of Allied Health Education
Programs upon the recommendation of the Curriculum Review board of the American Association of
Medical Assistats Endowment (AAMAE).

1 Paramedicine AAS is accredited through the Committee on Accreditation of Educational Programs for the
Emergency Medical Services Professions through the Commission of Accreditation of Allied Health
Education.

9 Physical Therapist Assistint AAS is accredited by the Commission on Accreditation in Physical Therapy
Education.

Three FVCC Career and Technical programs have been approved by State Boards.
1 Surveying AAS has been approved by the Montana State Board of Professional Land Surveyors.
91 Practical Nursing AAS has been approved by the Montana State Board of Nursing. Graduates are eligible to
take the National Council Licensure Examination (NCLERXN).
1 Registered Nursing ASN has been approved by the Montana State Board of Nursing. Graduate eligible
to take the National Council Licensure Examination (NCLERXN).

FVCC is an Accredited Test Facility for the American Welding Society (AWS ATF).

Memberships

FVCC is an institutional member of various organizations, including American Association of Community
Colleges, Association of Community College Trustees, Montana Association of Community College
Trustees, Mountain States Association of Community Collegasd Association of Student Financial Aid
Administrators.
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2. EMPLOWENT

Flathead Valley CommunityCollegeis an excdlent place to work, providing a chalenging work
environment and competiti ve rewards. This combination is reinforced by strong benefits and workplace
opportuniti es, the abilit y of staff members to maintain an effective integration between their work and
persond lives, and the persona satisfaction of advandng the goas of our community.

Joining Flathead Valley Community College

The Office of Human Resouces and the supervisor seeking to fill a position vacancy work jointly
on recruiti ng, screening, and selecting candidates.

Jobs for regular positionsare generally posted internally for at least five business days for only
current, regular employees of the college. If a position is not filled internally then it may heosted
externally for at least 10 business days but sometimes longer based upon the recruitment level
Conditional offers of employment may be made following the posting period to candidates;
however, the offers will be contingent upon the successful completion of a background check
and/or other job-related screenings Job opportunitiesare posted on the Human Resources
website atwww.fvcc.edu/jobs.

The chosen candidate will be offered a position contingent upon the successful completion
of applicable background, reference or physical checks; and the hire will be subject to the
approval of the Board of Trustees. Hiring decisions are not subject to ehgrievance process.

Flathead Valley CommunityCollegeis committed to:

A Affirmative action as an integral part of the process of recruitment, selection, placement, transfer, and
promotion
Congderation of all qualified candidates, and

> >

Non-discrimination in employment practices and procedures.

How to Apply

Flathead Valley CommunityCollegerequires an online application and resume to be submitted for
eadh open job opportunity at the College All applicants should apply for job openings by visiting
www.fvce.edu/jobs. Flathead Valley CommunityCollegeonly acceps applications for spedfic
openings, and required application materials should be submitted online in order to be

considered.

Good Faith Search
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Flathead Valley CommunityCollegeis an equal opportunity employer. God faith efforts are made
to provide diverse candidate pools that include members of groups underr epreserted in the
Colleged Workforce. All searches are conducted in compliance with the laws of the United States,
the Sate of Montana, local jurisdictions, and the Affir mative Action Plan of the College Flathead
Valley Community College provides to all people the equal opportunity for education and employment
without regard to race, color, religion, creed, political ideas, sex, gender identity, sexual orientation,
ACAh 1 AOEOAT 00A&@EIN theuAidrelAsdnices aséfihed ByGtate and federal
law, physical or mental disability, national origin or ancestry except as authorized by law.
Responsibility for effecting equal opportunity accrues to all College administrators, faculty, arsdaff.
This responsibility includes assurance that employment and admission decisions, personnel actions,
and administration of benefits to students and employees rests upon criteria that adhere to the
principle of equal opportunity.

The College prohibis retaliation against a person for bringing a complaint of prohibited
discrimination, for assisting someone with a complaint of discrimination, or for participating in any
manner in an investigation nor resolution of a complaint of discrimination.

Affirmative Action

Flathead Valley CommunityCollegeis a federal contractor that actively parti cipates in affir mative
action planning in the areas of recruitment and retention. For each employment and promotional
opportunity, Flathead Valley CommunityCollegeactively seeks women, minoriti es, veterans, and
persons with disabiliti es to maintain a Collegecommunity that is based on equa opportunity,
reflects the diversity of American society, and improves opportunities for women, minoriti es,
veterans, and persons with disahiliti es.

Accommodation of Disabilities

Flathead Valley CommunityCollegereasonally accanmodates persons with disabilitie s. The
Americans with Disabhiliti es Act (ADA), as amended by the ADA Amendments Act of 2008, isa
federal anti- discrimination statute that provides protections to persons with disabiliti es in
employment, publicaccommodations, state and local government services, and
teleconmunications. Saff memberswith a disability (as defined under the ADA as amended) may
be eligible for areasonable accommodation that allows them to perform the essertial functions of
their position. A reasonable accommodation may include such things as changing the physical
layout of the workplace,restructuring job duties, or modifying the work schedue.



Employment Eligibility

Flathead Valley CommunityCollegeensures that all employees as well as all other individuals
paid through the Collegepayroll system, are legally eligible to be employed in the United States.
Failure to meet eligibility requirements will make a candidate ineligible for hire, or result in the
withdrawal of an offer or termination of employment for a staff member.

Falsification or omission of information as part of the application process, including omission of felony conviction
information, is grounds for denial or termination of employment. Fingerprinting may be required for certain
positi ons; failure to comply or a negaive finding is grounds for denial or termination of employment.

FlatheadValley Community Collegeiscommitt ed to providing asafe environment and endeavors
to protect the hedth, welfare, and safety of all employees students, and visitors. Hiri ng qualifi ed
individuals to fill| positi ons contri butes to the succes of the Collegein meeting its misson and
strategic prioriti es.

Background Checks

Pre-employment background checks are required for all final candidates who may be selected for
employment. Conduding background checks of candidates prior to hire helps determine the
overall employability of candidates while ensuring the protection of current employees property,
and information of the organization.

Applicability

A backgound check will be conducted for all individuals selected during the hiring process for
Collegepositions. This may include all candidates applying to regular and temporary staff
positionswithin the College The Collegereserves the right to background chedk any current
employee.

Disclosure of Convictions

All individuals applying for positions, including internal candidates, are required to disclose
felony conviction information as part of the application process. Fasification of information as
part of the application process is grounds for denial or termination of employment.

Additi onally, staff members have an ongoing obligation to inform their supervisor if they:

A Are convicted of acrime

A Are added to any sexual predator registry

A Have alicense or certific ation to pradice that expires, or that is suspended or revoked, or
A Are excluded, suspended debarr ed, or otherwise ineligible to partici pate in federal

programs.

Supevisors, in turn, should notify the Office of Human Resouces in such instances.



Types of Background Checks

There are numerous types of background checks, depending upon the position and function,
including but not limited to:

A Courty/State criminal check

A Cedit chek

A Driving record chedk

A Fedeal felony and misdemeanar check

1 National Griminal File check
1 Sexoffender registry check and
1 Sodal Secuity number check

Additi onally, backgound checks include verific ations of past and/or current employment,
educaion, and personal and professional references

Driving record checks are conduced for individuals who requir e drivi ng as a function of the

position or who regularly operate Collegevehicles. Smilarly, credit checks are conducted for
candidateswho apply to positions with significant financial respongbility and accourtability ,
including but not limited to those employees who handle finandal transadions.

Background checks, education and employment verific ations, and reference checks are conducted
by the Office of Human Resources or its agerts or designees.

Drug and alcohal testing is required prior to employment and at various times during
employment in positions requiri ng such testing as provided by Depatment of Transportation
regulations.

A physical examination is required for some positi ons where spedified occupational heath and
safety standards must be met.

Use of Information from aBackground Check

The information obtained through a background check is considered only insofar asit is relevant
to performance in the position and/or as it relates to the issues of safety and security of people,
property, and other Collegeresouces A plea of guilty, afinding of guilty by areferee, jury, or
court, or a conviction of a crime will be considered in determining the eligibility of an individual
for employment. Corviction of a crime does not necessarily prohibit being hired.

Consequences

Where it relates to existing employees the following situations are subject to corr ective action, up
to and including termination of employment:

A Failure to obtain and maintain required licensure and/ or certific ation
A Sexual Offender and Predator Regstry, and
A Acriminal conviction, discovered at any time during employment.



Fair Credit Reporting Act

The Collegewill advise the individual of any adverse findings and provide the individual with an
opportunity to explain the situation and/ or provide proof of error, in compliance with the Fair
Credit Repating Act (FCRA and any other legd requirements.

If any reported information is used in denying a placement to a candidate, arepresernative of the
Office of Human Resources or its agert will:

A Notify the candidate that the adverse action was taken by the College

Provide to the candidate the name, address, and phone number of the reporti ng agency
Inform the candidate of the right to a copy of the report to be provided by the ageng, and
Inform the candidate of the right to dispute the information with the reporti ng agengy.

> > D>

Onboardingz New Employee Orientation

The staff onboarding processhelps new staff members quickly learn how Flathead Valley
Community Collegeworks, how to succeedhere, and how to take advantage of the many resouces
and bené€fits the Collegeoffers to enrich their quality of life.

The Office of Human Resources facilit ates the new employee orientation process For more
information call the Office of Human Resources at 406-756-3804.

Probationary Period

The probationary period is the initial six months of service in a non-contracted positi on. This time
isintended to give individuals an opportunity to acclimate to their position, tolearn from their
supervisors the gods and performance expectations for the position, and to demonstrate their
ability to fulfil| those expectations.

Saff members who apply and receive atransfer or promotion are in a probationary period for the
initia | six months in the new position. Succesful completion of the probationary period does not
guarantee continued employment. Probationary employees may be terminated at any time prior
to the completion of the six monthprobationary period. Probationary termination is not subject to
grievance.

Employment Contracts

Employment contracts are issued for administrative, faculty, and professional employees. Contracts
for employees, excluding the President, are for a maximum of twelve months within a fiscal year.
Contracts are signed by the employee, the President, andeasubject to the approval of the Board of
Trustees. If an employment contract is not signed by the employee and/or returned by the
designated deadline, the contract shall be null and void.



New employees will be issued an employment contract prorated &m the date of hire to the end of
the fiscal year. Contracts will not be issued until after receipt of all required employment
documents.

Personnel Files

The COffice of Human Resouces maintains a personnel file for every staff member. The file
includesthe record of transadions relating to employment at the College The file is confidential,
and is not provided to persons outside the Collegewithout the staff membeOsiconsert, legd
authorization, or subpoenacourt order. Saff members interested in reviewing their personne
file may requed an appointment from the Office of Human Resouces

Transfer and Promotion

Flathead Valley CommunityCollegevalues its staff and encouragesthem to continue to develop and
condder other Collegejob opport unities aspart of their personal and professonal growth.

Service Requirement

Saff members are encouraged to ben their current position for at least 12 months. Onrare
occasions mutual agreement is reachedbetween the current supervisor, new supervisor, and the
Office of Human Resoucesto allow for atransfer within the fir st 12 months.

Qualifications

To be considered for transfer to another positi on, a staff member must meet the minimum
qualifications of the position and apply for the positi on. Final candidates must have a successful
background check.

Application
To ensure consideration for a position, a staff member should apply online at the Human Resources
Jobs website.

Selection Process

The hiri ng manage, in consultation with Human Resourcesreviews applications and determines
which applicants will be invited to interview for a positi on.

Supervisor Notice

Saff members are encouraged to discuss their career plans and opportuniti es with their
supervisor. Saff members must notify their supervisor at the point when they became the
canddate of choice.



Rehire

Transfer Date

The supervisors shall coordinate the transfer date of the employee. Split positions for cross
training purposes are encouraged.

Accrued Leave

When a curr ent Collegestaff member transfers to another Collegestaff positi on, the staff member
retains the leave accrualsfrom the former positi on as applicable to the new positionj.e, a
classified member is not allowed to retain a birthday holiday in a professional positigrbut does
retain vacation and sick leave accruals

Lateral Transfer

A staff member's wage/salary may not increase upon lateral transfer to a position of the same pay
grade or salary range.

Promotion

A staff member who transfers to a position with ahigher pay grade or salary range may be eligible
for awage/salary increase The amount of the increase is based on compensation guidelines for
the appropriate classification.

Orientation and Probationary Period

A staff member isrequired to complete a six-month probationary period in the new position, and
will retain accrued Collegeservice after the transfer to the new position.

Reassignment
Employees may be reassigned to other positions at the discretion of the President.

Flathead Valley CommunityCollegeconsiders reemployment of former staff members when the
prior employment record and the curr ent qualifi cationswarr ant consideration.

A rehired staff member is considered a new staff member with no prior Collegeservice for the
purposes of acauing paid time away from work, service recogrition, and qualifyi ng for health and
dental care plans, financial protection programs, and other benefits. Additi onally, the rehired staff
member is subject to the probationary period requirements.

Performance Evaluations

Peformance evaluations for reguar staff members are conducted annualy, although they may be
conducted more frequently. Individuals with supervisory responsibiliti es are expected to fadlit ate
the creation of performance objedives and monitor performance and behaviors of staff. Saff
members are expected to understand the expectations of their position, assig in the creation of
performance objectives, and monitor progress toward their objectives throughout the year.



The Performance Evaluation processpromotes:
A Effectiveness:By accomplishing high-priority objedives.
A Efficiency: By demonstrating productive and collegial behaviors.
A Engagement:By knowing why staff members&contri butions are valued.

An evaluation should be completed and reviewed with eac staff member annually. The
supervisor and staff member should both sign the evaluation. Signing the evaluation does
not indicate agreement only receipt of the evaluation. While there isno formal

apped process, the staff member may include any additional comments or aresponse to the
evaluation.

A copy of a staff membeOsBevaluation is placed in the staff membeOsdpersonnel file in the Office of
Human Resouces The restits of a staff membeOsBevaluati on should be used to facilitate the
creation of the staff membeOsdperformance and development objectives for the next year.

Professional Development

Employee development is a critical component in the delivery of educational and support services.
The College may provide time away from work and financial assistance for employees to participate
in training; attend relevant conferences, seminars and workhops;or enroll in college courses.

Staff Recognition

Flathead Valley CommunityCollegeoffers a variety of staff recogntion programs, awards, and
adiviti es. Theseinclude:

A Lengh of Sevice Recogriti on
A Emerita/Emeritus Award

A Employee AppreciationLunch
A Eagle Award

A Annual Holiday Party

Saff members are honored with Length of Sevice Recogiiti on after their 5th, 10th, and 15th

anniversariesand in five-year incrementsthereafter. They are honored bi-annually at the all Staff
In-Savice program.

Employee AssistanceProcess
Saff members are expected to meet the Colleges and their departmenO &téndards of work
performance Work performance encompasses many fadors, including:
A Poor work performance
A Attendance/ Punctuality

A Personal and professional conduct



A Db proficiency
A Behavors

A Geneal compliance with all Collegeand department/ unit policies and procedures

Saff members who are not performing as expected are advised of the inadequae performance and
counseled on needed improvement. The employee assistancerocess or plan is designed to encourage
development by providing staff members with guidance in areas that need improvement. The intent of
this process isto formally document problems while providing a staff member with areasonable time
within which to improve performance If a staff member does not meet work performance standards,
the Collegemay begin awritt en corrective action process or plan. If a staff member fails to meet the
expectations, the consequene may be discipline up to an includingtermination of employment. An
assistance plan is not encouraged but not mandatory in all situationS.here are infractions that
warrant immediate discharge of an employee or are egregious enough to warrant immediate
discipline.

Saff members must acknowledge recept of the corrective action process or plan and may attach
any additional comments of their own. A copy of the corr ective action process is placed in the staff
membeOsipersonnel file in the Office of Human Resources.

Resolving Workplace Issues

Saff members who believe that they have not been treated fairly or who have concerns about
other workplace matters, and who have been unsucces$ul in reachng a satisfactory resdution
through discussion with their supervisor or within their department may discuss their concerns
with the Director of Human Resouces Saff members who raise these types of concernsin good
faith can do so without concern for retaliation.

For differences of opinion relative to performance evaluation, the judgment of the supervisor
normally prevails. Staff members may include a rebuttal letter with their evaluation if they
AEOACOAA xEOE OEAEO OOPAOOGEOI 060 AOAI OAOEIT T 8

Grievance

If an employee seeks formal resolution of a grievance matter in any forum or by any set of procedures
other than those established in Board Policy VI, Section 180, whether administrative or judicial, the
employer shall have not obligation to proeed further with the matter.

Procedures

The purpose of this procedure is to promote the prompt, just, and efficient resolution of complaints.
Complaints involving discrimination, sexual harassment, sexual misconduct, or stalking are addressed
in FVC@oard Policy Chapter 1, Secti@®: Discrimination & Sexual Harassment Poliagd the
Discrimination Grievance Procedure



All complaints must be filed within thirty (30) businessdays after the complainant knew or
reasonably should have known about the complaint. Complaints shall be filéa writing.

Informal Complaint Procedure

Before a formal complaintmay be filed theemployeemust first attempt to resolve the issue with

the supervisor or the departmentd €lpervisor. If the complaint or allegation is againsthe supervisor

or the departmentd €pervisor, theemployee may contact the Executive Director of Human Resources
(EDHR)

Formal Complaint Procedure

A complaint underthis procedure must commence within thirty (30) business days from the date of
the act or omission that caused the complaint, or from the date that treanployeeknew or reasonably
should have known of such act or omission.

Step 1

To initiate a formal comgaint, the employeemust bring the matterin writing to the supervisor or the
AAPDAOOI AT 6860 OOPAOOEOI 08 4 tBeffollowiddriddbdation: AT 1 D1 AET O |
name of complainant

date(s) of the act(s) or omission(s) that caused the complaint

name ofthe employeeinvolved in the complaint (respondent)

summary and explanation of the facts which form the basis of the complaint

names of potential withesses (if applicable)

list and attachments of supporting documents

description of remedy requested
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The respectivesupervisor or department supervisorwill schedule and conduct a meeting with the
respondent within fifteen (15) business days of the initiation date. Themployeeand the respondent
may eah bring an advocate to this meeting. The advocate shall not make a presentation or represent
the employeebringing the complaint or the responding party during the meeting. The parties should
make an effort to resolve the complaint during the meeting.

Step 2

If the complaint is not resolved within twenty (20) business days of thénitiation date, theemployee
may submit the written complaint to the Executive Director of Human ResourcesThe Executive
Director of Human Resources will review thdindings of fact and recommend either dismissal of the
complaint or a specific remedy limited to curing the act or omission for which the complaint was filed.

During the course of deliberation, theeDHRmay confer with the parties to the complaintand with
other individuals at his/her discretion. The EDHRwill review the caseand issue a responsgvithin
fifteen (15) business days of receipt of th&tep 2written complaint and a copy shall be provided to
the President.



The Presidentx E1 1T OAOE A x  OE Amdpacteptdrlejett Mdiggeiediddolition.
Implementation of a specific remedy rests with the President, whose decision is the final campus
disposition of the complaint. The President must provide themployeewith a rationale for the final
disposition.

At any time during the formal complaint process, the deadlines may be extended due to extenuating
circumstances if both the complainant and respondent agree to the extensiot.the employeedoes
not file the next siep within the designated timeframe the complaint will be considered resolved.

Whistleblower

The Whistleblower policy encourages reports regardinguspected improper or wrongful conduct
within the College as well as protecs from retaliation any College employee or other member of the
Collegecommunity who makes a good faith report of suspected improper or wrongful conduct.

A good faith report means an allegation made with the honest belief that misconduct may have
occurred. An allegation is not in god faith if it is made with reckless disregard for or willful ignorance
of facts that would disprove the allegation. This policy provides for confidentiality and confirms that
any person who makes a good faith report of suspected improper or wrongful condt will be
protected from retaliation by the University or anyone within its control.

Examples to report include any sitation that willfully violates a Collegepolicy, an applicable law or
regulation; involves fiscal misconduct, theft or fraudulent agvity, wage, benefit or hours abuses;
misuses university property or equipment; or involves conflicts of interest.

Reports shall be made directly to the President of the College.
Non-Retaliation

Collegepolicy prohibits the taking of any retaliatory action for reporti ng or inquiri ng about alleged
improper or wrongful activity .

EncourageReporting

Flathead Valley CommunityCollegefaculty and staff members are encouraged to report in good
faith all information regarding allegedimproper or wrongful adivity that may constit ute:

A Circumstances of subgtantial, spedfic, or imminent danger to a faculty or staff member or
the public® hedth and/or safety

Discrimination or harassment

Fraud

Noncompliance with Collegepolicies/procedures

Unethical or unprofesgonal conduct

> > > > >

Violations of locd, state, or federal laws and reguations, or



A Acadenic, scientific, or reseach misconduct
A Other illegal or improper practices or policies.

The Collegeis firmly committed to a policy that encouragestimely disclosure of such concerns and
prohibits retri bution or retaliation aganst any faculty or staff members who, in good faith, report
such concerns. No facuity or staff members will be exempt from the consequencesof misconduct
or inadequae performance by reporti ng their own misconduct or inadequae performance.

Protection from Retaliation

Any Flathead Valley CommunityCollegefaculty or staff member who, in good faith, reports such
incidents asdescribed above will be protected from retaliation (defined asan adverse action taken
becausean individual has engagedin protected activiti es), threats of retaliation, discharge, or
other discrimination including but not limited to discrimination in compensation or terms and
conditi ons of employment that are direcly related to the disclosure of such information. In

additi on, no faculty or staff member may be adversely affected becausethey refusedto carry out a
directive which constitutes fraud or is a violation of local, state, federal, or other applicable laws
and regulations.

Reporting Process

Facuty and staff members should timely report evidence of allegedimproper adivity asdescribed
above by contading their immediate supervisor, depart ment chair, dean or vice-president. Any
instances of allegedretaliation or retri bution should be reported in the same manner.

Where the facuty or staff member is not satisfied with the response of the supervisor, depart ment
chair, dean, or vice-president, or is uncomfortable for any reasonaddressing such concerns to one
of theseindividuals, the employee may contact the Office of Human Resources or the Vice-
President of Instruction and Student 8rvices.

All reports will be handled aspromptly and discreetly aspossible, with facts made available only
to thosewho needto know to investigate and resdve the matter.

Management Rights

College employees and their representatives shall recognize the prerogatives of the College to
operate and manage its affaires in such areas as, but not limited to:

(1) direct employees;

(2) hire, promote, transfer, assign, and retain employees;

3) relieve employees from duties because of lack of work or funds or under
conditions where continuation of such work be inefficient and
nonproductive;

4) maintain the efficiency of governmentoperations;

(5) determine the methods, means, job classifications, and personnel by which

government operations are to be conducted,;
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(6)

(7)

take whatever actions may be necessary to carry out the missions of the

agency in situationsof emergency;

establish the methods and processes by which work is performed.

Resignationof Employment

Employeesare expected to give two weeks of working notice when resigning their employment

with the College It is expected that a staff member in an exempt position will provide enough
working notice to provide for the transition of respongbiliti es (generally one month).

Saff members should submit their resignations in writi ng to their supervisor. Employeesmay
not use vacation or any other type of paid absencesto extend their termination date oron their

last workday.

Involuntary Termination of Employment

The Board of Trustees, upon recommendation from the President, may relieve employees from duties

in accordance with MCA 2981-303, other relevant statutes and Board policy Same violations of
policy and rules are serious enoughto result in immediate termination of employment. These

include but are not limited to:

N5 SN S S N D N SN SN S N N S S S S

Administrators may begiven no more than 12 months written notification of termination.

Egregious conduct
Criminal conviction
Falureto meet employment eligibility requirements

Fasification of staff recards, time reports, reasonsfor absence, or other Collegerecords

Flagrant insubordination

Fraud

Gross dereliction of duty

Improper disclosure or use of private or confidential information
Intentional destruction of Collegeproperty

Jb abandorment

Physical violence or the threat of it

Academic or reseach misconduct

Serious violations of Collegepolicy or state/federal law
Theft

Unauthorized use of information systems or data
Unprofesdonal condud, and

Violations of the Colleges discrimination, harasament, sexual harassment, or non-retaliation

policies.
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Reduction in Force

Condtions may arise which necesstate areduction in force due to reorganization, lack of work,
and/or lack of funding, or under conditions where the Boarddetermines that the continuation of
such work is inefficient or nonproductive.

Recommendations for reduction in force shall consider the elimination of temporary positions prior to
the elimination of regular positions. Reductions will be made in accoeshce with collective bargaining
agreements. The President will make the recommendation to the Board of Trustees in consultation with
the Director of Human Resources and the Executive Staff.

Employees terminated or temporarily laid off due to a reductia in force will be offered reinstatement
for a period of twelve months after the last day of employmernif their prior position is reinstated .
Employees offered reinstatement will have 30 calendar days to accept and return to employment.
Notification wil | be sent to the address on file and employees will forfeit reinstatement rights if they
have not responded within the 30 calendar days.

Post Resignation/Termination

Exit Interview

Saff members leaving Flathead Valley CommunityCollegeare requeged to complete an exit
interview prior totheir departure from the College Saff members should contact the Office of
Human Resourcesat the time they submit their resignation to schedue the exit interview.

Employment References and Verifications
The President, or designee, is authorized tprovide employment references The Office of Human
Resources provides employment verifications withdates of employment, job titl e, and salary.

Unemployment Compensation

Saff members who are no longer employed by Flathead Valley CommunityCollegemay be eligible
for unemployment compensation. Former staff members who have questions about whether they
are eligible for unemployment compensation should contact the appropriate state Depatment of

Labor.

CollegeProperty

Before their last day of work, staff members leaving Flathead Valley CommunityCollege must
return to their department the following: technology devices,keys or acces cards, and any
Collegeproperty and/ or materials. If not returned the Collegewill take all appropriate action
to recover its property.
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Unused Leave Accruals

Unusedacauals of vacdion is paid in asingle payment in the pay period following a staff membeOs
last pay period and the employing departmenté @otice to the Office of Human Resources that the
staff membeOsdemployment has ended.

Appeals to Involuntary Termination

Saff members wishing to apped their termination of employment (other than employees
covered by a collective bargained agreementmay follow the grievanceprocedure. The
decision of the Board of Trusteeswill be the final dedsion for the College

Interns and Volunteers

On occasion, individuals (who are not employees) may donate their time and services to Flathead
Valley CommunityCollege Depatments must consut with the Office of Human Resources to
determine if an individual meets the requirements and qualifies as an intern and/or volunteer.
The Collegerequir es a careful review of the possible arrangement to ensure the safety of the
individual and that no conflict of interest exists. Interns and volunteers shall be at leag 16 years
of age

Interns

The FLSA requires employers to pay employees for all work that is being performed. The pay
requirement does not apply to interns if:

A Thetraining, even though it includes actual operations of the fadiliti es of the employer, is
similar to training that would be given in a vocational schod or acadanic credit is being given
for thetraining

>

The training is for the benfit of the individual

>

The individual does not displace regular employees but works under close supervision

>

The employer does not derive immediate advantages from the activiti es of the individual

>

The individual is not necessaily entitl ed to ajob at the end of the training period, and

>

The employer and the individual understand that the individual is not entitl ed to wages for
the time spert in training.

If all factors are met, the individual will be considered an intern and not an employee under the
Depatment of LaboOststandards, which may changefrom time to time.

Volunteers

The FLSArequires employers to pay employees for all work that is being performed. This pay
requirement does not apply to volunteers at a nonprofit institution basedon the nature of the
entity that recaves the services and if:
A Theindividual doesnot receive (nor expect to receve) any benefits from those for whom
the services are performed
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The adivity islessthan a full-time occupaion

No reguar employees are displaced

The services are offered fredy without pressure or coercion, and
The servicesare of the kind typicadly assodated with volunteer work.

> > > >

If all factors are met, the individual will be considered a volunteer and not an employee under the

Depatment of LaboOsSstandards, which may changefrom time to time. The supervisor shall have
the volunteer completea Volunteer Form prior to work.
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3. REQUREMENTS IN THEANO RKPLACE

The Collegeis adiverse, vibrant community. The policies outlined in this sedion are intended to help
promote a welcoming, positive and safe work environment for all staff members.

Civility and Mutual Respect

As members of the Flathead Valley CommunityCollege staff, faculty, and students are expected to
interact with each other with resped and consideration. Whenal A1 D1 toddud \Garles
from this expectation, it isthe respongbility of the supervisor of the person engagng in the
inappropriate conduct to address it. Inappropriate conduct covers a broad range of behavior from
rude, obnoxious, bullying behavior to threats of violence Thelevel of dange in the behavior
determines the action that the supervisor should take.

For guidance on identifyi ng potential threatening or violent behavior and for the best ways to
dealwith these incidents, contact the Office of Human Resources.

Expected Behavior
Eadt member of the Flathead Valley CommunityCollegeisexpected totreat other employeeswith
civility and respect, recognizing that disagreement and informed debate are valued in an
academic community .

Unacceptable Behavior

Demeaning, intimidating, threatening, bullying, or violent behaviors that affect the ability to
learn, work, or live in the Collegeenvironment depart from the standard for civility and resped.
These behaviors have no place in the academic community .

Violation

A staff member who displays inappropriate conduct is subjec to disciplinary action up to and
including separation of the offending party from the College consistent with Flathead Valley
Community Collegedisdplinary procedures.

Visitors

Visitors, vendors, contractors, and the families of members of the community are required to
display appropriate conduct at all times. Noncompliant behavior will lead to removal from the
campus.
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Emergencies

In an emergency, employees should call 911 immediately then contact the Campus
Emergency Coordinator at406-270-4555.

Violence

To report a nontlife threatening crime or incident, complete a campus incident report within 24
hours for the Campus Emergency Coordinar at (406) 270-4555.

FVCC has a state of the art emergency notification system for all students and staff of the College.
Instant alerts about campus emergencies can be sent to mobile phones via voice or text message, to
a land line phone, or to an mail account. Staff members are highly encourage to register for the

e2Campus system atvww.fvcc.edu/e2campus

Saff members are encouraged to talk with their supervisors regarding emergency preparedness
in their work area. For more information about the CollegeEmergency Resporse visit
www.fvce.edu/campussafety

The annual crime report can be located avww.fvcc.edu/campussafety.

Violence is behavior that causes harm to a person or damage to property or causes fear for one®
safety or the safety of others. Examples of violent behavior include physical contact that is
harmful and expression of intent to cause physical harm. Sud behavior is unacceptable in the
FVCGcommunity .

Weapons
No person, including students, employees, college patrons and vendors may bring, possess, conceal,

brandish, use or be in possession of a weapon, or give the appearance of being in possession, on
college-owned or controlled property or at activities underthe jurisdiction or sponsorship of the
college.

A weapon is defined as an instrument, article or substance that is designed, used or likely to be used to
commit a criminal offense, cause bodily harm or property damage including, but not limited tany

type of firearm, a knife with a blade 4 or more inches in length, a sword, a straight razor, a throwing
star, nun chucks, or brass or other metal knucklesr other potential dangerous items

Allowable exceptions include use in conjunction of an instruanal program with prior presidential
approval and in accordance with state and federal law enforcement. Violation of the policy will result
in discipline, up to and including employee dismissal, student expulsion, or any other remedy
provided by law. Vidation by third parties may result in exclusion from campus, events, and any
other remedy provided by law.

Orders of Protection
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Employeeswho have obtained restraining or persond protection orders are encouraged to
provide a copy of the order to the Office of Human Resouces.

Reporting Violencez Responsibility to Act

Anyone who believes they have been treated in an inappropriate manner should contact their
supervisor. It is then the responsibility of the supervisor to work with the individuals involved in
addressing the situation, so that all members of the community can work together in a
professional way. Additional assistance is available in the Office of Human Resources.

Employees have an ongoing obligation to inform their supervisors if they are convicted of a crime,
added to any sexud predator registry, if their license or certifi cation to practice expires, is
suspendeal or revoked, or they are exduded, suspended debarr ed, or otherwise ineligible to

parti cipate in federal programs. Supevisors, in turn, should notify the Office of Human Resources
in such instances

Anyone who isinvolved in or witnesses violent behavior on campus should report the incident as
follows:

1 In an emergency situationthat poses imminent danger. Cdl 911.

1 In an nonzemergency situation: Cdl 406-270-4555

1 In a situation that does not involve imminent danger or for advice on the
appropriate course of action Notify asupervisor or depart ment chair. Alternatively,
the observer may report the incident to the Office of Human Resouces or the Office of the
Vice President for Instruction and Sudent Services

Consequences
Where it relates to existing employees the following situations may be subject to corrective
action, up to and including termination of employment:

A Acriminal conviction, discovered at any time during employment,
A Sexual Offender and Predator Regstry, and
A Failure to obtain and maintain required licensure and/ or certific ation.

Resour ces

For guidance on identifyi ng potential threatening or violent behavior and for the best ways to
dea with these incidents, contact & 6 # Béh&ioral Intervention Team. It considers potential
threats and addressesaberrant, dangerous, or threatening behavior that might impact the safety
or well-being of the campus community, and provides guidance and best practices for preventing
violence and providing supportiv e services. Saff members who become aware of or are
concerned that anyone may pose athreat to the Collegecommunity should contact the Dean of
Students at 406756-3812.
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For further information about the Behavioral Intervention Team and identifyi ng persons-of-
concern, contact the Dean of Students.

Conflict of Interest

Flathead Valley CommunityCollege staff members have afundamental obligation to act in the
bed interests of the Collegeand not allow outside activiti es or financial interests to interfere with
that obligation. As part of this responsdbility , staff members are expected to apply their time and
effort appropriately and use Collegeresources toward Collegeends. Saff members must use their
position, time,and Collegeresources in a manner that doesnd detract from their College
responsibiliti es. If a staff membeOsBactions provide inappropriate personal advantage, or are
detri mental to the College® mission, they presert aconflict of interest that must be avoided or
managedappropriately.

In the event employees must recommend or approve an expenditure of Collegegrant award funds

to any individual or business in which they have a financial interest, the employee shall make this fact
known to the President in writing, and gain approval prior to taking action. This requirement

includes any personnel actions but excludes textdok adoption if the employee is identified as the
author or editor. A violation will be subject to disciplinary action up to an includingermination .

Political Activities

College employees may not use work time or any work resources such as facilitiegpplies, staff, for
any type of political or campaign activity to persuade or affect a political decision unless the use i
A Authorized by law; or
A Properly incidental to another activity required or authorized by law
Employees may be granted uncompensadeeave or reduction in workload during campaigning
and/or actual service in an elective or appointive office.

Public Affairs
Staff members are encourageto fulfill their civic responsibilities by engaging in community public
activities compatible with their obligations to the College. Employees will speak and act as private
citizens at such activities unlesspecifically authorized to do otherwise by the President.

Drug and Alcohol-Free Workplace
Flathead Valley CommunityCollegeis committed to maintaining a drug andalcohol-free
workplace in compliance with applicable laws. The unlawful possession, use, distri bution, sale, or
manufacture of controlled substances is prohibited on Collegepremises and, if witnessed, should
be reported to your supervisor and the Office of Human Resources.

The possesson, use, or distri bution of alcohol and/or illegd drugs by its staff members on college
property, in vehicles owned or operated by the College or at any work location or other site at
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which college duties are being performed by staff is prohibited. Employees using prescription or
non-prescription drugs which may impair their work performance must notify their immediate
supervisor of this use and of any possible effects.

Employees must, as a condition of employment, comply with this policy and notify their immediate
supervisor of any criminal drug statute conviction or nolo contendere plea for a violation occurring in
the workplace no later than five days after such conviion. The supervisor shall notify the Human
Resources Office immediately upon notice from the employee. The federal granting agency must be
notified, as appropriate, of the conviction within ten days of learning of the conviction.

Violations of this policy will result in disciplinary action up to and including termination and may have
legal consequences. At the discretion of the employer, an employee violating this policy may be
required to satisfactorily complete a drug abuse assistance or rehabilitatioprogram as a condition of
continued employment.

On occasion alcohol may be served at Flathead Valley CommunityCollegesponsored events in
accordance with special provisions in Boardpolicy. Violation of this policy is subject to
corr ective action, up to and including termination of employment.

Dress Code/Personal Appearance
Depatments or their supervisors may set standards of persond appeaance and hygiene as
reasonabe and appropriate for the safety, type of work, and operation of the department or
educational environment, Professional to business casual dress is highly encouragéudthe
workplace.

Smoking and Tobacco Fre€ampus

Smoking and the use of tobacco products or Ecigarettes are prohibited on the College
campus The College izommitted to complying with the Montana Clean Indoor Air Act, and further
supports a healthy, comfortable and productive work environment for all students, employees and
visitors to the campus. Therefore, FVCC prohibits any form of smoking including theeusf electronic
cigarettes (ecigarettes) or any form of tobacco usage on campus. Failure to comply will result in
disciplinary action as stipulated by College Policy for student infractions and the appropriate
disciplinary process as set forth in collectie bargaining agreements or Board of Trustees policy for
faculty and staff.

Personal Mail and Phone Use
Mail system

The purpose of the campus mail service isto support the necesary communication of
Collegebusiness The Collegemail system should not be used for recdving or sending
persona mail or other deliveries. Collegestationery is for Collegebusiness use only, not for
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personal corr espondence. It may not be used for political purposes or for purposes of
organizations or adtiviti es not sanctioned by the College

Phones

The Collegeexpects that staff members will devote their full time energy and attention at work
totheir job respongbilitie s and duties. Personad phone calls (regardless of what phone is used)
and the use of personal cell phones or other elecronic devices for non-work communication is
adistradtion that can affect a staff membeOsSproductivity and efficiency, as well as workplace
safety. Staff members who bring persona cell phones or other electronic devices to work for
execution of Collegebusiness should limit them to incidental persond use.

Phone Use Instructions:

1 Local outside line: 8 + Nmber

1 Long distance: 8 + 1 + area code + numberaccess code (be sure to hesitate and wait for a stutter
tone between numberand access code.)

Credit Card: 810 2880 406 + number

Toll free: 8 + 1 + 800

Outside operator: 8 +0

Last Number Redial: On handsfree calls, press the line key twice that is the green key next to your

=A =4 =4 4

window). Or, lift the receiver, then press the lindkey once. The last number you dialed is
automatically redialed.
1 Speed Call To build or change a speed call Number:

1. 00AOO OEA 3PAAA #Al1l #1171 00111 AO EAU 1 AAAI AA

2. Dial the two digit code (use numbers 00 through 19and the associated telephone number
xEOE OEA DPEITA pPOIipPOOS $1160 &£ OCAO OEA AC
access codes are used, they can be added to the dialing sequence after the phone number.
00AOO OEA ObA O Oskdndpahde inhe diafing ribgbétwedn tedephone
number and access Code.

3. 00A0O0O OEA O3pPA#01 06 EAU ACAET O OAOA OEA Al

To make a Speed Call:
1. Lift the handset.
2 00OAOO OEA O3pPA#001 06 EAU AT A OEA AiI AA AOOECI

Communication

Media
Requests from the media for interviews, statements or photographs should be referred
to the Communications Director.

Emergency Closures

In the event of an emergency campus closure, local radio and teleios stations will be
notified and a phone tree will be activated. Essential personnel may still be required to
report to work during an emergency closure.
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Internal

Ol 1 %wi DI TUAAS Ai AET O AOA OEA 11 O@ stafi niembets. 1 AOE
News regarding campus events can also be found in the Privy Press, bulletin boards, or

in the student newspaper.

Use of Computers and Networks

It isthe policy of Flathead Valley CommunityCollegeto maintain access to local, national, and
international networks for the purpose of supporti ng its fundamental activiti es, which include
education, research, and administration. Violation of policies for use of computers and networks
is subject to corr ective action, up to and including termination of employment.

Email

Ead staff member is provided with a User ID andan email address for the condua of College
business A staff membeOsdUser ID and email passwiad is not to be shared with anyone. The
CollegeUser ID ard its associated password are the property of the College

System Use

Collegeelectronic resources are primarily intended for execution of Collegebusiness with
incidental personal use permitt ed. Incidental personal use is determined to be occasional and
short- term use of the Collegds electronic resources that does not:

A Adversely affect a staff membeOsdwork performance or productivity

A Caus the Collegeto incur undue cost

A Impede the performance of the Colleges networks and systems, or

A Violate any Collegepolicy or applicable laws or regulations.

Under no circumstances will staff members give others acces to any system that they do not
administer.

Downloading music, movies, or other electronic content

Saff members must abide by the terms of all software licensng agreements and copyright laws.
Saff members must not make copies of or make available on the network copyright material,
including without limitation, software programs, music files, video fil es, still and digital images,
radio and television broadcasts, and writt en text, unless permitted by alicense by the consert
of the copyright owner, by afair use limitation under copyright law, or by permitted copying
under the Digital Millennium Copyright Act (DMCA) when made by alibrary or archive for
preservation purposesor when incidental to computer maintenance and repair. Infringement of
copyrighted material is subject to corr ective action, up to and including termination of
employment.

Privacy

The Collegeplacesa high value on privacy and recogrizes its critical importance in an academic
setti ng. However, given that the Collegeinformation systems are provided for the purpose of
conducting Flathead Valley CommunityC olle g e business, the Collegemaintains the right to access
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system accourts. Although the Collegedoes not routinely monitor the content of communications
or transmissions using Collegeinfrastructure, at times,legti mate reasonsexist for persons other
than the account holders to accesstheseservices.Examples include, but are not limited to:

p>

Ensuring the ongoing operations or the Collegesystems or business operations
A Responding to valid legalrequess or demands for access to Collegesystems and recards,
or

p>

Investigating suspected violations of Collegepolicies, reguations, or rules.

Threats and Harassment

Useof the Colleges eledr onic resources by any employee to send threatening or harassing content
or messagesor to view, download, retransmit, distri bute, or otherwise communicate content or
messagesthat may violate the Colleges policy on Discrimination and Harassment and/ or Pdicy on
SexualHarassment, is prohibited.

Pornography

Useof the Collegds eledr onic resources by faculty, staff, student employees, contr actors, temporary
personnel, vendors, and visitors to intentionally display, hold, send, view, print, download,
retransmit, distri bute, or otherwise communicate content which the Collegemay deemto be
indecent, obscene,sexually explicit, or pornographic is prohibited by Collegepolicy absent a
legitimate academic purpose.

Useof the Colleges elecr onic resources by anyone to display, hold, send,view, print, download,
retransmit, distri bute, or otherwise communicate child pornography isillegal and therefore strictly
prohibited. Any occurr ence of child pornography material is aviolation of federal and state statutes
and must be immediately reported to the Office of Human Resources.

Social Media

Saff members are expeced to use sodal media in aresponsble manner that does not violate any
Collegepolicy. Saff members using Collegeelectronic resources are responrsible for abiding by all
policies.

Solicitation

Collegepremises or resources are not to be used for the solicitation of business other than official
Collegebusiness Sdicitation is prohibited during the working time of the staff member or the
working time of the staff member being solicited.

Equipment and Facilities

Collegeequipment and fadiliti es provided for use by staff z such asoffices, office furniture, phones,
mobil e devices, tablets, and personal and network computers, their files, and peripherals
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Z are Collegeproperty and are fully accessble to the Collegeat all times.Saff members may not use
Collegefaciliti es, supplies, vehicles, or equipment for personal reasonsunlessauthorized to do so by
their supervisor.

Security of Confidential Information

Information contained in Collegefiles and records, whether paper or computer records, isto be
usedfor its intended purposes only. Inappropriate staff member accessto, use of, or disclosure of
suchinformation is subject to corr ective action, up to and including termination of employment.

Workplace Safety

The College is committed to maintaining a safe, hazafdee workplace. It is the responsibility of each
employee to maintain safe working habits on the job and to follow any safety guidelines or
requirements provided by the supervisor. Unsafe working caditions and work related accidents
should be reported immediately to your supervisor. Within 24 hours of the accident reports should
be completed in the Human Resources office.

Return to work after a jobrelated injury or iliness requires a medical relase form from the attending
health care provider. If the provider recommends that the employee return to work with jokactivity
restrictions, the return must have approval of the Director of Human Resources and it is the
OOPAOOEOT 08 O O Arémdt theaBphokial i€idplaceéforeitfie @@ployee returns to

work .

Patents and Inventions

Paentable discoveries or inventions occasionally result from the research and educational

activiti es at the College Flathead Valley CommunityCollegedesires to assure that all such
discoveries and inventions are properly disclosed and used for the greatest possible public
benefit. The Collegealso desiresto protect the patent rights in the discoveries and inventions
made by members of the Flathead Valley CommunityCollege including staff, and to abide by
federal law, Collegepolicy, and patent regulations of agendes and other sponsars providing funds
for programs.

Any invention or discovery by a staff member is subject if the staff member:

A Makes the invention or discovery within the normal field of his or her employment
respondbility and activity with the College without regard to location or salary source
(spedfically including individuals employed at affiliat ed hospitals and institutions), or

A Makes use of Flathead Valley CommunityCollegeResouces except library.

Copyright/ Works Made for Hire

Copyright-protected works created by staff members in the performance of an administrative
duty for the Collegeare works made for hire. In accadance with United States copyright law.
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Flathead Valley CommunityCollege owns copyright in such works and all revenuesderived
therefrom.
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4. WORKPLACE COMMITMENT

Flathead Valley CommunityCollegeis committed to providing arespedful, accessble, and inclusive
environment for all members of its community. An inclusive workforce and environment increases
effectiveness and efficiency in the way we work and learn, promotes the development of new ideas and
enhances the Colleges ability to continue to be innovative in an increasngly complex, competiti ve, and

diverseworld.

Flathead Valley CommunityCollegeis committ ed to creating and sustaining a productive,
collaborative, and safe work environment. If a staff member has knowledge of an action taken by
an employee of the Collegethat conflicts with or isin violation of policies, he or she must act on
that knowledge and contact the proper College office.

Discrimination and Harassment

Title I1X

Flathead Valley CommunityCollegedoes not disciminate or permit discrimination by any
member of its community aganst any individual on the basis of race color, religion, creed,
political ideas, sex, gender identity, sexual orientation, age marit al status, veteran status,
service in the uniformed services as defined by state and federal law, physical or
mental disability, national origin or ancestry except as authorized by law.

Harassment, whether verbal, physical, or visual, that is based on any of these characteristics, isa
form of disarimination. This includes harassing conduct affecting tangible job benéfits, interfering
unreasonaby with an individual s@cademic or work performance, or creating what areasonalle
person would perceive is an intimidating, hostil e, or offensive environment. Prohibited sex
discrimination includes sexual harassment and sexual violence.

Examples of discrimination and harassment may include:

A Réusing to hire or promote someone becaus of the person® protected status

A Demoting or terminating someone because of the person® protected status

A Dkes or epithets about a person® protected status

A Teasng or practical jokes directed at a person based on his or her protected status

A Displaying or circulating writt en materials or pictures that degrade a person or group, or
A Verbal abuse or insults about, directed at, or made in the presence of an individual or

group of individuals in a protected group.

It isthe policy of Flathead Valley CommunityCollegeto comply with Titl e IX of the Education
Amendments of 1972, which prohibits discrimination (including sexual harassment and sexual
violence) based on sex in the College® educational programs and activiti es. Title 1X also prohibits
retaliation for asserti ng or otherwise partici pating in claims of sex discrimination. For more
information about Titl e IX, visit www.fvcc.edu/campussafety.
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Sexual Harassment

It isthe policy of Flathead Valley CommunityCollegethat no member of our community z
students, faculty, administrators, staff, vendors, contractors, or third parti es z may sexually
harass any other member of the community. Sexual harasament is any unwelcome conduct of a
sexual nature, which includes, but is not limited to unwelcome sexual advances the use or
threatened use of sexud favors as a basis for academic or employment decisions; condud that
creates a hostile,intimidating or offensive academic or working environment; condud that has
the effect of unreasonally interfering with an individual sGvork performance; and other verbal,
nonverbal, or physical conduc of a sexual nature that is sufficiently severe, persistent, or
pervasive to limit aperson abilit y to parti cipate in or benefit from an educational program or
adtivity.

Examples of sexual harassment may include:

Pressure for adating, romantic, or intimate relationship
Touching, kissing, hugging, or massaging

Pressure for or forced sexual activity

Unnecessay references to parts of the body

Remarks about a person's gender or sexual orientation
Sexual innuendoes or humor

Obscene gestures

Sexual graffiti, pictures, or posters

Sexually explicit profanity

Salking or cyberbullying

Email and Internet use that violates this policy, or
Sexual assadut.

> >y > > D> > > D> > D> D>
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Sexual Violence Statement

Sexual violence is aprohibited form of sexual harassment. Sexual violence includes physical
sexual adts perpetrated aganst a person® will or where a person is incapable of giving consert
due to use of drugs and/ or alcohol or to an intellectual or other disability . Same examples of
sexud violence may include rape, sexual assaut, sexual battery, and sexual coercion.

Additional Guidance

Investigation and Confidentiality

All reports describing conduct that isinconsistent with these policies will be promptly and
thoroughly investigated. Camplaints about violations of these policies will be handled discreetly,
with facts made available to those who need to know to investigate and resolve the matter.

Retaliation
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The Collegeprohibits retaliation aganst anyone for registering a complaint pursuant to these
policies, asdsting another in making a complaint, or parti cipating in an investigation under the
policies. Anyone experiendng any condud that he or she believes to be retaliatory should
immediately report it to adesignated coordinator.

Resolution

If acomplaint of discrimination, harassment, or sexual harassment is found to be substantiated,
appropriate corr ective action will follow, up to and including separation of the offending party
from the College consgstent with Collegeprocedues.

Your Responsibilities

All members of the Collegecommunity are respongble for creating aworking, learning, and living
environment that is free of discrimination and harassnent, including sexual harassment.

It isimportant to contact one of the designated coordinators if any of the following occurs:

A You believe you have been subjected to conduct or comments that may violate these policies.
A You believe you have been retaliated aganst in violation of these policies.
A You have been told about or witnessed conduc that you think may violate these policies.

VEnaors, contraciors, ang tnmno paries

The Collegeés policies on discrimination, harassment, and sexual harassment apply to the conduct
of vendors, contractors, and third parti es. If a member of the Collegecommunity believes that he
or she has been subjected to conduct by avendor, contractor, or third party that violates these
policies, the community member should contact a designated coordinator. The Collegewill
respond as appropriate, given the nature of its relationship to the vendor, contractor, or third

party .

Academic Freedom

While Flathead Valley CommunityCollegeis committ ed to the principles of free inquiry and free
expresson, discrimination and harassment identified in this policy are neither legdly protected
expression nor the proper exercise of academic freedom.

If you believe you have been discriminated against or harassed:

Corntact adesignated coordinator

Don't blame yourself

Don't delay reporting a problem

Consder keeping awritt en, dated record of events

> > > >

If you withess or become aware of possible discriminatory or harassing conduct by
others
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A Cortad adesignated coordinator

If you think you may have offended or harassedsomeone:

A Dond assume others will tell you when they fed offended or harassel by what you say
and do

A Examine how others respond to what you say and do

A Apologize as soon as possible

A Chang your behavior

Consensual Relations
Amorous relationships that might be appropriate in other circumstances are deemed extremely
unwise when they occur between a member of FVCC such as faculty, administrator, employee,
student, advisor, or coach and a person for whom he/she has a professional responsibility. Such
relationships may also result in an appearance of unfair advantage occurrifiggm the consenting
relationship. In the event that a sexual harassment complaint is subsequently filed, it will be
exceedingly difficult for the accused to defend himself or herself on the grounds of mutual consent.
This also applies to student relationkips where there is a power differential such as work study or
student leaders Employees are expected to be aware of their professional responsibilities and to
avoid apparent or actual conflict of interest, favoritism or bias.

Accommodation of Disablities

Flathead Valley CommunityCollegereasonally accanmodates persons with disabhiliti es. Staff
members that have a disability as defined under the Americans with Disabilities Act (ADA) may
be eligible for areasonabbe accanmodation that allows them to perform the essenial functions of
their position. Areasonabble accanmodation may include such things as changng the physical
layout of the workplace restructuring job duties, or modifying the work schedde.

The Director of Human Resources is designated as the Americans with Disabilities Act (ADA)

Coordinator for employees and the Coordinator of Disability Services is designated for students.

standing ADA Advisory Committee comprised of the Director of HummaResources, the Coordinator of

Disability Services, the Chief Financial Officer, the Dean of Students, and the Director of Maintenance
SAOOEAAO xEIl 1TTEOT O OEA ET OOEOOOET 180 AiibplEATA
recommendations, budget recomrendations, and recommendations as to overcoming barriers for

disabled individuals.
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5. BENEFITS

The Collegeis committ ed to providing a choice of cost-effective, high-quality benefit plans so that staff

members can choose the plans and coverage that best fit their persona needs.

Eligibility

In general, regular staff must be scheduled to work at least 20 hours per week (half-time or
greater) to be considered benéfits eligible. Bendfits eligibility is determined by the following
criteria:

A The staff member must be employed by Flathead Valley CommunityCollegein a
reguar benefits-eligible position

A The staff member must be compensated from the Flathead Valley CommunityCollege
payroll system, and

A The staff member must hold a position or appointment with a total full-time equivalent
(FTE) greater than or equa to 50 percent (0.50).

A staff membeQOs3Collegesaary must be sufficient to cover benefit plan dedudtions. A staff
member and eligible dependert(s) may be covered by the Colleges benefit plans.

Health Benefits

The Collegeoffers an array of hedth plans to benefits-eligible staff through the Montana University
System Employee BenefitsThe plans differ in the amount of monthly contri butions a staff member
pays and in how the cost of hedth care services are covered.

The benefits summary can be viewed atchoices.mus.eduand is preserted in this section

for informational purposes If there is a conflict between the legal plan documents and this
summary, the legal plan documents will control.

Medical, Dental, Basic Life/Accidental Death and Dismemberment, and Lomgrm Disability are
mandatory coverages. Supplemental Life Insurance, Supplemental Accidental Death and
Dismemberment Insurance, Vision, Lond erm Care and Flexible Spending Accounée voluntary
coverages.

Consdidated Omnibus Budget Recondliation Act (COBRA

When a staff membeOstFlathead Valley CommunityCollegebenefit coverage has terminated, the
staff member will be entitl ed to continue certain Collegebenefits under the Consdidated
Omnibus Budget Recondliation Act (COBRA.
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Under COBRA terminating staff members are entitl ed to continue health, dental, vision, and
flexible spending account (FSA partici pation provided the former staff member remits premiums
on atimely bass. Saff members and their dependerts may be allowed to continue individual or
family coveragefor a spedfic period of time. For information on eligibility requirements and
terms for continuation of coverage under COBRAVvisit choices.mus.edu/COBRA

Benefits Continuation upon Retirement

Saff members who retir e from the Collegeand are eligible for a TRS or PER&nsion berefit; OR
have worked 25 years or more and are in the ORBRare 50+ and have worked 5+ years and are in
the ORPAND arepartici pating in the College sponsorechedth, dental, and/or vision plan at the
time of retirement may beeligible to continue certain heath, dental,and/or vision plan coverage
after retirement by paying the premium on atimely basis. Employees will be offered this coverage
at the time ofretirement and have 63 days to accept, or forever forfeit eligibility.There is no
employer contribution toward retiree benefits.

Financial Benefits

The Collegeoffers avariety of ways to provide financial protection to benefits-eligible
staff members and their family. These include:

SupplementalAccidental Deah and Dismemberment Insurance
Suppemental Life Insurance and Dependent Life Insurance

Spoue Life Insurance

Dependert Child Life Insurance

Long-Term Disability Coverage

Long-Term Cae Insurance

> >y > > > >

Flexible Spending Accounts

The Collegeoffers three types of pre-tax spending accourts:

A Hedth Flexible Spendng Account
A Dependert Cae Flexible Spendng Accourt
A Adoption Assistance Flexible Spending Account

Eligibility for these accounts is dependert upon the benefit plans in which a staff member is
enrolled. For more information, visit choices.mus.edu/fsa

Tuition Benefits

Saff members and their dependerts have accessto finandal asgstance to take Collegelevel
courses. Tuition waivers are available to eligibleClassified, Administrator, Adjunct, Faculty, and
Professional employees to:

A Enroll in FVCC college courses

A Participate in development and training programs

A Attend relevant conferences, seminars and worghops
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An application for waiver and a signed statement attesting eligibility must be completed each
semester. False certification of dependent eligibility for the tuition waiver is cause for discipline, up to
and including termination of employment, and the employee will be required to repay the costs of the
waiver. All waivers are subject to audit by the Human Resources office.

Administrator, Faculty and Professional Employees Tuition Waivers Guidelines

A

Tuition for Flathead Valley Community College credit courses will be waived for regular
permanent employees working a minimum of 20 hours per weekAssociated fees will not be
waived.

Tuition for Flathead Valley Community College Continuingdtication classes, with suffient
enrollment to cover costs, will be waived.Tuition waivers for continuing education classes do
not include workshops or seminars.Associated class fees will not be waived.

Work-OAT AOAA Al AOOAOG 1 Au AA OAEAT AldQ&i ¢ OEA
supervisor and Human Resourcegpproval.

Non-work related classes may be taken, with prior supervisor approval, during scheduled
work time, but the release time must be made up within the week granted.

Tuition waivers for a maximum of twolegal dependents (as defined by IRS regulationsper
employee shall also be granted as specified above in 1 and 2.

Classified Employees Tuition Waiver Guidelines

A

Classified employees may enroll in credit courses at the College tuition free, provided such
classesdd 1 O AT 1T £ EAO xEOE OEA %i SupelvisolyAgp@vakisi O E
required.

Any Employee covered by the Classified CBA and two of their dependents (spouse, children

and others if defined as dependents by IRS regulations) may enroll in reguliclasses at the
College tuition free.

Any Employee covered by the Classified CBA and two of their dependents may also enroll
tuition free in designated Continuing Education classes or workshop®esignated classes or
workshops are those which the Contuing Education Center has determined can remain self
supporting with tuition -free students participating. The service charge and any lab fees will
not be waived.

No more than twolegaldependentsas defined in this section, may enroll, tuition free, in any
regular or Continuing Education classes at the same time.

An Employee may be granted release time to take classes, conferences, or workshops during
their working hours provided these activitiesA OA AEOAAOI U OA1 AGAA Ol

Al B
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appropriate administrator, and the Human Resources Director or her/his designee.
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Adjunct Faculty Employees Tuition WaiveGuidelines

A Adjunct faculty employees who taught a course for FVCC during the immediately preceding
academic year or are teaching during the current semester may enroll in regular college
courses at FVCC with tuition waived on a spaeevailable basis afterall other paying students
have had an opportunity to register. Tuition will be waived for the employee during the
current semester, the following semester or any one semester during the following academic
year.

A Spouses and children of adjuncts may enraith regular college courses at FVCC with a tuition
waiver on a space available basis after all other paying students have had an opportunity to
register and the adjunct faculty membethas taught 100 credits cumulatively.

A Tuition will also be waived for errollment in Continuing Education courses which already
have sufficient enrollments to cover the course costsTuition waivers for Continuing
Education classes do not include workshops or seminars offered through the Business and
Professional Development Fogram.

Retirement Benefits

Montana State Retirement Systes

Flathead Valley CommunityCollege offers retirement benefits that allow staff members to save and/or

invest part of their Collegeincome for the future. Regular employees will participate in either

-1 1T O0ATA 4AAAEAOOS 2AOEOAI AT O 3UOOAI j423q 10 -1160
(PERS)are in accordance with state law, (193-316 M.C.A. and 120-605 M.C.A.).

Social Security

FVCC does nawithhold Social SecurityQA @A O £O0T 1 Ai I T UAAGO OAlI Aouh Al
as part of the Windfall Elimination Provision When FVCC was first formedts employees had the

option of contributing to both SocialSecurity and PERS/TRS or just to PERS/TREie employees

voted to contribute for the latter and as a resuliheither FVCC noits employees contribute to Social

Security. Contributions are made to Medicare.

Optional Retirement Plans

Flathead Valley CommunityCollegeoffers a variety of optional retirement plans including

403(b) and 457 plans. The @llege will match upto 7% of aregulad | D1 T UAA8 O OAOET CcO
plan annually, and employees are vested after one year of continuous employmernthe

designation amount and investment elections aréndividually controlled by the employee.All

el I T UAAOG AAT Al O1 O11 01 OAOEI U Al AAO 01 DPAOOEAED!/
authorized vendors. Flathead Valley CommunityColleges 403(b) and 457Reirement Plans are

subject to Internal Revenwe Sevice (IR reguations and other federal and state laws.
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Leaves of Absence

Flathead Valley CommunityCollege offers a variety of leaves of absene for eligible staff
members. Ead leave of absence varies in its provisions with resped to availability , duration,
holding the position, benéfits available, and contri butions for those benefits, collective
bargained agreements,aswell as documentation and approvals. The Office of Human
Resouces may require documentation to support the need for the leave of absence at any time.

Types of Leaves of Absence
The Collegeoffers numerous types of leaves of absencen recognition of the diverse needs of
its staff as well as to be compliant with federal and state laws:

A Family and Medical Leave of Absence (FMLA Leave) z in accordance with Family and
Medical Leave Act

A Military Leave and its components are provided for by these Acts:

(0]

(o]

(o]

(0]
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Active Duty Leave, under the Family and Medical Leawe Act (FMLA)

Milit ary Cearegiver Leave, under FMLA

National Defense Authorization Act (NDAA)

The Uniformed Sevices Employment and Reemployment Rights Act (USERRA)

Workers6Caompensdion Leave
Medical Leave
Maternity/Paternity Leave

Public Service Leave

ServiceTime Accrual While on Leave

A paid leave of absence enables a staff member to return to active employment at the end of the

leave without loss of service credit accrued at the time the leave began Saff members who

return to active employment following an approved leave of absene will not lose prior service

credit. While on an unpaid leave of absence, staff members do not accrue vacation, floating
holidays, paid sick time, or holiday time. Saff members do not acaue service credit during
unpaid time off, unless on Active Duty Leave.

While on an approved medica and/or FMLA leave of absence staff members may not work

outside the Collegeor provide services where they recdve any form of direct or indirect
compensation.
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Family and Medical Leave Ac{FMLA)

In accordance with the Family and Medical Leave Act (FMLA), the Collegewill grant an eligible
staff member up to atotal of 12 workweeks of leave during a 12-month rolling period for one or
more of the following reasons

A For the birth and care of anewborn child of the staff member

A For the placement of a child with the staff member for adoption or foster care

A To care for an immediate family member (spouse, dependent child, or parent) with a
serious hedth condition, and

A The staff membeOsBown serious heath conditi on, which causes the staff member to be

unable to work.

Eligibility for FMLA Leave
FMLA leawe is available to staff members who have worked at leag 1,250 hours during the past
continuous 12 months of service.

Saff members who qualify for FMLA Leave are entitl ed to up to 12 weeks of leave in arolling 12-
month period during which time the staff membeOsdbenefits may be continued. This leave may be
on acontinuous or intermittent bass. Staff members will return to their job or an equivalent job
immediately following the expiration of their FMLA leave. FMLA leave time runs concur ently
with any other leave.

Notification and Request for FMLA Leave

The staff member must complete the Leave of Absence Requed and submit it at leag 30 days in
advance of the start of a planned FMLA Leave or within five working days following the start of
an unplanned FMLA Leave. The Leave of Absence Requeg and, if required, the Catifi cation for
Hedth Cae Provider form z must be submitted to HumanResourcesfor approval of the
designated leave period. The Office of Human Resouces or its official designeemay require
medical or other documentation at any point during the FMLA leave.

Benefits While onFMLA Leave

Saff members on FMLA leave may continue certain benefits while on the leave. Staff members on
an FMLA Leave may receve pay by using their sick and vacation accruals but must exhaust all
applicable paid time off before taking an unpaid leave. An employeewill be required to continue
to pay his/her contribution.

If a staff member is still unable to return to work after six months from the onset of the personal
heath conditi on, the staff member may apply for Long-Term Disability benefits. Unauthorized or
misuse of sick time is subject to corrective action, up to and including termination of employment.
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Returning from FMLA Leave
At the expiration of an FMLA Leave, staff members return to the same or equivalent position held
when the leave began

Saff members on leave for apersond health condition must submit medical certifi cation of ability
to return to work to the Office of Human Resourced\ staff member may not return to work
without appropriate medical documentation.

If the leave of absence extends longer than the approved period, the staff member must request
an extension prior to the expiration of the FMLA Leave. If an extension is needed it is expeded
that the staff member will request the extension at leag two weeks prior to the expiration of the
leave. If the staff member does not return from leave of absence and does not request and receive
an extension, their employment will be subject to termination.

In some instances staff members may return to work with restri ctions that may limit their ability
to perform the essenial functions of their job. In this event, areasonable accanmodation may be
requested from the Office of Human Resources.

Military Leave
Eligibility
Milit ary Leave and its components are provided for by these Acts:
1 Family and Medical Leawe Act (FMLA) z for Active Duty Leave
1 National Defense Authorization Act (NDAA), and

1 The Uniformed Sevices Employment and Reemployment Rights Act (USERRA

An Active Duty Leave, under FMLA, is granted by the Collegewhen service members of the
Armed Forces Resave components, National Guad, retir ed service members, or Reservists
are on active duty or called to active duty in support of a contingency operation.

Smilarly, the National Defense Authorization Act provides up to 12 weeks of leave for a
qualifyi ng obligation when service members of the reguar Armed Forces are deployed to a
foreign country under acertain call or order to active duty. Staff members who continue on
active milit ary duty beyond a one-month period are placed on a Military Leave.

The Collegeprovides broad re-employment protections for members of uniformed services following

Rights Act (USERRA
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Notification and Request for Military Leave

A staff member must provide advance notice of the need for Milit ary Leave in writi ng to the Office
of Human Resourcesunless circumstances make such notice unreasonalle or the staff member is
prevented from doing this by milit ary necessty.

Benefits While on Military Leave

Snce Military Leave is unpaid, a staff member may choose to use vacation during the absene.
The value of accrued but unused sick time may not be paid out in alump sum payment, but will
be available when the staff member returns to employment with the College

Returning from Military Leave
To be eligible for reinstatement with the Collegeafter Milit ary Leave, a staff member must:

A Have given, if possible, advance notice to the Collegeof the need for leave
A Repat to or submit applications for reemployment in atimely manner, and
A Behonorably dischaged from milit ary service.

Saff members who take Milit ary Leave and who remain qualifi ed for their position, will be
reinstated to employment with the Collegeaccading to the following milit ary service time
frames:

Active Military
Service Period Reinstatement*

Less than 91 days Reemployed by the Collegeto the position (with the pay, benefit s,
seniority , and other job perquisites) they would have attained with
reasonable certainty if they did not take Military Leave.

More than 91 days | Reemployed by the Collegeto the position (with the pay, benéefits,
seniority , and other job perquisites) they would have attained with
reasonalde certainty if they did not take Milit ary Leave or a position of
similar seniority , status, and pay.

*  For staff members who incur a disability or aggravae a disability during service that causes
them not to be qualified for the position they would have held if no interruptio n of
employment occurred, the College will provide them with a position that is equivalent in
seniority, status, and pay.

Active Military
Service Period Time Allowed to Return to Work

1-30 days The next reguarly scheduled workday after travel home and an eight
hour rest period

31-180 days Application for reemployment must be submitted within 14 days

181 or more days Application for reemployment must be submitted within 90 days

The deadines listed above are extended in the case of disability incurred while on active military
duty.
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Military Caregiver Leave

Under the Family and Medical Leave Act (FMLA), staff members can request a Military Caregiver
Leave to care for amilitary service member who is the staff membeOsSspouse, child or parent
with a serious illness or injury incurred in the line of active duty as amember of the Armed
Forces, including the National Guad or Reserves, and is:

A Undergoing medical treatment, recuperation, or therapy

A Assigned as an outpatient to amilit ary medical treatment facility

A Assigned to a unit providing command and control of Armed Forces members who are
recdvingoutpatient medical care, or

A Onthetemporary disability retir ed list.

If the Military Caregiver Leave is approved, the Collegewill grant up to 26 weeks of leave during a
single, 12-month period to eligible staff members to care for the service member in their family as
described above Staff members who do not take all 26 weeks of leave during the single, 12-
month period will forfeit the remaining part of the leave.

Notification and Request for Military Caregiver Leave

Saff members are expeded to notify the Office of Human Resourcea minimum of 30 days prior
to the start of a Military Caegver Leave. The Leawe of Absence Requed must be submitted for
approval of the designated leave period.

Benefits While on Military Caregiver Leave

A staff member on a Military Caegver Leave to care for afamily member may use all accrued
time as available, but must exhaust all applicable paid time off before taking an unpaid leave. A
staff member on an FMLA Leawe also may continue certain benefits while on leave

Returning from Military Caregiver Leave

The 26 weeks of Military Caegiver Leawe can include leave taken for other FMLA-qualifyi ng
reasons A single, 12-month period begins on the first day staff members take leave to care for
seriously ill or injured service members and ends 12 months after that date, regardless of which
method is used to determine other types of FMLA leave.

If the leave needs to extend longer, the staff member must request this extension prior to the
expiration of the leave. The Office of Human Resourcesvill advise the staff membeOstdepart ment
that the staff member is not returning at the end of the leave. Reinstatement of staff members in
their position or equivalent position is determined on a caseby-case basis.

The employment of staff members who do not return from a Military Caregiver Leave and who do
not requed and receave an extension may be subject to termination.
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Employeeswho sustain occupational injuries or illness while at work may be entitl ed to workersé
compensation. To qualify as work-related, an injury or illness must arise out of or in the course of
employment. Staff members must immediately notify their supervisor and/or Human Resources
of any work-related illness or injury. Staff members suffering from awork-related ill ness or
injury may be approved for a Workers' Campensaion Leave.

Employees have the option to with use sick leave or receive]l OEAOOS8 #1101 PAT OAOET 1T E
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simultaneously.

If it isdetermined by a headlth care provider that as aresult of awork-related injury or illness, a

staff member is not able to perform the normal duties of the staff membeQsiositi on, but is able to
perform other meaningful tasks the staff member may be provided a modified duty assignment
within the College If a modified duty assignment is not available and the staff member is unable to
return to work, employment may be terminated.

Medical Leave

Medical leave may be granted for a maximum of one calendar year upon prior
approval of the President. All accrued leave must exhausted prior to taking leave
without pay. If continuing on health insurance, the employee will be responsible
for the full costT £ OEA #7111 ACA80O0 AT 1 OOEAOOEIT . AT A
Health insurance will be cancelled if the contribution is not received according to
the set schedule.

Eligibility for Medical Leave
Saff members who need to take a Medical Leave to care for their own persona serious health
conditi on, but do not qualify for an FMLA Leave, may apply for a Medical Leave. A Medical Leave
may be granted, subject to the approval of President, if the staff member has:

A Been employed by the Collegeless than one year

A Worked for the Collegefewer than 1,250 hours in arolling 12-month period, or

A Exhausted 12-week FMLA Leave.

Approval of Medical Leave

Saff members must complete a Leave of Absence Request and medical documentation
certifying the serious health condition andsubmit it to Human Resourcest leag 30 daysin
advance (except in an emergency). The depart ment may elect to hold the position, subject to
approval by the President.

Benefits While onMedical Leave

Saff members may use any accrued leave dting an approvedMedical Leave. They may also elect
to continue certain benefits while on the leave and may be required to pay an applicable

contri bution.
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Returning from Medical Leave andTermination

Saff members on leave for apersonal headth condition must submit medical certific ation of ability
to return towork to the Human Resources OfficeStaff members may not return to work without
appropriate medical documentation. If theemployee does not return from leave on designated
date it will be considered a voluntary termination of employment.

Maternity/Paternity Leave

Maternity/Paternity leave without pay may be granted for a maximum of one calendar year to an
employee unable toperform employment duties as a result of pregnancy, post pregnancy
complications, or other essential parenting responsibilities. All accrued leave must be exhausted
prior to takin g a maternity/paternity leave and all benefit costs become the responsibilt of the
employee. Benefits will be cancelled for nopayment of costs.

Public Service Leave

Public service leave without pay may be granted to an employee appointed or elected to public
office for a maximum of 180 days per year. An employee grantedch leave shall return to work
within ten days of completion of the public service.
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6. PAID TIME AWAY FROM WORK

Pad time away from work isintended to provide staff members the time they need to re<t, relax, and
recharge, as well as to fulfil | their persond responsbiliti es. Paid time away from work is provided through
anumber of programs, including Collegeschedued holidays, vacaion time, and sick time.

Eligibility

Holidays

Eligibility for paid time away from work is determined by the following criteria:
A The staff member must be employed by Flathead Valley CommunityCollegein aregular
benéefit s-eligible positi on
A The staff member must be compensated from the Flathead Valley CommunityCollege
payroll system

Pad status means being at work or utilizing :

p>N

Holiday

Floating holiday

Approved vacdion leave

Approved sick leave

Personal leave (3 days faculty only)
Jury duty/subpoena duty

Bereavement absence

Military Reserve training leave

> > >y > > D> D> D>

Professional development leave

Pad time away from work may not be taken before it isacaued, it cannat be cashal out, and no
payment will be made to a staff member in lieu of vacaion, holiday, or sick leavetime
except at termination of employment and in accordance with State law.

Non-faculty staff members scheduled for work are paid for these holidays observed by the
College

A New YeadsiDay

A Martin Luther King Jr. Day (This day may be exchanged for the Monday or Friday of Spring
Break to accommodate scheduling needs of the College.)

A 0OAOEAAT 060 $AU

A Memorial Day

A Independerce Day

A Labor Day

A Thanksgiving Day

A Black Friday

A Christmas Day
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Usudly holidays that fall on a Sunday are observed on the following Monday and holidays
falling on aSaurday are observed on the previous Friday. Staff members in part-time positions
are paid on aprorated full -time equivalency (FTE)bass for schedded College holidays.

0OAO "T AOA DPil EAUh #EOEOOI A0 TO .Ax 9AAOBO $AU xI

#EOEOOI AOT. Ax 9AAO0B0 Observed on

Saturday Friday and Monday

Sunday Friday and Monday

Monday Monday and Tuesday

Tuesday Monday and Tuesday

Wednesday Wednesday, Thursday, and Friday

Thursday Thursday and Friday

Friday Thursday and Friday

In certain circumstances, staff members may be scheduled to work on a day that the College
observes as a holiday. In such cases, non-exempt staff members will receve holiday pay at
one and one-half times their regular hourly rate for the hours actually worked on the holiday
and an alternate workday off (as outlined below) unless collectively bargained otherwise.

If a holiday falls on a staff membeOsGscheduled day off, the staff member will receive an
alternate workday off. This alternate day off must be schedded with supervisoOsdapproval
within 30 days of the holiday. For example, if aholiday falls on aThursday when astaff member
is not schedded to work, the staff member may take another day off within 30 days of the
Collegeholiday with prior supervisory approval.

Scheduling of vacation and floating holidays is always at the mutual convenience of the
staff member and the employing department/ unit and requires the prior approval of the
supervisor.

Floating Holiday Time

Three floating holidays shall be granted each yedo non-faculty staff membersand shall be

ATl 1T OEAAOAA AO Al AQAEAT CA &£ O OEA #i110i AGO $AU (1
General Election Day Holiday which were formerly okerved byemployees on specifiadays. Although

the Montana State @neral Election Day occurs only on even numbered yeafsyCC grants a floating

holiday in lieu every year.

If an employee does not utilize the floating holidaysvithin the fiscal year they were earned, thg are
lost and not eligible for payout These three floating holidays will beused fortime during the Winter
Holiday Breakto allow employees to enjoy an extended holiday schedule. Anyone wishing to make
different arrangements must get approval from their supervisor and the HR Department prior to the
holiday.
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Three persond floating holidays will be granted at the beginning of each fiscal year or on the
starting date of contract. Foating holiday time is not available for use during an unpaid leave of
absence Part-time staff members recdve the percentage of persond floating holiday time
proporti onate to the percentage of full-time equivalency (FTE)that they are schedded to
work.

The following conditi ons apply to the use of floating holiday time:

A Floating holiday time may not be taken before it is granted.
A No payment is made to a staff member in lieu of floating holiday time
A Saff members who transfer from one department/un it to another eligible staff position

retain their accrued floating holiday time

Vacation Leave

Vacationleaveis defined asany day that the College is open on which the employee is not obligated
to work. Vacdion time is available to non-faculty staff members for persond business family
sickness and religious observance. Annual vacation leave issdministered in accordance with MCA
2-18-611/612. Employees are eligible to use vacation leave after being continuously employed for
six months.

Vacation Accrual for Employees in NofFaculty Positions

Vacdion is calculated by multi plying the vacaion factor per accrual base hour by the staff
membeOsi@accrual base hour. The vacation factor per hour is based on qualifi ed work time. For
ead of these hours, the staff member receives vacation time based on the fraction of an hour
indicated by the vacation factor per accrual base hour. Vacation is not accrued on hours of unpaid
absence.

Vacdion is earned at the vacaion factor per month. Staff members earn vacation time on the 15t
and last day d each month at the monthly rate listed in the following table. A part-time or hourly
staff member accrues vacation time proporti onate to the percentage of full-time equivalency
that the staff member is scheduled to work.

. Approximate
Vacation Factor per PP

Qualified Service Acorual Base Hour Vacation

Earned

1 day through 10 years .058 15 working days

10 years, 1 daythrough 15 .069 18 working days

years

15 years, 1day through 20 .081 21 working days

years

20 year, 1 day or more .092 24 working days
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Acaued vacdion time cannat exceal two times the annual acaual. If the vacaion balance of a
staff member exceeds the maximum acaual at the end of the calendaryear or when
employment isterminated, the exces vacdion time is forfeited. Saff members and their
supervisors must ensure that vacaion time is schedued to avoid losing it.

Vacdion time must be scheduled in advance and must be scheduled by staff members and their
supervisors when it is mutually convenient. Scheduling vacaion time on short notice for
emergency purposes isat the discretion of the supervisor, who may request documentation of
the reasa for the emergengy. The supervisor may limit the amount of vacation time taken at
one time in consideration of depart mental needs Depatments may specify periods due to
workflow considerations when no scheduledtime off may be taken.

The following conditi ons apply to the use of vacation time:
A Vacdion time may not be taken before it is accrued.
A No payment is made to a staff member in lieu of vacaion time, except at termination of
employment, or upon change to a faculty appointment.
Saff members who transfer from one department to another eligible staff position
retain their accrued vacaion time.
A Holiday: When a Collegeholiday falls during a staff membeOsSapproved paid time off,
the day is paid as holiday time rather than as vacation time.

p>N

Vacdion balances are maintained in the Collegeapproved time entry system. Saff members
should report their vacation usage as they take the time off.

Transfer and Separation

When a staff member transfers to another position in the College the staff member and
supervisor should ensure that the Collegetime entry system is up to date and accrualsare
approved by the supervisor. Saff members who transfer from one position to another eligible
position retain their accrued vacation time, up to the maximum allowed.

When a staff membeOsdpri mary role is changed from staff to facuity, all acaued but unused
vacdion time will be paid out upon transfer to the faculty status.

On separation from the College the staff members and supervisor must approve all vacaion and
time balances in the College time entry system to ensure the employee receives the correct
acaual payout. Saff members who separate from the Collegeare paid their unused vacation
acauals up to the maximum allowed.
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Sick Leave

Flathead Valley CommunityCollegeprovides paid time away from work as a form of income
protection for a staff member who is unable to work becaus of illness or injury. Sick leaveis
available to all regular staff members.

Sick leave is administeredn accordance with MCA 218-601. Employees are eligible to use sick
leave after being continuously employed for 90 daysSick leave may be used for:

A. sickness suffered by an employee or a member of the enogke'simmediate family; or
B. the time that an employee is unable to perform job duties because of:
i. a physical or mental illness, injury, or disability;
ii. maternity or pregnancy-related disability or treatment, including prenatal care, birth, or
medical care for tre employee or the employee's child;
iii. parental leave for a permanent employee as provided in MCA18-606;
iv. guarantine resulting from exposure to a contagious disease;
V.  examination or treatment by a licensed health care provider;

vi. short-OAOI AOOAT AAT AAh AO OEA #7111 ACA80O AEOAOAOQEI
who is not an immediate family memberuntil other care can reasonably be obtained,;
vil. necessary care for a spouse, child, parent with a serious healh condition, as defined in the
Family and Medical Leave Act of 1993; or
vii.  death or funeral attendance of an immediate family member or, atthe 1 1 1 ACA6 O AEOA O/

another person.

Sick LeaveAccrual for Employees

Sick leave cedits are earned at the rate of 12 working days for year of servicer eight hours per
month, without restriction as to the number of working days that may be accumulated.Sick leave
isnot accrued on hours of unpaid absence A part-time or hourly staff member accrues sick leave
proporti onate to the percentage of full-time equivalency (rate of .046 multiplied by
hours worked) that the staff member is scheduled to work.

Saff members earn sick leaveon the 151 and last day d each month. Sick leave shall be
reported in increments of 30 minutes or greater.

Employees shall notify their supervisor prior to the beginning of work time regarding not
reporting to work for sick leave purposes. Scheduled sick leave for medical appointments or
procedures should be arrangedn consideration of depart mental needs Sick leave needed for
emergency purposes shall be communicated with the supervisor as soon as possiltbp may
request documentation of the reasm for the emergency. Depat ments may specify periods due
to workflow considerations when no scheduledtime off may be taken.
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The following conditions apply to the use of sick leave

Sick time may not be taken before it is accrued.

A No payment is made to a staff member in lieu of vacaion time, except at termination of
employment.

A Saff members who transfer from one department to another eligible staff position
retain their accrued sick time.

A Holiday: When a Collegeholiday falls during a staff membeOsSapproved paid time off,
the day is paid as holiday time rather than as sick time.

A Abuse of sick leave is cause for dismissal and forfeiture of the lurgum payment upon
termination.

A Sick leave charges in excess of earned sick leave will be charge to available accrual
AAlT AT AAOG AO OEA AipIiTUAAGO T POEIT S8
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that an employee is physically able to rettn to work.

Sick leavebalances are maintained in the Collegeapproved time entry system. Saff members
should report their usage as they take the time off.

Transfer and Separation

When a staff member transfers to another position in the College the staff member and
supervisor should ensure that the Collegetime entry system is up to date and accrualsare
approved by the supervisor. Saff members who transfer from one position to another eligible
position retain their accrued sick time.

On separation from the College the staff members and supervisors must approve all time
balances in the College time entry system to ensure the employee receves the correct acaual
payout. Saff members who sepaate from the Collegeare paid 25% of their unused sick leave
acauals up to the maximum allowed. Cashed out sick leave may not be reinstated in the event of
a rehire.

An eligible staff member who is away from work for more than seven calendar days should also
apply for a Family and Medical Leave Act (FMLA) Leave

Sick Leave Bank

Employees may donate a yearly maximum of 40 hours of their accrued sick leave cred@ésnother
regular employee. A fulitime employee may receive a yearly maximum of 240 hours of donated sick
leave credts, and a parttime employee may receive a yearly maximum of 240 hours prorated by full
time equivalency (FTE).The donating employee must maintain a minimum blance of 40 hours of
sick leave accruals
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Employees are eligible to receive donated credits:

A They are eligible to receive sick leaveAND,

A 4EAU AOA 110 Al ECEAI AAMB, O x1 OEA0S6O Al I PAT OAOQEI
A They haveexhausted all of their sick, vacation, and any other availableave

Sick leave bank credits may be used for illness or injury of the employeimmediate family member

(spouse, dependents, parents, grandparents, grandchildren, siblings, and the same relatives of the
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eligible for the sick leave bank. Approvdor donations from the sick leave bak shall be made by the

President.

Sick leave credit donations shall be made in no less than fehour increments; shall be donated

within 20 working days after the recipient has exhausted their leave credits; andill be used in the
order in which they were donated. Any unused sick leave credits shall be returned to the donor(s).
Donated sick leave credits mape used by recipient on a retroactive basis, beginning the day after
their annual and sick leave credits are exhausted. Employees wishing to request or donate sick leave
credits should contact the Human Resources Office.

Union members should refer to their respective collective bargaining agreements for unique sick leave
donation stipulations.

Personal Leave

Faculty members receive three days of personal leave per full academic year. Faculty are not
eligible for vacation leave.

Jury Duty/ Subpoena

The Collegeencourages partici pation in jury duty. Staff members are allowed to be absent
with pay for jury duty but are expeded to report for their regularly schedued work on
times when not required to perform jury duty.

Staff members havehe option to take leave and retain the py received for jury duty service
or to receave their regular pay and remit the jury duty pay to the CollegeStaff members must
provide appropriate documentation (Jury Duty Summons)with as much notice as
possble to the supervisor. Saff members may be required to provide proof of jury duty
service upon return to work.

Employees served with work related or civic related subpoenas magontinue to receive
Collegepay. A copy of the subpoena or court summons must be provided to Human Resources.
An employee with a private or personal subpoena must use leave accruals to account for time

away from the office.
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Bereavement Leave

In the event of adeath of a family member, a maximum of five days ofpaid leawe of
absence is provided as follows to benéfit s-eligible staff members to make arrangements
for and to attend the funeral or memorial service. For purposes of bereavement leave:

The staff membeOsGsupervisor must be notifi ed as soon as practical. If the staff member
wishes to take additio nal time off, then paid vacaion leave may be used, if the supervisor
has given approval. The Collegemay requir e proof of the relationship to the family member
and substantiation of service attendance.

Military Reserve Training

The Collegegrants time off for mandatory periods of training to eligible staff members with
pay accruing at a rate of 120 hours in a calendar year in accordance with Montana Code
Annotated Part 10. The staff member should contact the Office of Human Resouces for
instructions.

Professional Development Leave

Professional development leave is available to all fulime, exempt, professional and
administrative employees who have completec minimum of six consecutive years of
employment. Professional development leaves are granted for either 12 morgrat 50% pg or
six months at 100% pay. A maximum of five percent of eligible staff or one filme equivalent
(FTE), whichever is greater, may be granted professional leave during one fiscal year.

A professional development leavanust be clearly job related forthe employee. Employees will
only be approved for one professional leave during the course of their employment with the
College. The request will be reviewed, supported or not supported by the supervisory chain of
command, and comments provided to théresident. The President will make the final
recommendation to the Board of Trustees.
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January 1 for approval for the following fiscal year. The applicatioshould contain the following
information:
A Requested dates of leave
A Details of how the leave will clearlycontribute to the effectiveness and/or competencies
of the employee
A Detailed description of the activities the employee will be engaged in, thresearch
conducted, the course of study considered, and how these activities nmdhe conditions
of the leave
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A A statement of all compensation to be received from other employment or other sources
directly related to the leave. Any compensation in exces#® OEA ET AEOEAOAI 60
shall be remitted to FVCC.

Recipients of professional development leave will be returned to their former or equivalent
position. Within one month after completion of leave, recipients shall submit a thorough
reflection and evaluation of the professional development gained and shall propose
recommendations of action for implementation at the College to the Board of Trustees.

Failure to return to the College from a professional development leave will require the recipient
to reimburse the college for all salary and benefits paid while on leave.

Documentation of Absence
The Collegemay require documentation from a staff member for requeds for absence prior to the

absence or upon the staff membeOstreturn to work. Documentation or justification is not
requir ed for vacaion time unless an emergency necesstates short notice.
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/. COMPEN&ATION

Flathead Valley CommunityCollegeis committed to establishing compensaion programs that attr act,
retain, and engage talented staff in an environment that promotes fairness and competiti veness and isin
compliance with applicable federal and state laws and regulatory requirements.

Job Descriptions

The establishment of pay rates begins with documenting job content via a job description. b
desaiptions detail the responsbiliti es, qualifi cations, skills and abiliti es, and physical
requirements for each job and as such are required for all staff. Job desaiptions also provide a
basis on which to develop and assess most employment-related activities. These include god and
expedation setting, performance review and appraisa, pay determination, succes$on planning,
and training and development.

Salary Structures and Pay Grades

Sdary structures are tools that help ensure staff members are paid in a manner that is
appropriate and competitiv e. This isaccomplished by organizing jobs that are similar in levd,
soope,responsbility , and labor market into groupings known as pay grades Flathead Valley
Community Collegehas several salary structures and each job is assigned to one based on the
type of work performed.

Pay grades represent various levels of work in the College that is, classified level, professional
level, or faculty level. Jobs that have lower levels of respongbility are placed at lower pay grades
Asjobs change in complexity, education requirements, experience,scope
responsbility , breadth, and depth, pay grades generally increase as well.

Ead pay grade has an assogated pay range that represerts the minimum and maximum wage
rates/salaries for ajob. Determining the spedfic point in the pay range at which a staff member is
to be paid isdependert on several factors, including but not limited to the value of the job in the
labor market, and the knowledge skills, and abiliti es of the staff member. Pay rates should fall
within the established pay ranges; at no time should a staff membeOsdpay rate be less than the
minimum of the range

Review of Positions

Flathead Valley CommunityCollegehas an established annua process for assessing positions and
granting pay adjustments based on job growth, market comparisons, equity,and overall job
performance Saff members may be eligible for pay adjustments based on several factors,
including but not limited to the date of hire, job performance, labor market conditions, current
position in the pay range and budget considerations. These reviews take place annually in April

and November.
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Designation of Staff Jobs

There are several types of employment at Flathead Valley Community they include full-time and
part-time employees regular and temporary employees and student staff. In additi on, staff
positions are clasdfied as either exempt or non-exempt.

Saff jobs are divided into two general categaries referred to as exempt and non-exempt, as
defined by the Fair Labor Sandards Act (FLSA, the federal law that governs overti me, minimum
wage, child labor, and recordkeeping.

Exempt Staff

Exempt staff members are exempt from the minimum wage and overti me provisions of the Fair
Labor Sandards Act (FLSA. This exemption is determined by evaluating the duties and
responsbiliti es required of the staff member aganst the crit eria outlined in the FLSA Ajob is
classified as exempt if its duties and resporsibiliti es are primaril y executive, managerial, or
administrative, or if it requires an advanceal educaional degree or knowledge and experience in a
field consdered to be professonal. Exempt staff members fulfil| their duties without afocus on
theamount of time it takes. Therefore, exempt staff members are paid a set salary that does not
vary between pay periods based on the quality or quantity of work, and are not eligible to recave
overti me for hours worked beyond 40 hours in aworkweek.

Non-Exempt Staff

Non-exempt staff members do not qualify, by the nature of their work and responrsibiliti es, for
exemption from the overti me or minimum wage provisions of the FLSA Non-exempt staff
membersare paid by the hour and must recave no less than one and one-half times their regular
rate of pay for hours worked in excess of 40 hours in aworkweek.

Quedions or concerns about staff compensation should be directed to the staff membA © &
immediate supervisor.

Part-Time Staff

Part-time staff members work less than 40 hours per week.

Temporary and Regular Staff

Temporary staff members are norstudents hired to work on a temporary basis, typically on a
fixed, short-term assignmentor from an employment agency Regular staff hae an expectation of
continued employment; however, there is never a guarantee of continued employment.
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8. WORK HOURS AND PAYROLL

By defining work schedue and payroll policies, the Collegepromotes a shared understanding z and
ensures consistency and fairness among staff members z regarding these matters.

Workday

The most common College office hours are 8:00 am. to 5:00 p.m., Monday through Friday.
However, each department determines the hours of work for its staff members as necesary to
staff its operations. Depatments ard supervisors may set and adjust individual staff member
schedules to meet departmenO @@@rational needs The most common full-time schedues total 40
hours per week.

The Collegds workweek generally starts at 12:01 am. Sunday and ends at 12:00 p.m. the
following Saurday. Most work schedules continue throughout the year, but some are parti al year
(for example, nine, 10 or 11-months). Staff members who work such shortened schedues are
considered full-time during the months when they work their full workweek.

Tardiness

Saff members are expected to be at their place of work, prepared to work, during the entir ety of
work hours established by their supervisors. A staff member is tardy if he or she fails to report to
the assighed workplace prepared to work, and at the schedded time. This includes returning
from breaks and mea periods. Each department defines the punctuality standards for its
operationsand communicates them to staff members. Saff members who expect to be late must
notify their supervisors according to depart ment procedures.

Excessve tardiness is grounds for corrective action, up to and including termination of
employment. Supavisors may adjust work schedues to accanmodate a staff membeOs3
scheduding needs However, if a non-exempt staff member is not at work, the individual is not
paid for that time, unless he or she has arranged in advance with their supervisor to use paid time
off, such as vacation or paid sick time.

A non-exempt staff member may not be paid for time not at work z for example, when tardy z and
may not work any hours (such as to compensate for tardiness) without being paid for them. The
staff member must be paid according to the time actually worked, even if this time does not
coincide with the planned work schedue. Time worked outside of schedule must be pre
AppOil OAA AU OEA AipITUAAEBO OOPAOOEOT 08
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Unscheduled Absence

If a staff member takes an absence not scheduled in advance with the supervisor, the staff
member must notify the supervisor and give the expected return date and time.

Ladk of notice to the supervisor for an absene of three consecuive days indicates that the staff
member has abandoned the job and is grounds for termination of employment. Lack of notice
during an absence of less than three days is subject to corrective action, up to and including
termination of employment.

Excessive Absences

Excessve absences including patterns of unexcused absences is subject to corr ective action, up
to and including termination of employment. Excessive absences will be considered based on
operational impact and the needs of the department.

Overtime

Non-exempt staff membersare paid for the hours worked beyond 40 hours in aworkweek at the
rate of one and one-half times their hourly rate. Prior supervisory approval isrequired in order to
work overti me. Overtime is accrued only on hours physically worked unless collectively bargained
otherwise.

Compensatory Time

Non-exempt staff members may receive compensatory time off for the hours worked beyond 40 hours

in a workweek at the rate of one and ondalf times each additional hour worked in lieu of overtime

pay, with prior supervisory approval. Compensatory time maype accumulated to a maximum of 240
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rate of pay. Compensatory time is accrued only on hours physically worked unless collectively

bargained otherwise.

Exempt employees may be granted paid compensatory time at the discretion of their supervisarhis
compensatory time may not be cashed out upon termination.

Reporting Time

Non-exempt staff members are required to report accurately all work hours, as well as paid time
away from work in the Collegetime entry system. Non-exempt staff members are encouraged to
submit each daUsBhours on a daily basis, but are required to report their time no less than semi-
monthly. Exempt staff members must accurately report all paid time away from work on a semi-
monthly basis. Supevisors must approve all time reported by their direct reports in the Colleges
time entry system. Late entry of time will result in pay being issued the following pay period.

Anyone falsifying the reporti ng of time worked or paid time away from work is subject to
corr ective adtion, up to and including termination of Collegeemployment.
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Meal Periods

Meal periods for non-exempt staff members are unpaid and range from a minimum of 30
minutesto a maximum of one hour. However, for certain staff members who are required to
remain on duty or on call through the lunch period, the lunch period is part of the paid work
shift. Saff members are not allowed to shorten or eliminate schedued lunch periods to alter
the beginning or ending of aworkday. In awork period of 7.5 hours or more, a meal period of
at leag 30 minutes must be provided and taken before the end of five hours of work.

Rest Periods

In work situations where staff members are free to move about and visit restrooms from time
totime, formal rest periods are not designated. Therefore, many depart ments do not have
formal rest breaks. However, staff members who are substantially bound to one work site and
to continuous tasks with limited freedom to move about should have a spedific rest break eac
half- day and staff members who work at leag four but less than seven hours per day are
eligible for one such rest break per day.

Reg breaks are paid and do not exceed 15 minutes and may not be accumulated or used to
shorten the beginning or ending of aworkday. Red breaks are scheduled at the discretion of
the supervisor.

Pay Dates

All employees are paid semmonthly on the 15" (or last preceding workday if the 15 falls on a
weekend or holiday) and on the last working day of the month. Hourly employees are paid for time
worked in the previous pay period; i.e., work 9/15z 9/30, payroll processing 10/1 z 10/14, pay

10/15. 4 EA #7111 ACA8O 11 Oi A2:01 a.in.OESunddy/iid edddaE midnight énO  p
Saturday.

Student employees on federal, state work study, and tutors are paid monthly on the 15th of the month.

Time records for hourly employees are due in the Human Resources office no later than 3 working days after the
end of the pay period (the 1% or last working day of the month.)The payroll schedule is published on the HR
website. Thetime record must be completed wth a correct budget code and approved by both the employee
andthe supervisor. Late submission of time records will result in pay being issued the subsequent pay period.
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Direct Deposit

Direc deposit is the standard method of paying staff through the Collegds payroll system. Staff
members who elect direct depost will have their pay deposted into their bank accourt on pay
day, even if a staff member is absent from work or inclement weather closures Saff members
with direct deposit are able to split their payched between multi ple bank accourts.

Individual paycheck and tax documentscan be viewed online and printed through the ADP
Workforce Now Portal.

Exempt Pay Deductions

Saff members in positi ons classfied as @xemptéin accadance with the Fair Labor Standards
Act (FLSA receve amonthly saary that does not vary based on the amount or quality of
work performed and does not vary between pay periods. However, the FLSA identifi es several
situations where it is appropriate to deduct from an exempt staff membersépay; these
situations are:

£ Absences for one or more full days for personal reasons other than sickness or disability

EZ Absences for one or more full days due to sickness or disability if deductions are made
under abona fide plan, policy or practice of providing wage-replacement benefits for these
types of absences

Unpaid discplinary leaves or suspensions of one or more full days imposed in good

faith for violations of serious workplace conduct rules

Full or partial day absences for a Family and Medical Leave Act (FMLA) qualifyi ng absence

Parti al week worked during the first or last week of the staff membeOsSemployment, and

MWW ™

Pendti es imposed in good faith for violating safety rules of Gnajor significance.d

Garnishment of Wages

Travel
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Expenses

Employees will beadvanced orreimbursed for authorized College relatecexpenses and travel in
accordance with the College Business Office ProcedureBavel must be a minimum of 15 miles
from the principle place of employment utilizing the mostefficient cost-efficient manner possible

i.e. travel out of state in a private ar cannot exceed the cost of a commercial fighReimbursement
will be made based on the least expensive form of travel taking into consideration the travel time to
reach the destination.

The Presidentmay authorize travel reimbursement for the following purposes:
A To fulfill teaching obligations away from the College
A To transact business of the College, such as fulfilling a contract with other educational
agencies, contacting community and governmental groups, and travel to another College
site.
A To attend educational and professional meetings
To travel with student groups for student activities or classes
A Any other travel the President believes to be in the best interest of the College.

C I
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Non-Employee Travel

Non-college employees, who are called upon taaotribute time and service as consultants or
advisors, may have travel expenses reimbursed as authorized by the President.

Vehicles

College owned vehicles will be used for authorized travel as available. When one is not available,
reimbursement for travel in a private vehicle will be made. The College is not responsible for any
damages that may occur to a private vehicle while traveling on College business.

Motor Pool

The FVCC Motor Pool includes six vehicles that are available for official college business: two cars, two
mini-vans, and two 15passenger buses.Forms to reserve vehicles can be obtained from Don Skare in

Business Services. Faculty members driving velés need to complete the form for each reservation and

i 000 EAOGA A PEI OI AT PU 1T &£ EAOTEAO A OO GAkiGyish@E OA0S O
permitted in college vehicles.

Employeesdriving vehicles need:
E OET O ATl PU TsAterséid @lAéhidle uselpi ieAnBasiness Services

E 3ECI AA 3AZAOU ! xAOAT AOO &1 0in AT A AiTibpIAOCEITT 1T£&
Office for15-passenger van use
g #1011 AOAEAI AOEOAOS8O 1T EAATOA j#$,q A O AOO OOA

At the LincolnCounty Campus, vehicles are reserved through Continuing Education.

Required Staff Information

Staff members are required to maintain their home addresses and telephone numbers in the
ADP Workforce Now SystemThese phone numbers will be used for any emergency or
disaster notifi cations at the College Saff members must also include a contact, whether a
family member or friend, who could be contacted in case of an emergency. Staff members may
indicate if they do notwish this information to be shared.

A change of name, marit al status, or tax withholding should be reported to the Office of Human
Resources. Name changes must be accompanied by a copy of the Sccial Security card bearing
the new name to be used in the payroll system.

It isimportant to notify the Office of Human Resouces of any change in family circumstances
that will affect those who are covered by or who are beneficiaries of the staff membeOsd
bené€fits and retirement plans. For retirement plans, staff members must notify the providers
directly.
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9. WORK/ LIFE RESOURCES

The Collegeoffers a number of resources z including an on campusChild Cae, Wellness Program,Tuition
Waivers and otherservices z to help staff members maintain abetter integration between their work and
persond lives.

Child Care
Staff members may use the Early Childhood Center (ECC) on campuschuitdcare. The ECC accepts

children ages sixweeks old to sixyears old. The program is based on developmentally appropriate
practices that meet the needs of each individual child. Fullay and halfday programs are available
based upon space and registration limitations

Notary Services

Business Services, Admissions, and ti&ontinuing Education department provide notary services
for work -related documents.

Flexible Work Arrangements

Flathead Valley CommunityCollegerecogrizes that staff members may face competing demands
from their work and persond lives and supports alternative work arrangements where possible.
Flexible work arrangements are a key component of work/lif e effectiveness and a source of many
addedbenéfits, such asimproved productivity , enhanceal staff engagement, and opportunities for
crosstraining.

An important consideration in setting up a flexible work arrangement is determining how the
work will be completed. Although persond needs are afactor in any such arr angement,
College/department requirements remain the primary consideration.

The approval or denial of arequed for aflexible work arrangement is at the supervisoOsd
discretion. Scheddes may be adjusted during holiday weeks. Any non-exempt staff membeOs3
flexible work schedule cannot exceed 40 hours for any workweek even if the other week of the
pay period has fewer hours. The hours scheduled for work must not exceed those hours budgeted
for the position.

'T Ai DI TUAAGO x1 OE OAEAAOI A 1000 1 AAO 1 PAOAOGET T Al

scheduling cannot interrupt services, and the corresponding humber of hours off can be granted for
the same time period.
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Examples of flexible scheduing with this policy include a schedue in which a staff member works
four days of 10 hours each for atotal of 40 hours in the week. When a staff member uses vacation,
floating holiday, or sick time, the amount of paid time away from work used is equal to the
scheduled work hours for that day.

College Library Privileges

Saff members of the Collegeare granted library borr owing privileges with an authorized
library card.

Cultural and Recreational Opportunities

The Collegeoffers many cultural and recreational opportunities to staff members. It is known for

the quality of its theater and music programs, which staff members may attend at modest cost.

4EA #0O1 ET AOU 0071 COAI 1T £Z#EAOO #EAASO 4 AkopgkiO AT A OE
Sportsteam.

CollegeCouncil

As part of Flathead Valley Community College® charter, the College Coundl, provides service to
the Collegecommunity by advising Collegeleaders on the opinions, concerns, and experiences of
its staff. This takes place in monthly meetings with the President and other College
administrators. Members are regular full-time or part- time staff in good standing. Service on
College Councilis subject to supervisory approval.

Copies and Document Retrieval

Copies of documentsnay be provided at a cost of .25 cents per page and the hourly rate of pay for the
employee providing the service. Proper identification and advance notice must be provided in writing
to the Office of Human ResourcesDocuments will not be released untilproof of identity, written
authorization to release the recordsand payment has been received.

TelephongStaff Directory

The directory for faculty and staff can be found online avww.fvcc.edu/directory
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Phone Directory

General Information: 406-756-3822
FAX:406-756-3815

Kalispell

Admissions (BH 111) 3846
Intramurals (BH 155) 3893
Bookstore (BH164) 3814
Business Services (BH 132) 3831
Chemical Hygiene & InstrSafetyRH 107) 3967
Clouse, Chris (BC 128) Division Director 4326
Computer Lab (BSS 137) 3930
Continuing Education (AT 215) 3832
Counselors (LRC 129) 3880
Crawford, Malinda (LRC 118) Meia Center 3828
Disability Support Services (LRC 129) 3881
ACI A8O . AOGO j " ( puvw( 3920
Early Childhood Center (ECC) 3991
Educational Services (BH 134) 3813
Eldredge, Brad (BH 138)/P of Instruction 3619
Fabel, Cathy (B 102) Nursing Program Asst. 3385
Financial Aid (BH 111) 3849
Hanson, Brenda (BH 114) Dean of Students 3812
Hickethier, Don (RH 143) Division Chair 3877
Human Resources (BH 151) 3804 or 3960
Jaeger, Lowell (AT 231) Division Chair 3907

Marlyn James (BSS 3869) Division ChgqBSS 123) 3869

Jense, Emily (BH 136) 3811
Kelly, Sue (AT 226) 3813
Kujala, Samantha (BC 126) Faculty RelSpec. 4364
Language Arts Lab (LRC 147) 3891

Learning Center (Testing, Accommodations, Advising)
(LRC 129 3880

Library (LRC 102) 3479
Long, Kris (BC 126€D) Division Chair 3901
Math Lab (LRC 148) 3892
Media Center (LRC 117) 3828
Mercury-News Room (Annex 183) 3917
Physical Plant (OT 123JEmergency #: 2123066) 3872
Pippin, Calvin (BH 158) Custodial 471-8700
Placement Office (LRC 130) 3900
Public Information (BH 103) 3912
Rauscher, Dawn (BSS 105) Division Chair 3861
Registration (BH 115) 3851
Reynolds, Toni (OT 132) 3604
Ridenour, Myrna (BC 102 A) Director, Nursing 3997
Schutter, Tressa (Copy Room) 3358
Service Learning (BH 154) 3908
Settle, Melanie (Annex 180) 3809
Student Organizations (BH 160) 3981
Student Services (BH 111) 3852
Transfer Advisor (LRC 129) 3887
Veterans Affairs (LRC 111) 3982

Wade, Pete (OTL08) Director, Career Tech Ed 3968
Writing Lab (LRC 147) 3891
Adjunct Faculty Offices

AT 232 x3383
BC124 x4323, x4324, x4325
BSS 142 x3926

LRC 109 x3630
LRC 142 x3928
RH 165 x3879
RH 175 x4375, x4376

Courtesy Phones

BH Foyer x3608
BSS Foyer x3607
LRC Foyer x3609
RH Foyer x3736
Teleconference Calls

BH 140 x3931
BSS 132 755-1033
BSS 133 x3497
LRC 134 x3927

Lincoln County Campus

225 Commerce Way, Libby, MT 59923
406-293-2721, Toll Free 877-443-5741

FAX NUMBER: 40893-5112, email: Iccinfo@fvcc.edu

Lincoln CountyCampus

Bookstore 221
Front Counter Extra phone/bookstore 237
Front Counter SS Student Services 224
Help Desk (LCC) 877-443-5741
D2L (Canada 24/7) 877-325-7778
Faculty Office 238
Copy Room 231
Conf. Room (Pat) Portable ITV 253
ITV Room # 214 226
ITV Room # 215 222

Student Services 223

Business Services 225

Continuing Education/GED 235
ARC Lab/Tutor232

Receptionist/Online Resources 221

Debbie Huisentruit
Janet Haines

Jan Meadows
Christine SeeEvans
Chris Erskine

Chad Shilling Business Instructor 233
Dorothy Hintz English Instructor 234
Jerry Wandler Adult Basic Education/GED 229
Margie Munts Adult Basic Education/GED 227
Jerry Boltz Welding Instructor 238
David McGuire Custodian/Maintenance 230
Lobby 255
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Academic Calendar Fall Semester 2015

Academic Calendar Spring Semester 2016

August 7 (F)

Tuition Due: Early Registered
Students

January 4 (M)

General Registration Begins: All
Students

Aug 10-Aug 26**

General Registration: Running Start
Students

January 415

Interim Session

Aug 11-Aug 26

General RegistrationNew and
Returning Students

January 7 (Th)

Tuition Due: Early Registered
Students

August 1921 (W-F)

Pick up Reserved Textbooks

January 1315 (W-F)

Pick up Reserved Textbooks

August 20 (Th)

Fall 2015 Admission Deadline (All
admission requirements must be
submitted by this deadline.)

January 18 (M)

Martin Luther King Day Holiday
(College & ECC Closed)

August 24 (M)

College Inservice (College and ECC
Closed)

January 19 (T)

College Inservice (College Closed
from 8 - 10 a.m.; ECC Open)

January 21 (Th)

Semester Begins

August 25(T)

ECC Closed

August 27 (Th)

Semester Begins

January 27 (W)

Last Day to Register or Add Full
Semester Classes without
Instructor's Signature

September 2 (W)

Last Day to Register or Add Full
Semester Classes without Instructor's
Signature

February 3* (W)

Last Day to Return Textbooks for a
Full Refund in College Bookstore

September 7 (M)

Labor Day Holiday (College & ECC
Closed)

February 4 (Th)

Last Day to Add FuHSemester
Classes (Instructor's Permission
Required)

September 8* (T)

Last Day to Return Textbooks for a
Full Refund in College Bookstore

February 4 (Th)

Last Day to Drop FulSemester
Classes and Receive a Partial Refur

September 10 (Th)

Last Day to Add FulSemester Classe
(Instructor's Permission Required)

September 10 (Th)

Last Day to Drop FuHSemester
Classes and Receive a Partial Refunt

February 10 (W)

Last Day to Drop FuHSemester
Classes without a "W" grade
recorded

September 17 (Th)

Last Day to DropFull-Semester
Classes without a "W" grade recorde

February 15 (M)

Presidents’' Day Holiday (No Classe
College & ECC Closed)

February 26 (F)

Graduation Applications Due

October 12 (M)

Columbus Day (Classes WMeet)

March 28-April 1 (M-F)

Spring Break (No Classes)

October 16 (F)

ECC Closed

November 11 (W)

Veterans Day (Classes WMeet)

November 13 (F)

Graduation Applications Due

Early Online Registration Begins,

November 18 (W)

College for a DayNo Classes betweel
8:00 a.m. and 4:50 p.m.; College & E|
Open)

November 19 (Th)

Last Day to Drop or Request/Rescind
an Audit Grade for FulSemester
Classes

November 20 (F)

Early Online Registration Begins,
Spring 2016: Limited Student Access

Novembe 20 (F)

Early Registration Begins, Spring
2016: Sophomores

November 23 (M)

Early Registration Begins, Spring
2016: Returning Students

April 5 (T) Summer 2016: Limited Student
Access
. Early Registration Begins, Summer
April'5 (T) 2016: New and Returning Students
Last Day to Drop or Request/Rescin
April 15 (F) an Audit Grade for Full Semester
Classes
. Early Online Registration Begins, Fa
April 18 (M) 2016: Limited Student Access
. Early Registration Begins, Fall 2016
April 18 (M) Sop%omgres ’
April 19 (T) Early Registration Begins, Fall 2016

Returning Students

November 26, 27 (Th
F)

Thanksgiving Holiday (No Classes;
College & ECC Closed)

April 27 (W)**

Early Registration Begins, Summer
2016: Running Start Students

December 1 (T)

Early RegistrationBegins, Spring
2016: New Students

May 12-13,16-19

Textbook Sell Back in College
Bookstore

May 16-19 (M-Th)

Finals

Early Registration Begins, Spring May 19 (Th) Textbook Rentals Due in Bookste
December 8** (T) ) : ’

2016: Running Start Students May 19 (Th) Semester Ends
December 1011, 14 |Textbook Sell Back in College May 20 (F) Commencement
i Bookstore Spring 2016 Admission Deadline (Al
December 1417 Finals July 14 (Th) admission requirements must be

December 17 (Th)

Textbook Rentals Due in Bookstore

submitted by this deadline.) k

December 17 (Th)

Semester Ends

Dec 24Jan 1

Semester Break (College & ECC

Closed)




Academic Calendar Summer Semester 2016

May 24 (T)

Summer 2016 Admission Deadline
for Sessions A & B (All admission
requirements must be submitted by
this deadline.

Adjunct Faculty

Collaborative Evaluation

May 26-27 (Th, F)

Pick upReservedTextbooks for
Sessions Aand B

Tuition Due: Early Registered

May 27 (F) Students
Memorial Day Holiday (College &
May 30 (M) ECC Closed)
May 31-July 1 SessionA
May 31-August 5 Session B

June 2* (Th)

Last Day to ReturnTextbooks with
receipt for a Full Refund in College
Bookstore for Session A and B

LastDayto Register or Add Ful

June 6 (M) SemesterClasses without
Instructor's Signature--Session B
Last Day to Addrull-Semester
June 14 (T) Classes (Instructor's Permission
Required)--Session B
Last Day toDrop-Full Semester
June 14 (T) Classes and Receive a Refund
Session B (See Refund Schedule)
Last Day to DropFull Semester
June 14 (T) Classes without a "W" grade
recorded--Session B
Fourth of July Holiday Observed
July 4 (M) (College & ECC Closed)
July 5August 5 Session C
Last Day toReturn Textbooks with
July 6* (W) Receipt for a Full Refud in College
Bookstore--Session C Only
July 18 (M) Graduation Applications Due
Last Day to DropClasses or
July20 (W) Request/ Rescind an Audit Grade

for Full -Semester ClassesSession
B

August 35* (W-F)

Textbook SellBackin College
Bookstore

August 5 (F)

Textbook RentalsDue in College
Bookstore by 3:00 p.m.

August 5 (F)

SemesterEnds

Adjunct faculty on the Kalispell campus are observed
and evaluated on a rotation basis by Division Directors
or their designees. On the Libby campus, adjunct
faculty are evaluated by the LCC Director. New adjunct
faculty will be evaluated during their first semester of
teaching. To review the process, a copy of the Adjunct
Evaluation Packet can be obtained from your division
office.

Student evaluations are completed every semester.
Adjunct faculty will be provided instructions on this
online process.

Offices
On the Kalispell campus, the following offices are
available for use by adjunct faculty:

3 '4 ¢gog
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LCC adjunct faculty offices are located in rooms 201
and 203.

The adjunct faculty offices in each instructional
building will be equipped with keys and/or
combination locks. Combination codes are available
from division offices.



"T AOA T &£ 2ACAT 666 o011 EAEAO
Common Values for Gradroint Average Calculations

4EA -TTOATA "TAOA T &£ 2ACAT 006 0711 EAU onmp8u8oh xEEAE xAC(
minimum grade standards for the Montana University System. One of those standards requires that all campuses (including
the communityed 1 ACAOQq AA1 AOI AGA A OOOAAT 080 COAAA PIET O AOAOAC
The following values will be used to determine grade point averages in the MUS effective Fall Semester 2005:

A =40
A- =37
B+=3.3
B =30
B- =27
C+=23

Minimum Course Grades

OAO -TTOATA "TAOA 1T &£ 2ACAT 666 0i1 EAU omp8us8oh AEEAAOEOA

the three community colleges must earn the following minimum grades in order to demonsite their competency and

preparation:
1.! ©31 0 AAOGOAO ET A1l Al AGOGAOG OEAO AOA OOAA AOG AT Al Aj
2.1 O#1 0 AAOOAO ET All Al AOOAO OEAO AOA OOGAA O OAOEOAL
3. AO#H 10 AAOOAO ET All Al AOOGAO OEAO AOA OOAA OI

satisfy the pre-requisites or required courses in )
major, minor, option, or certificate.’3 A1 AAO DOl COAI 0 OAHNOEOA EECEAO OEAT A O

Outdated Course Work

In evaluating coursework from postsecondary instutions, the campuses within the Montana University System will:

1. Guarantee that any postsecondary coursework taken within five (5) years of being admitted or readmitted to the
campus will be included in the transfer analysis of specific required class in a major, minor, option or certificate;

2. Guarantee that any postsecondary coursework taken within fifteen (15) years of being admitted
or readmitted to the campus will be included in the transfer analysis of general education coursework;dn

3. Guarantee that any postsecondary coursewotiken within 15 years of being admitted or readmitted to the
campus will be included in the transfer analysis of elective coursework.

Coursework that falls outside these guaramte periods may be included in the evaluation, at the discretion of the individual
campuses. Since it is a discretionary decision, it cannot be challenged by students.

Campus Hours



On the Kalispell campus, classes are held from 7:00 atm.
10:00 p.m., Monday through Thursday, and until 5:00 p.m.

Friday.

On the Lincoln County campus, classes are held from 8:00
a.m. to 9:00 p.m., Monday through Thursday, and until
4:00 p.m. on Friday. Saturday classes vary throughout the

academic year.

The campuses are closed on Sunday. Evening hours may

vary due to holidays, breaks, etc.

Admissions/Registration
Mondayz Friday 8:00 a.mz 5:00 p.m.

Bookstore
Mondayz Thursday 7:30 a.mz 6:00 p.m.
Friday 7:30 a.mz5:00 p.m.

Business Services
Mondayz Friday 8:00 a.mz 5:00 p.m.
(Closed Wednesdays from 8:00:30 a.m.)

Career Center
Monday z Friday 8:00 a.mz 5:00 p.m.

Coffee Shop (Blake Hall)
Mondayz Thursday 7:30 a.mz 5:00 p.m.
Friday 7:30 a.mz3:00 p.m.

Coffee Cart (Arts & Technology Bldg.)
Mondayz Friday 7:30 a.mz 12:00 p.m.

Computer Labs

Mondayz Thursday 7:00 a.mz 9:30 p.m.
Friday 7:00 a.mz 6:30 p.m.

Saturday 8:30 a.mz 3:30 p.m.

Division Offices (AT 226, BC 126, BC 102, OT 132)

Monday - Friday 8:00 a.mz 5:00 p.m.

%A Cl1 A dCQafeterih O
Mondayz Friday 7:30 a.mz 2:30 p.m.
Breakfast, lunch, and snacks

Educational Services
Mondayz Thursday 8:00 a.mz 5:00 p.m.
Friday 8:00 a.mz 4:00 p.m.

Financial Aid
Mondayz Thursday 8:00 a.mz 5:00 p.m.
Friday 12:00 - 5:00 p.m.

Foundational Math Center
Mondayz Thursday 8:00 a.mz 6:00 p.m.
Friday 8:00 a.mz 4:00 p.m.

Human Resources
Monday z Friday 8:00 a.mz 5:00 p.m.

Information Desk
Mondayz Thursday 8:00 a.mz 6:00 p.m.
Friday 8:00 a.mz 5:00 p.m.

Learning Center
Monday z Friday 8:00 a.mz 5:00 p.m.

Library

Mondayz Thursday 8:00 a.mz 8:00 p.m.
Friday 8:00 a.mz 5:00 p.m.

Saturday 9:00 a.mz 3:00 p.m.

Math Lab
Monday z Friday 8:00 a.mz 5:00 p.m.

Media Center
Mondayz Thursday 8:00 a.mz 7:00 p.m.
Friday 8:00 a.mz 4:00 p.m.

Photocopy Center/Mail Room
Monday z Friday 7:30 a.mz 5:00 p.m.

0OOAOEAAT 060 | EEEAA
Monday z Friday 8:00 a.mz 5:00 p.m.
Language Arts Lab

Monday-Thursday 8:00 a.mz 5:00 p.m.
Friday 8:00 a.mz 3:30 p.m.

Office of Institutional Advancement
Monday z Friday 8:00 a.mz 5:00 p.m.



Clasroom Information

Attendance

Although the college expects all students to attend all sessions of their classes, faculty shall establish their own
attendanceand class makeup policies for courses taught by them. Faculty will distribute course outlines describing
their expectations at the beginning of the course.

Guest Speakers
If guest speakers or resource persons are utilizeldg c~omrr1itments for cqmpensatim for §ervices
may be made without prior approval fromtheZ A A O1 OU | Al AAO8 O OOPAOOEOT 08

Classroom and Schedule Changes o . o o A o S
I Al AOGO 1 AAGET ¢ OEIi A 1T0O0 PIi AAA EO O1 AA AEAT CAA xEOET OC
supervisor at the Kalispell campus or the Divisiomirector at the LCC campus.

Classroom Visitors
Classroom visitors are defined as any individualsitting in on a dass for which they have not
registered. Instructors may allow visits to one otwo class sessions tatheir own discretion. For
more than two visits by the same individual, thevritten approval of the Vice President of
Instruction and Student Services is required.

Course Syllabus

The course syllabus serves as a contract between tmsiructor and the students. Each semester, the syllabus for every
offered course must be reviewed and updated. Submit syllabi electronically to your division office by the end of the
first week of class. The syllabus should be given to students at fiivst class meeting and should be thoroughly
discussed. All faculty are strongly encouraged to use the syllabus template available at on the FVCC website at
http://mww.fvcc.edul/faculty -and-staff/faculty -staff-resources/teaching-excellencecenter/resources-for-faculty.html

Exchange of Student Phone Numbers
$O0A O DOEOAAU EOOOAOh &6## AAAOI OU AT A OOAZEE AOA OT AAI
If you require students to work together on group projects and they need to communicate with one another,
make sure these students exchange phone numbers and/or email addresses during your class. An alternative

approach is to utilize the online learnhg management system D2L to manage group work.

Maintenance
All faculty members are requested to assist inlassroom organizaton. If furniture is moved ina classroom, it must
be returned to the original configuration at the end of cass. Classrooms should be leftean. College policy
prohibits smoking in the classrooms, labs or shops.

NOTE: Please provide Admissions and Records with the names of students who are still registered and not
attending class (No - Shows). Staff will make every effort to contact students immediately to encourage them
to remain in college. Your assistance is essential to this process. Requirements for students receiving V.A.
educational benefits are somewhat different. The V.A. requires that students  attend classes regularly. The
Veteran Affairs office sends out progress reports three times each fall and spring semester and once during
summer semester. It is very important that you respond to their request for information.



College Property

Cdlege property may only be removed from the campus for collegeelated work and with the written

permission of the Vice President of Instruction and Student Services or the President. Such approvals shall be
granted for a specific period of time and purpse and shall be reported to the Business Office for use in
determining insurance adjustments and inventory control.

Committees

Adjunct Faculty Committees

Adjunct faculty members have an opportunity to participate on a variety of committees at the college including:
ECollege Council
ESafety Committee
E &AAOI OU 3A1T AOA

Full-time Faculty Committees
Full-time faculty members have an opportunity to péicipate on a variety of committees at the college including

EAdmissions Review Committee E 00Ol COAI 2A0EAx #1111 EOOAA
E "TAOA 2APOAOAT OAOEOA | 3 Alzdafek Qommitee

E "OACAO #1111 EOOAA  3AEI 1 AOOEED #7111 EOOAA

Z #Ai BDOO ' 00 #1111 EOOAA E 3AAOAE #1111 EOOAAO

E #7111 ACA #1 O1 AEI E 4A1T OOA 2A0EAx #1111 EOOAA
FDevelopmental Education Core Theme FETransfer Prep Core Theme

EE-Learning Committee EUnited WayCommittee

g ' AT AOAT wAOAAOQEIT 4AAI E 7AITTAOO #1171 EOOAA

£ dlessional Development Committee FEWorkforce Prep Core Theme

If you are interested in serving on any of these committees, contact the Faculty Senate Predide Vice President.

Other Committees
EAdjunct Professional DevelopmenCommittee
FWellness Committee
EHoliday Party Committee
FEagle Award Committee

If you are interested in serving on any of these committees, contact the Faculty Seraresident or Vice President.
Curriculum Committee

The Curriculum Committeeestablishes academic policies and procedures for the College, and approves all program
and course proposals and revisions. The committee meets monthly and membership includes the Vice President of
Instruction and Student Services, the Division Chairs, apresentative from the Learning Center, president and vice
president of Faculty Senate, the Dean of Students, the Nursing Director, and the Career and Technical Education
Director. If you have questions about the Curriculum Committee, contact Emily Jeaée&3811 or visit
www.fvcc.edu/curriculumcommittee.



CopyRoomand Mail Services
(406) 756-3358, BH 134, copyroom@fvcc.edu

Photocopy services are available at the Business Office service window in Blake Hall, Room 134. The copy room is
open from 7:30 a.mz 5:00 p.m. Monday through Friday, EXCEPT 8:00 az®:30 a.m. every Wednesday.

Business Services and the copy room are closed 8:00 a.m. 7 9:30 a.m. every Wednesday for a staff meeting.

We suggest and appreciate a 24 hour advance notice to qalete your copy requests. Should you need a request
completed in less than 24 hours, please visit with the copy room attendant to see if your request can be completed
sooner.

Copy requests may be submitted via a Copy Request Form, found on the counteh&mail room, or via email to
copyroom@fvcc.edu Emailed requests must include all necessary informatiosuch as how many copies you need,
when you need them, any special instructions (threéole punch, staplefront to back, etc.), and the department

you are affiliated with. Please indicate if your request is a test. If it is a test, it will be stored in the Educational
Services locked file drawer in the mailroom. All other copy requests will be placed in youampus mailbox or
storage cabinet. For best results, use the actual document as an attachment to your email. Again, please allow 24
hours to complete your request.

The email is checked first thing each morning, several times throughout the day, and beft@aving at night. There

are four people who receive these emails, so if someone is on vacation or ill, your copy request will still be completed.
When the request is completed, we will reply to your email to let you know it is ready to be picked up. Yanalso

call the copy room at (406) 7563358 to make sure we received your request.

For instances when you need last minute copies, we offer copy cards free of charge to staff and faculty. These cards are
designed to work in the coin operated copy machi&s on campus. You can pick one up either through the copy room or
the Business Office in $5, $10, or $20 increments. Cards used strictlydoltegepurposes can be charged to your
department.

*If you have a copy request in the form of textbooks, magazs, or any other copyright items, please be aware that
the copy room is unable to make copies of these items without written permission to copy the material from the
publisher or author. If you are unsure about the copyright laws, please feel free to comeo the copy room and get a
copy of Questions & Answers on Copyright for the Campus Community.


mailto:copyroom@fvcc.edu

Emergency Procedures

Reporting an Emergency:
1. When calling 91-1, give the following information as calmly and precisely as possible:
1 Your full name and the telephone number from which you are calling;
1 The nature and location of the emergency, including information regarding suspects, weapons, etc., as
appropriate;
1 Your locationz the address or building, the room number, area or department;
1 Whatyou know of the number of injured people and their injuries.
Do not hang up until the person answering the call ends the conversation, as responders may need more
information.
Have someone contact the campus emergency coordinator at (406) 24355.
If it is safe to do so, designate someone to meet emergency personnel at the entrance to the building.
Do your best to stay calm, assess the situation, and protect yourself.
Get to a safe place (evacuate or secuire-place)
1 Leave the building immediately if ya hear an alarm, if requested by authorities, or if the building
seems unsafe.
Do not enter an elevator in emergencies or attempt to force open elevator doors.
Warn others around you and assist them if trained to do so.
Do not expose yourself of others taisk by trying to save personal or college property.
As you move, be aware of things that could be damaged, unstable structures, or loose debris, exposed
wires, chemical vapors or spills, smoke and other such hazards.

n
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Other important safely tips:
91 If possible, locate at least two emergency exits in your area,;
T )& EOG8O AAOE AT A Ui O EAOA A £ AOEI ECEOh EAADP EO EAT AL
1 Use the telephone only for emergency purposes.
Other qualified college employees may be called for assistance or referral:
91 Vice President ofinstruction and Student Services: (406)7563811
1 Command Team Coordinator: (406)7563901
91 Director of Maintenance: (406) 2123066, after hours (406) 8900646

The college employs no staff or public safety officers. Police officers have the power to make arrests on viewing crimes
or warrants of violation of state statutes, city and county ordinances, and will do so if necessary.

Standard Emergency Procedures

Medical Incidents
1 Call911.
9 If trained, administer first aid.
1 At the earliest opportunity, call the campus emergency line at (406) 278555.

Fire

Call 911.

If the fire is small, clear the area and, if trained, attempt to bring the fire under control with fire extinguisher.
In add other cases, pull the fire alarm and clear the building.

At the earliest opportunity, call the campus emergency line at (406) 278555.

= =4 -4 -4

Other Emergencies
1 Ifin doubt, alwayscall 911 first.
1 Inany case in which personal dangemnay be present, protect yourself first.
1 Atthe earliest opportunity, call the campus emergency line at (406) 27@555.

NOTE: One you have followed the procedural guidelines, immediately report all emergency calls, accidents, injuries or
loss of collegeproperty to Steve Larson, Director of Physical Facilities at (406) 758821 or in Blake Hall room 122.
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Faculty Absence

Anticipated Asences e o
Anticipated absencesnust be approved in advancebytA AAAOI OU | Al AAO6O OOPAOOEOI O OE
process. Contact HR for instructions on using the ADP website.

Unexpected Absences

In the event of illness or unexpected absence, contact your division office immediately so students can be notified.
Please do not leave a message; instedw, calling the Division Director, the Division Chair, or another division office
until you have spoken with someone who will make arrangements to contact student®eport your absence on the
ADP website as soonsayou are able.Contact HR for instructions on using the ADP website

Faculty Support

Supervision:
All faculty have an immediate supervisor who is responsible for classroom observation and evaluation, approval of

travel requests, and general facultgupport.

Full-time faculty report to the Vice President of Instruction and Student Services.
Adjunct faculty report to one of four directors:
9 Chris Clouse: Director, Educational Services (Math, Science, Health Science, and Lincoln County Campus)
9 Vacant:Director, Educational Services (Business, Social Science, Humanities, Extended Learning)
9 Myrna Ridenour: Director, Nursing
9 Pete Wade: Director, Career and Technical Education

Division Chairs:
The Division Chairperson is thdirst point of contact for all faculty questions and concerns including challenges in
the classroom, assistance with syllabi and teaching methods, and changes in course schedules.

2015-2016 Division Chairs

Business and TechnologyDawn Rauscher
Health Science Kris Long

Humanities - Lowell Jaeger

Math and Science Don Hickethier

Social ScienceMarlyn James

Administrative Support Division Offices

Administrative Assistants & Faculty Relations Specialists support faculty in a variety of ways:
Procuring suppliesneeded to teach

Collecting syllabi

Coordinating student evaluations

Preparing check requests and monitoring budgets

Assisting with professional development requests and making travel arrangements
Proctoring exams and notifying students of class cancellatis

Organizing advisory committee meetingg booking rooms, ordering catering, helping contact members,
collecting agendas and surveys, and taking minutes

Monitoring class waiting lists

Reserving rooms

Providing general clerical support

E R E E ]

E
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Career andTechnical Education:
Toni Reynolds , Administrative Assistant, 7563604, treynolds@fvcc.edu

Humanities, Social Science and Business Divisions:
Sue Kelly, Faculty Relations Specialist, 758813, skelly@fvcc.edu

Math, Science, and Health Scierg®isions:
Samantha Kujala, Faculty Relations Specialist, 758364, skujala@fvcc.edu

Nursing Division:
Cathy Fabel, Administrative Assistant, 7563385, cfabel@fvcc.edu

Field Trips

FVCC encourages field trips when these opportunities areell-planned and utilized to the fullest extent by the
instructional staff. Procedures for field trips can be obtained from Division Offices.

At least one week prior to the proposed day trip, instructors must submit® 4 OA OA1 ET ¢ sfofnQdtheVioedD AAT OO
President of Instruction and Student Services. Proposals for overnight trips need to be submitted at least one month in
advance.

If you will need to use FVCC vans for summer semester field trips, put requests in for approval at the beginnifig o
spring semester to assure availability of vehicles.

Grading and Transfer

Submission of Grades

Faculty should submit final grades using the faculty portal. By using this direct grade submission process, grades are

entered directly into CAMS Enterprise, bypassing the authorization process apdstimmediately  on student transcripts. o
ThisoptionalsoAl 1 T xO AAAOI U O A1 OAO OEA O, AGO $AU 1T £ ' OO0AT AAT A,

OEEO ET & OI ACGETT xEIl 11T 111cAO TAAA O1 AA AT OGAOAA OOEIT C
*Please note: Incomplete (1) and Audit (AU) grades canot be entered through this process. An Incomplete Grade

Authorization form or Audit form (prior to Audit deadline) must be submitted to the Registration Office for one of these A
grades to be recorded by the Associate Registrar. These forms are available A A O O &l Ol O E{ AO OE /{ Al
DACAS &1 O AT )T ATi Bl AGA COAAAh OEA O, AGO $AOA 1T &£ ! O0AI

Studentgrade reports are available at the end of each academic semester and are availabler @l financial obligations to
the college are met. Grade reports are available online at www.fvcc.edu (student portal) or students can provide & self
addressed, stamped envelope to the Admissions and Records office.

Students are required to meet cours requirements to receive grades and credits. The courses will not be recorded on
official transcripts unless one of the below grades is received.

All of the campuses that make up the Montana University System have adopted a grading system that inclptieses and
minuses. This means that faculty systeiwide now have the right to award letter grades that include a plus or a minus (i.e.,
B+, B and B or C+, C and-E Students should be aware of the following details; however, faculty members are not tégd
to attach a plus or minus to their letter grades. That flexibility is based on the very important principle that faculty hahe
right to determine grades in their classes, based on their evaluation of student work. The highest grade a studentezan
isan A. An A+ grade is not possible. Pluses and minuses will not be attached to an F. If a student has failed a @ass, th
amount or degree of failure is unimportant.
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GRADE INTERPRETATION GRADE POINTS

A High degree of excellence 4.0
A- 3.7
B+ 3.3
B Above average 3.0
B- 2.7
C+ 2.3
C Average 2.0
G 1.7
D+ 13
D Below average 1.0
D- 0.7
F Failure 0.0
S Satisfactory N/A
»wNOEOAI AT O O1 A O#6 1 O AAOOAO
SA* Satisfactory/Advance N/A

The student has achieved the needed competencies
to advance to a higher level course.

SR* Satisfactory/Repeat N/A
The student has met individual expectations but must
repeat before advancing to a higher level course.

U Unsatisfactory completion of course N/A
I Incomplete N/A
AU Audit N/A
W Withdrawal N/A
Wi Withdrawal by Instructor or

Administrative Withdrawal N/A
NG No Grade N/A

The instructor has not submitted a grade for the student at the time of posting.
* This grading option is only available for developmental courses that can be repeated for credit.

Grade point average

(GPA) is determined by dividing total grade pimts by number of semester hours attempted. S, SA, SR, U, I, W, WI,
AU and NG grades are not included in the calculations. If the course has been repeated, the last grade received in
a course will be used to calculate the GPA with the exception of W, YWU, NG or | grades.

If a student receives a grade he/she feels is inaccurate or inequitable, the student should consult with the instructor.

Only the instructor can initiate a grade change. This is done by completing a grade change form and filing it with the
Admissionsand2 AAT OAO / AZLZEAAS8 4EA AEAT CA xEIl APPAAO 11 OEA
any other notice of the correction. If the student feels the situation has not been resolved equitably, he/she should

review the Student Appeals Procedel Copies of this procedure are available by calling the Dean of Students at (406)
756-3812.

As of fall semester 2011 , the maximum time frame to petition a revision/change to student transcripts or records is
within two years of the semester inquestion. The maximum time frame to petition adjustments to records prior to
fall semester 2011 is within 10 years of the semester in question.

Satisfactory/Unsatisfactory

3AOEOAAAQI OUT51 OAOEOAAAQI OU j O3 T 5fihqinsfudtarAAlimiCof 2€emés@A E1 A A
AOAAEOO COAAAA 036 i Au Al OI O OI xAOA Al AOOIi AEAOCA AAGOA
Note:4 OAT OEAO OOOAAT OO I OOO AEAAE OEAEO OOAT OZEZAO ET OOEO
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Incomplete
LT ET AT T Bl Adiverjwhan,dndhe qoididnfofithe instructor, there is strong probability the student can
complete the coursewithout retaking it 8 yi Al AAOGAOG EO j O0)6 COAAAQ EO CEO/
following guidelines:
1 The student has been in attendance and doing passing work up to three weeks before the end of the semester;
1 The student is unable to complete the requirements of the course on time because of extenuating circumstances, i.e.,
illness, death or iliness inlhe immediate family, family emergencies, or military orders;
9 The instructor sets the conditions for the completion of the course work including the time period within which the
work must be made up (Due date for makeip);
9 4EA ET OO0OAOI Oad®AdthdiZatdifarm viHich gpdcibes theourse work that must be made up as
well as the time period within which the work must be completed. A copy of this form must be attached to the
ET OOOOAOTI 060 GCOAAA O 6OAON
9!17 O)6 COAAA OEAIINT IAGE © A/kQA| IOPAIxA OEAT OAicAOOAO OGEA O)o6 C
instructor sets a shorter time period.
q9!'17 O0)6 COAAA AiT OAOOO O6i A Z£AEI OOA j 6&d6q EAZ EO EO 1160
T4EA O)6 jETATI DI AGAQ 1600 AA Al ADAGEGIARR O@BDA OE)O0d OCE
changes the grade with the Grade Change Form which must be submitted to the Admissions and Records Office.

Audit

A student who audits a course attends class but does not receive credit for the course. Totaaidourse, a student

must register for the course, complete an audit form and submit the form to the Admissions and Records Office by

OEA AAOA 1 EOOAA ET OEA AAAAAT EA AAI ATAAO 11T PACA ¢ 1O
abOl OAT EO OANOEOAA AAEI OA A OOOAAT O T Au AOAEO A Al AOC
transcript for this course. Full tuition and fees are charged for course audits. The audit grade cannot be changed to a

letter grade once grade€ AOA AAAT DI OOAA O OEA OOOAAT 660 OOAT OAOEDC
statement from the instructor and the student rescinding the audit grade option must be submitted to the

Admissions and Records Officky the 75% point of cour se. 3 OOAAT 0O OAAAEOEIT ¢ AZ£ET Al AEAI
should check with the Financial Aid Office before auditing a course.

Final Exams

The final exam schedule is incorporated into the college calendar. All courses must have a final exam or fingépto
and these must be given at the assigned time. The final exam schedule is distributed to all faculty and can also be
found on the FVCC website. Beginning in fall 2014, the exam schedule for fall and spring will be four days and all
exams are to bagiven during this time including evening/night classes. Summer semester final exams are given
during the last class meeting. Exceptions to the final exam schedule must be approved in advance by the Vice
President of Instruction and Student Services.

Grade Changes
If a student receives a grade he/she feels is inaccurate or inequitable, the student should see his/her instructor. Only

the instructor can initiate a grade change by filling out a Grade Change Form and submitting it to the Registration
OffiA A 8 4AEEO AEAT CA xEi 1 APPAAO 11 OEA OOOAAT 080 OOAT OAC
equitably, refer to the Student Appeals Policy in the FVCC catalog.

Withdrawal

A withdrawal is initiated by a student who wishes to dropa course. The effective date of withdrawal is the date the

drop form is received by the Admissions and Records Office. Refunds, etcetera, are governed by regulations in effect )
iT OEAO AAOAS YT T OAAO O D OAOA schpt, ghe B iedpi@Otd drofEdé diassA DD A A
during its refund period.

To withdraw from a course lasting the full semester, the student must have a schedule change form on file in the

Admissions and Records Office by the date listed on the academic calenglapage 2. The student can withdraw
from short or late starting courses until the 75% point of the course.

Failing to attend class DOES NOT constitute withdrawal.
14



Withdrawal by Instructor
4E/§ 07) 6 c;OAA}\ i AU AA EOOOAApnly@v@nen@Ee&uatihgéc@c&r@s&r@és'l’pﬂohibit&fE OEA
OOOAAT O mOiT i ATipPlI AOET ¢ OEA Al OOOAsS 4EEO COAAA EO 1160

Medical Withdrawal
A student may be eligible to withdraw from college classes due to ceitamedical conditions (applies to student or
immediate family member only).

In order to qualify for this benefit, a student must complete an official withdrawal form, accompanied by medical
documentation, signed by a doctor and attesting to an inabilityp complete classes due to health problems. Submit

these two items to the Admissions and Records Office with a completed medical withdrawal form. Forms are

available in the Almissions and Records OfficeThe documents will be reviewed, and if they arapproved, all grades

£l O OEA OAI AGOGAO ET NOAOOEIT xEIl AA OAi1T OAA AT A OAPI A
OOOAAT 06 O e kehds@EryQestidnd O

1. Options for Students

#EAT CAO ET 3 OO0AAT 6060 3AEAAOQI A

Any changesiM OOOAAT 660 OAEAAOI A AZOAO EATOEA EAO 11T AA ATl DI
with the Drop/Add form available from the Registration Office. After the first week of class, all changes will be

processed, but only after all required ginatures have been obtained. The class change can only be accomplished

when this completed form is returned to the Registration Office. The last day to submit schedule changes is listed in

the academic calendar which is posted pages 2 and 3 of the Fv@@lag.

Concurrent enrollmentThe college course is taught, usually at the high school, to a class of high school students by an
appropriately qualified college faculty member, or, more commonly, by an appropriately qualified high school
teacher serving as an adjunct faculty member.

A concurrent enrollment faculty liaisorwill work in collaboration with the Coordinator of High School Relations and
the high school teacher to ensure appropriate rigor and quality is maintained for classes taught at the high school for
which the studentsare receiving college credit. The faculty liaison will:
T#1 11 AAT OAOA xEOE S$EOEOEIT S$EOAAOI O AT A 001 COAIi S$EOA
credentials are appropriate
1 Meet with the high school teacher before the class is offered to revieasurse outcomes, syllabus
development, expectations for content and books, and any specific assessment (general education
assessment, exam, paper, project, etc.) that will be required.
1 Verify that the syllabus at the high school matches the learnirautcomes and assessment processes as the
same course taught at the college
1 Meet with high school teacher throughout the semester as needed

1 Conduct one classroom observation during the semester

For more information regarding enrollment procedures, contatBeth Romain at (406) 7563847 or
eromain@fvcc.edu.

Course Challenge

The Course Challengallows a student to earn credit for prior learning by taking comprehensive examinations or

performing some other specific demonstration of knowledge or skills, norilly at the current highest level of

knowledge or skills. The subject matter of the course as regularly taught will be thoroughly covered. Course

challenges will be considered on an individual case basis. Only courses listed in the current collegdagitzaay be

considered for challenge, although not all of these courses may be challenged. The student is required to obtain

approval by the instructor who will give the exam, the division chair, and the Vice President of Instruction before
takingthetest# EA1 1 AT CA AOAAEOO xEIl 110 AA COAT OAA A O A Al OcC
transcript.
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Directed Study
Directed study courses are courses currently approved by the Curriculum Committee, included in the current catalog
and taught on an individual basis by instructors at the same level as regularly scheduled courses.

The directed study option can be utilized only in unusual circumstances and is not an alternative to inadequate
planning or inconvenient timing. Only persons who normally teach th courses are expected to teach the directed
study courses. Regular tuition and fees will be charged for every directed study credit. Registration must be
completed within the first three weeks of the semester.

Independent Study
Credits through independent study are available to allowstudents to study in subject areas outside existing courses.

An independent study proposal should include a detailed description stating the objective(s) and the methodology of
research and/or instruction to be employed ly the student and the instructor. An independent study course is
developed with the guidance of a supervising fullime faculty member. The Vice President of Instruction and

Student Services and division chair must approve all independent study proposal&ach credit of independent study
should involve 45 plus hours of study. Regularly scheduled classes are not available for independent study.

Regular tuition and fee costs will be charged for independent study courses, and registration must be comgdit
before starting the course.

A $40 late registration fee will be assessed to students registering for independent study after the third week of the
semester or after the start of the course, whichever is later.

Repeating Courses

Students may repeat ay courses offered by FVCC. However, credits will be granted for the courses only once unless

the catalog lists the classes as repeatable for credit. Each time students take the classes, the grades and credits will be
recorded on their transcripts. Thisinformation will not be removed, but only the last grades and credits will affect

the grade point averages and total number of credits. Ndatter grades such as |, AU, W and WI will not replace

letter grades such as A or Blf students receive £AE1 AT AEAT AEA 1T 0 OAOAOAT 08 AAT AEEC
Financial Aid Office before repeating a course.

OAOA&I Oi ATAA 11 OEA AgAi AAAT I A0 OEA AAOEO &£ O OEA COAA
Except in very unusual cicumstances, theCourse Challengeill be administered by a fulttime faculty person. A
student may not challenge lab or activity courses, with the exception of TASK 090 and CAPP 106. Regular tuition and

fees will be charged for every credit of challeng&egistration must be completed by the third week of the semester.

RunningStart (Dual enrollment for high school juniors and seniors)
Dual enroliment is a broad term for various types of opportunities for high school students to take college
coursework while they are enrolled in high school.

Students at FVCC'he college course is taught on campus or online, by a college faculty member to a class that
includes college students and dual enroliment students.

E Acollege-credit -only course awards college credit, but not high school credit, for a college course taken by
the high school student.

E Adual-credit course awards both high school credit and college credit for a college course taken
by the high school student. (The decision to awardigh school credit for the college course rests with the
school district, provided that the decision is consistent with applicable laws, policies and administrative
rules.)
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Service Learning

The mission of the FVCC Service Learning program is to engag&lshts in community service. Some courses offer

Service Learning components in which students volunteer 15 hours of community service with ngavofit agencies

or schools whose work reinforces learning in the classroom. Agency supervisors evaluate @ & AT 008 x1 OE A
evaluation is used by the instructors as part of assigned course work. Upon completion, students receive special
designation on their transcripts.

Transfer to Other Institutions

FVCC is fully accredited, enabling students to transfer to other colleges or universities with ease. Courses numbered
100 or above are considered transfer courses. FVCC keeps in frequent contact with other Montana colleges and
universities in order to accanmodate changes in curriculum and programs and to provide the best advising to
students. Written transfer agreements with all six Montana University System units, as well as many other colleges
and universities, are available from advisors or in the Admgons Office.

Regardless of the number of credits earned at FVCC, the number accepted toward a degree at another institution is
determined by the institution awarding the degree. A student will be expected to meet the program requirements in
effect at he institution to which he/she transfers. A FVCC student who has completed the FVCC general education
AT OA OANOEOAI AT 66 AAT OOAT 0O&ZAO O1 AT U -1T10AT A 51 EOAOOE
lower division core requirements havebeen met.

Contact the Learning Center at (406) 75887 for transfer assistance.

Transfer of Credits to FVCC

Students wishing to transfer credits to Flathead Valley Community College must:

1. have a completed application on file in the Admissior@ffice; and

2. arrange to have an official transcript of previously attended institutions mailed to the FVCC Admissions and

Records Office. Transcripts should be submitted at least 30 days before the semester begins. Credits will be

evaluated by the Almissions and Records Office and accepted according to current scholastic standards. Students

will be given written notification of the evaluation. The number of credits accepted will be posted EA OOOAAT C
FVCC transcript.

Institutional Advancement(406) 756 -3914, BH 102

The Office of Institutional Advancement (IA) looks forward to supporting faculty and instructional programs through its
two primary responsibilities at FVCC: PMarketing and Communications (internal and gternal)
PResource Development (private fundraising and grants).

The Marketing and Communications team will partner with faculty on the following services: promotional and informational
tools for programs and events, including brochures, fliers, annuaports, alumni newsletter, fact books and view books; all
advertising, including print, radio, TV; photography; writing and distributing press releases and public service
announcements; developing and maintaining the FVCC Web site; datamping and disphying posters and fliers throughout
the campus buildings; coordinating requests for wall space and tables for Blake Hall; and production of the Privy Pressgell
business cards and name tagBusiness cards are provided to fultime faculty only.

The Associate Director of Marketingcoordinates all activities with the media. Any faculty who is contacted by the media,
including radio, television, newspaper, magazine and internet reporters, should contact Katie White for support and direction
at 756-3668 or kwhite@fvcc.edu.

The Web Content Specialist coordinates and updates all FVCC webpage content. Contact Allison Smeltz at asmeltz@fvcc.edu.

The Resource Development team secures private dollars to support student scholarships and instructionalgmams
and solicits funds through grants to support priority academic programs and needs at FVCC.
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The Associate Director of the FVCC Foundation works with faculty when funds have been donated for specific
instructional programs through the Employee Givindund and in partnership on Foundation events and activities. Sue
Evans can be reached at 758963 or sevans@fvcc.edu.

Each fall, the FVCC Foundation provides Enhancement Grants of up to $5,000 to FVCC faculty or staff through a
competitive process. Te grants provide funding for innovative projects. Information and applications for the grants
can be found on the FVCC Web site at http://iww.fvcc.edu/foundation.

The Advancement team, under the direction of Colleen Unterreiner at (406) 758914 or colleenu@fvcc.edu, welcomes
the faculty to utilize the talents and opportunities available on the IA staff to promote and improve their areas of study.

Instructional Media Services
(406) 756-3828, LRC 117, media@fvcc.edu

The Media Center provides instructional materials and support services of negrint media required for instructional
and training programs. The Media Center is a service fatflihousing various instructional media materials,
equipment, production facilities and a trained staff. Media Services is also responsible for equipment installed in
classrooms. Available services include:

¥ Audio and video production/duplication E Media library

F Audio-visual equipment F Interactive video

E Notebook computers and data projectors £ Training services (including Nova workstation)

E Classroom scheduling of AV equipment E Preview Facility to review instructional materials

Please make arrangements for services at least 24 hours in advance (2-3 days in advance during summer
session). Requests may be made in person, vianail, via voicemail, or campus mail. Requests for equipment used
on campus ouside of office hours will be honored if made in advance. To check out a key for the Nova station, a
library card and advanced training from the Media Center personnel are required.

When scheduling requests please include:
E Full name
£ Date and time ofthe class
E When the class ends
E The room number
E What the request is for, i.e. equipment, specific program, etc.

Courtesies:
F Do not remove equipment from classrooms
Z! OE &£ O COEAAT AA EA£ UI O AT160 ETTx ETx ANOEDI AT O xI OF
E Report equipmentmalfunctions
F Remember to cancel scheduled requests if not needed.
F For more specific information about Media Services, please visit the web page at
www.fvcc.edu/current -students/student -resources/media-center.html or contact the Media Services st

Media Services at the Lincoln County Campus may be arranged through the Continuing Education Office.
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Instructional Technology

The college provides assistance and training for faculty wishing to incorporate technology in the classroom. A
wide range of tools including hardware and software are available for faculty use. The Instructional Technology
Specialist will help you learn the attributes of these tools and how they can help you in the classroom.

Eagle Online is the learning managememtystem for delivery of online and hybrid courses, as well for
supplementing face to face instruction. Eagle Online operates on the Desire2Learn platform.

For more information, contact Sarah Benedict, Instructional Technology Specialist at 78821.

Keys

Full-time faculty may obtain keys for the outside doors of the main instructional buildings and classrooms by
completing a Key Requisition Form in Division Offices: AT 226, BC 126, BC 102, OT 132.

9 The requisition is forwarded to the Business Officéor key issuance.

1 Keys for the Nova stations, located in many classrooms may be obtainedratructional Media
Services(LRC 117).

1 On the Lincoln County Campus, keys may be obtained in the Continuing Education Office.

Learning Center(406) 756-3880, LRC129

The Learning Center houses several coordinated services for students:

Adult Learning Centei(406) 756-3884
9 This tuition-free program is offered to those adults 16 and older who wish to improve their skills in
reading, writing, and math and/or prepare for the High School Equivalency TEST (HISET) for a high
school equivalency diploma.

Career, Academic, and Transfer Advising

9 Career, academic and transfer advising services are available at no charge. Students may obtain-fwior
registration asgstance to plan their career direction and program of study. All degreseeking/full -time
students are assigned a faculty or academic advisor to provide @oing academic assistance.

1 Community members and high school students who are not FVCC students @so welcome to utilize
career exploration and academic advising services to discuss educational needs and career plans.

1 Additional resources available include a library of career, employment, and college information, access to
computers, computerized caeer information systems and labor market information, and web links to
nationwide career, college, and employment resources.

Disability Services (406) 758881
1 Anadvocate provides information and assistance for all students with disabilities (includingtudents
with learning disabilities). Services include priority registration, note taking, taping, tests on tape,
interpreting, classroom scheduling, liaison with faculty, advocacy and support groups. Special testing and
consultation to help determine leaning strengths and tutoring are available to students with learning
disabilities.

Guidance and Counseling
9 Faculty is encouraged to refer students to free, professional, and confidential counseling available on campus
if they feel a student may be having difficulty academically and/or personally.
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Language Arts Lab, LRC 147 (406)73891
M Professional tutors ard computer-assisted instruction and reference materials are available to help all
students with writing assignments or to assist in specialized language arts areas such as writing, reading,
spelling, vocabulary and grammatr.

Placement Services (406) 75800
9 The Career Development Coordinator provides assistance to employers, students, and alumni in
conducting employee and employment searches. The coordinator will also assist in the preparation of job
applications, resumes, cover letters, and job intervies.

Supplemental Instruction
M Supplemental instruction is free to students and offered in a variety of courses.

STEM Lab (406) 758892, LRC 148
M A professional STEM tutor is available to help all students taking any STEd&lated course.

Testing
M The folowing tests are administered at the Learning Resource Center: COMPASS, HISET, ACT, SAT,
Testing in Adult Basic Education

TRIO/Student Support Services (SSS)
1 &6##60 42)/ ¥333 DPOI COAI 11T AAOGAA ET OE-AlghlAAOT ET C #
students (low-income, first-generation or disabled students) with free academic and support services
including academic tutoring, financial aid assistance, financial literacy, academic and transfer advising,
career awareness, counseling, disability supporeind assistance in applying for admission to and
securing financial aid at fouryear higher education institutions.

Library Services(406) 756- 3856, LRC 102

The FVCC Library is housed in the Learning Resource Center. It is open Mond&sturday (se hours on previous
page). The Lincoln County Library serves as the LCC Library in Eureka, Libby, and Troy.

The FVCC Library offers the following services:
1 Assistance in selecting library materials to support faculty instruction.
1 Referenceand reader adiisory services.

9 Instruction in the use of the Library for faculty and/or students. Tours and orientation sessions can be arranged
with Library staff and are encouraged.

T O3AAOAT CAO EOI 006 OAEI T OAA O1 1 AAO OERT RAAAOGET & OOOAAE
identify and locate information in the library.

1 Interlibrary Loan Service. The FVCUObrary is a member of OCL@, consortium of over 69,000 different libraries.

Our OCLC link facilitates the borrowing of materials ndteld by the FVCC library. Open use of the OCLC or online
WORLD computer catalog to search over 42 million items is encouraged.

1 Internet workstations feature full-text periodical databasesEBSCO, NEWSBANK, ProQuest Science JOUurSHRS
Knowledge Soure and JSTOR Encyclopedia

20



Reserve book service. You may place either your personal educational materials or items from the FVCC Library
collection on reserve for use in the library.

Textbook reserve. The library maintains a collection of most of thexthbooks used in our classes. These are placed
on permanent library use only, reserved for students who do not or cannot purchase the text. Contact the library if
you have a text that you need to place on this reserve.

Photocopier for student use at tercents per copy.

Two quiet study rooms for group study. Study A is available on a scheduled basis. Study B is available on a first
come, firstserved basis.

Web-based online, catalog using SIRS; DYNIX; BISTRO searching platforimcate all items in theFVCC collection.

&' 8 OAOOEAAS #EAAE AO OEA 1 EAOAOUGO EIT &£ Oi AGETT AAOE
campus Business Services Office.

17 sudent-use computers and printer Wireless internet access is also available.

61,000 volumes of chiefly nodfiction curriculum support materials and many popular reading items, plus over 130
periodical subscriptions.

Seating for110 in a variety of settings, including traditional tables, small group rooms, study carrels, and softilege
furniture.

Two quiet study rooms available for group study.
Circulating laptops.
USGS topographical map collection.

Information literacy instructional sessions for classes and students.

Proctoring

Test proctoring is offered for EagleéOnline fully online or hybrid courses, makeup tests, and some
workforce/professional certification tests. FVCC has a secure testing environment with an gite proctor and
an automated scheduling system for students Arrangements can be made for studwgs to test on campus or at
an approved distance location if they live out of the area.

To use the proctoring services, supply the test proctor with the test materials, dates and restrictions, and inform
your students. Everything will be set up for you ad students will schedule testing directly with the test
proctor. Computer based tests and paper/pencil tests can be accommodated.

If you require proctoring for your course, be sure to indicate that requirement in your syllabus.

To set up proctoringfor your course, contact Jodi Harms gharms@fvcc.eduor 756-3888 for details on the
process.
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Professional Development

Professional development for fulltime and adjunct faculty is highly encouraged. Severahe&ampus opportunities
are offered each semester through the Teaching Excellence Center.

Full time faculty requests for funds for offcampus professional development are processed via the Professional
Development Committee. The forms can be obtained from your division chair and/or division office. The request
requires an approval from your dvision chair and the fulttime faculty Professional Development Committee.

Adjunct faculty may also request oftampus professional development funding. The form for this request can be
obtained from your adjunct faculty union president and/or division office. The request requires approval from the
adjunct faculty professional development committee and the Division Director.

If your professional development request requires travel, the division office will assist yowith your plans and
paperwork.

Purchasing Procedures

In order to ensure compliance with all Federal and State laws and college policies, purchase of supplies, materials,
equipment and contractual services for the college will be made by the Business Services Office. All funds received,
regardless of their ®urce, are considered to be college funds. The Business Services office has the sole authority for
ordering supplies, materials, equipment and contractual services.

According to college policy, purchaseshade without proper approval may become the persaal obligation of the person
originating such a purchase.

General Purchasing Guidelines
E Only Business Services personnel are allowed to set up accounts with new vendors.

E All requests for purchases are to be processed lye division office.

E Actual purchase and delivery of items will be arranged by Business Services for online purchases, general office
supplies, and furnishings.

F Reimbursement requests are to be processed by division offices.

F Full-time faculty are allowed to request purchasswithin their approved budget authority in
collaboration with their division chair and as approved by the Vice President of Instruction and
Student Services.

E Adjunct faculty must obtain prior approval for purchases from their division director. The
exception is for smaltdollar-amount (less than $50)tems needed for immediate use in the classroom.

Books
Faculty should see the division chairs regardintgextbooks.

General Supplies
All general supplies are available from division offices. A general supplies cabinet, located in the mail room, is

kept stocked with a variety of materials for your use.

Lab Fees
If lab fees have been collected for a course, contact your division office for amount of funds and purchasing
procedures.
22



Student Information and Resources

Academic Probation and Dismissal

A degreeseeking student will be placed on academic probation anytime his/her cumulative grade point average (GPA)
falls below 2.0.

A student on probation will be required to meet with a retention advisor before starting the next semester to discuss
academic goals and barriers and ways to achieve the goals. A review of the academic assistance available at FVCC and the
development of a plan to assist the individual in achieving his/her academic goals will also take place.

If a student fails to improve his/her GPA each term while on academic probation, he/she will have two optionsto choose
academic suspension for a period of no less than one year or agree to a plan of extensive remediation developed by the
college. If remediation is unsuccessful df the student fails to comply with the prescribed plan, he/she will be suspended
immediately for no less than one year. A student reinstated after being on academic suspension will be required to meet
with a retention advisor prior to registering eachsemester.

I'TARA A OOOAAT 6860 AOI O1I AGEOGA 'o0! EI DOT OAO OI A ¢8m 10 AAGO
suspension status and will no longer be required to meet with a retention advisor.

Behavioral Intervention Team(BIT)

&6##60 ")Y4 EO A "AEAOET OAl )1 OAOOAT GET 1 4AAI OEAO OAOGEAx
course of action to support the student and intervene before the behavior escalates. If you sense something that does

not seem right, the teamasks that you say something to the FVCC BIT Coordinator at (406)73812 or submit a BIT

Referral Form. Every member of the community helps to keep our campus healthy and safe.

Discipline in the Classroom

Disruptive students

Let students know at the beginning of the semester that they are to be respectful and courteous in class. Students are
expected to behave as adults. Set clearly defined classroom rules that@msistently reviewed and applied. Engage
OOOAAT Odhdy uding éffkdtiv® teaching behaviors and challenging curriculum content. Individualize

instruction and adapt assessment techniques to individual needs. Always provide feedback concerning student
academic and behavioral progress in a constructive ambsitive manner.

Inform students that there is zero tolerance for violence and verbal or physical abuse. Any student who deliberately
disrupts a class may be subject to immediate removal from that class by the authority of the faculty. Tell the student
specifically why his/her behavior is objectionable or unacceptable, or how it is a violation of student conduct.
Adequately warn students of the possible consequences of their actions. If students are disruptive in class, ask them
to stop their behavior. If the behavior continues, request that the student leave the classroom. Do not become angry.
If the student refuses to leave, then have the class take a break and leave the room to find assistance from
administration, maintenance or another faculty nember.

If the student appears to be violent, end the class and leave the room. Go to the nearest phone and call 911
for police assistance. Always put your safety and that of your class first.

For additional information, contact Brenda Hanson, Dean &tudents, at 7563812 or bhanson@fvcc.edu or your
Division Chair or Division Director.
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Eagle Mail (Collegdssued Student Email)
I #7111 ACA AOOECT AA OOOAAT O Ai Ael AAAT O1T 6 OEAI 1T AA OEA
Valley Community College students. The College reserves the right to send official communications to students by

email with the full expectation that students receive and read emails in a timely fashion. Email may not be used
for unlawful activities.

Students ae expected to check their FVCC Eagle Mail account frequently and consistently to stay current with
College related communications. Students must ensure sufficient space in accounts to allow for email delivery.
Students are required to recognize certain adnmunications as timecritical. Students will not be held responsible
for an interruption in the ability to access a message if system malfunctions or other systemalated problems
prevent timely delivery of, or access to, said message (e.g., power outagesmail system viruses).

&AAOI OU 1 AU AOOGOI A A OOOAAT 060 1T EEEAEAT #1 11 ACA Al AEI
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College network address do so at their own risk. The College is not responsible or liable for any difficulties that

may occur in the proper or timely transmission or access of email forwarded to any unofficial email address. Any

such problems will not absolve tudents of the responsibility to know and comply with the content of official
communications sent to official FVCC student email addresses.

Use of a private account requires students to keep the account active and available to receive messages. Students
who choose to forward FVCC email to a different account are responsible to ensure receipt of official College
communications forwarded to the personal account. FVCC is not responsible nor will be held liable for lost or
deleted email due to account closurg or storage restrictions.

Financial Aid
(406) 756-3849, BH 111

Approximately 73% of FVCC students receive federal, state and/or institutional financial aid. In order for the aid to
be distributed, FVCC must document that students receiving financeid are attending all of their registered classes.
Faculty will receive notification from the Vice President of Instruction to check attendance after the first week of
class. The College may incur tremendous financial liability if funds are distributeditivout proof that a student was

in attendance. Therefore, please report attendance information to the Financial Aid Office by the date indicated.

Students receiving financial aid must meet certain standards to maintain their eligibility:
1 Minimum 2.0 cunulative GPA

AND

1 Complete at least 67% of the attempted courses

I OOOAAT O@® imEediataly sAshehded ifA

1 The student does not pass any courses in a givesim (includes F, U, W, WI, | grades)
OR

9 The student does not have a minimum 1.&rm GPA.

3O0AAT OO #!. .14 OAAREOA &EET AT AEAT AEA A O AOAEOAA Al C
financial aid may be reduced or cancelled. Students may be referred to the Financial Aid Office for more information.
* Students CANNOT receive financial aid for M 061.
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Release of Information

Flathead Valley Community College will release to outside agencies or persons, upon request, the following directory
information:

E $ AfGtieance;

E . Al A E | @ &udy;

E OEI Qi COADPE E $ A Qenificht€s awarded;

£ %laddieds; E 0 A OO EnAdedgizEdadttivitiesand

E #AIDOON sports;

EEnroliment status E (T &nd &é@rds received; and
FEGrade level.

If a student chooses not to have any or all of the directory information released, he/she is required to inform the
Admissions and Records Office in writing, by submitting a Release of Information form available in the Admissions
and Records Office. Theollege will not release other information without written permission, unless subpoenaed by
a court or tribunal of competent jurisdiction.

Students have the right to review and inspect all information pertaining to their educational records, including

admE OOET 1 0 AT A AAAAAI EA OAAT OAOS8 4EA ' AT EOOETTO AT A 2A
wishes to review his/her records. A student may request an amendment to his/her records on the grounds he/she

feels the records are inaccuratemisleading or violate his/her rights. If the amendment is denied, the contents can be
challenged through a hearing process with the Dean of Students.

According to the Family Educational Rights and Privacy AGERPA) regulations, DO OA AT 06 O AAOAAOQEIT 1 £
AA AEOAI T OAA xEOEI OO0 DPOET O xOEOOAT AiT OAT O O OPAAEAEA
file. Students who believe that FVCC is not complying with the requirements of the Family Educationigt&s and

Privacy Act (FERPA) may file complaints in writing to: Family Policy Compliance Office, U.S. Department of Education,

400 Maryland Ave., SW, Washington, D.C. 2028220.

The Family Educational Rights and Privacy Act prohibits disclosure of atsmic information to third parties without
prior written consent of the student. (Exception: the disclosure of educational records, without consent, to another
school in which the studet seeks or intends to enroll.)

Right of Appeals and Grievances

For acomplete description of the Student Appeals Policy, please vigitvw.fvcc.edu/current -students/student -
resources/student-policies.

Student Activities

All faculty members are encouraged to assist students in the initiation of activities in which they share a mutual
interest. Each club that is organized must have a faculty sponsor and must submit a constitution to the Student
Government for approval.

All student clubs interested in fundraising must have their activities approved. They should fill out an application
form and submit it to the Office of Institutional Advancement and the Business Office. The form is available in
Educational Services, or it can be dowwmaded from the Gdrive under Educational Services/Employees/Forms for
Faculty. For any questions concerning fundraising, contact Colleen Unterreiner, Director of Institutional
Advancement, at 7563914.
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Student Code of Conduct

For a complete descripion of the Student Code of Conduct, please visit

Student Consumer Information

Thefollowing information is available to the general public, prospective students and enrolled students. Please refer to
the specific contact information to obtain additional information or to receive printed documentation. This information
may also be requeted in writing or viewed on our web site at www.fvcc.edu.

Campus Security Information
3 #Al DPOO OAAOOEOU biAhnEaRGApDs Skdurdty RAEOEET A OOAOEOOEAO(
74 7A01 ET CO 1 Aorcile difdnged willbe skt via eP@mpus alerts and posted omampus bulletin
boards in a timely manner.

Safety Committee Chair: (406) 756-3901
Dean of Students: (406) 756-3812
LCC Student Services: (406) 293-2721

www.fvce.edu/currentstudents/studentlife/campus-safety.html

Drug & Alcohol Abuse Prevention o
3 $00C AT A-RvCGchtdldgl 01 1 EAU

Counselor: (406) 756-3886
Coordinator, Student Engagement  (406) 756-3981
LCC Student Services: (406) 293-2721

Family Education Rights and Privacy Act (FERPA)
3 300AAT O 2ECEOGVECca#talog AODTI T OEAET EOEAO
Registrar: (406) 756-3846
LCC Stdent Services: (406) 293-2721

Financial Aid Information
72 4 U D ARVCC camalbgE A
Financial Aid Office: (406) 756-3849
www.fvce.edu/admissions/financiahid/types-of-aid/scholarships/

Graduation Completion Rate
9 Institutional Research Analyst (406)756-3365

Refund Policy
ECollege refund policy- FVCC catalog
Business Services Office: (406) 756-3831
Lincoln County Campus: (406) 293-2721
www.fvcc.edu/admissions/registefor-classes/refundpolicy.html

EWithdrawal/Return of Title IV Funds z FVCC catalog
Financial Aid Office: (406) 756-3849
Lincoln County Campus: (406) 293-2721
www.fvcc.edu/admissions/financiahid/rights -responsibilities/withdrawal-policyreturn-of-title -iv-funds.html

Sexual Harassment Policy
F Sexual Harassment Policy FVCC catalog
Vice President of Instructon and Student Serviceq406)756-3894
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Student Health Clini¢406) 756-4331, Fax: (406) 7564374

The Student Health Clinic, funded by the Student Health Fee and located in the Broussard Center, is available to
students enrolled in seven or more creditfor urgent care and general health needs. Fully online, Lincoln County
Campus, and students registered for 46 credits may opt in at Business Services.

Student Health Insurance

Student health insurance is not available through the college.

StudentHousing

Flathead Valley Community College offers limited student housing.he Sprucewood Apartments consist of two
bedroom apartments for single students (two fulltime students per apartment). Fulitime is defined as 12 or
more credits per semester, gcluding summer. Each of the 15 twebedroom apartments includes free Internet
and television access and is furnished with a refrigerator, stove and oven.

Additionally, FVCC maintains an offampus housing list. To obtain a student housing applicatiasr current housing
list, call (406) 756-3942 or visit the Admissions Office in Blake Hall or www.fvce.edu/housing.html

Student Publications

Flathead Valley Community College recognizes that student publications are a valuable aid in establishing and
maintaining an atmosphere of free and responsible discussion and intellectual exploration. They serve as vehicles to
AOET ¢ OOOAAT O AT 1T AAOT O O61 OEA AT11ACA ATi1i1O1TEOUBBO AT A
issues.

As citizens, fudents enjoy the same basic rights and are bound by the same responsibilities as are all citizens. Among
these rights are freedom of speech and freedom of press. The Flathead Valley Community College Board, faculty and
staff shall not exercise editoriakcontrol over student publications, except where specifically provided by FVCC

policies and procedures. The college shall not be deemed to endorse the content of these publications unless so
stated.

Student Rights and Responsibilities
FVCC students areesponsible for knowing the information, policies and procedures outlined in the catalog. The
College reserves the right to make changes as necessary and once those changes are posted online, they are in effect.

Students are encouraged to check onlind attp://www.fvcc.edu/current -students/student-resources/student-
policies.html for the current versions of all policies and procedures.

Veterans Education Programg406) 756-3982, BH 111
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Veterans educational benefits are based on class attendandeEA 6 AOAOAT 06 ! £#£ZAEOO 1 £EFEAA
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progress reports are a requirement of the Veterans Administration, with the intendegurpose of informing our office
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so that payment can be stopped. Failure to report within 30 days may result in the college being charged for

overpayment.

An actual letter grade does not need to be determined for a student before the instructor completes a progress
report. In fact, the first request for progress status may be sent out before an instructor gives a test. Those students
having a grade or attendance problem will be referred to the Learning Resource Center for tutoring and/or
counseling.

&6 ##06 0 6 A OdicAsllocatedBARE D1A. Services include facilitating educational benefits for veterans,
AAPAT AAT
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Waiver of Regulations

Rules and regulations cordined in this catalog have been adopted by the Flathead Valley Community College faculty,
administration, and Board of Trustees and are subject to modification and revision. Students who feel that
extenuating circumstances might justify the waiver of anyallege regulation may file a petition withthe Dean of
Students.

BEFORE YOUR COURSE BEGINS:
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Read over contract letter, sign, and return to Melanie Settle to finalize the hiring process.
Requgsur FVCC Eagle Online course shell for online, hybrid, and/or face to face supplement.
Prepare/update the course syllabus (reference the syllabus template).

Prepaaecourse schedule (outline by week or day topics and/or assignmeatdaily schedule
example is included in the syllabus template).

Identify the course level objectives (as shown on the course profile) and how you will assess those
objectives during the semester for end of semester reporting.

Obtain a copy of the textbook (contact your Division Chair for assistance). You may also request
supplemental instructor materials from the Bookstore. Your Division Chair should hbee t
appropriate contact information for the textbook representative.

Check with the bookstore to be sure books/special resources are correct and ready for student

purchase.
Visit the room where you will be teaching to ensure alires®you need are available and that your
technology iscompatilex EOE OEA O1T 1180 OAAETT 11T CUS8

If using the NOVA station (computer in classroom), make sure that you have a key (from the Media
Center) and can access what you naadthe computer.

Print a roster of students and have a method for taking attendance.

Make enough copies of the syllabus and other handouts for each student, plus a few extras, or use
your FVCC Eagle Online shell to house the syllabustfmient access.

Check with your division office to see if you have received a wait list for your course. If so, you will
use the wait list to determine which students to add (if any) on the first day of class.

Make any special arramgats for the following (your faculty support specialist can help with these):

Guest Speakers

Rooms needed in addition to or at different times than your regular classroom

Field Trippermission forms, schedule transportatio

Media Servigesny special needs for videos or other classroom technology needs

DURING THE SEMESTER:

Submit an electronic copy of your syllabus to your division office by the end of the first week of
classes.

Repattendance for financial aid and veteran student status when prompted by the Financial Aid
Officez you will receive an email notification.

Submit early alert information as needed (optional).

Guide students to complete the courseatial in the student portal and encourage completion
(approximately four weeks prior to end of semester).

Schedule classroom observations (if required).
Check on the status of your course lab fees, request purchases as needed.

AT TH

E END OF SEMESTER:

Submit grades via CAMS.
Complete the course level assessment in CAMS.
Submit General Education assessment data for all General Education courses.
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To Read this Final Exam Schedule: Find the time your class meets for the FIRST TIME of the week.

For example:

1. WRIT 101W-02 meets Monday, Wednesday and Friday at 9:00 — 9:50 AM

2. Look for M 9:00 AM (For Monday at 9:00) on the schedule.

3. That abbreviation appears under Wednesday, December 16™ at 8:00 — 9:50 AM. This is the time the final
for this dass is scheduled.

Time Maonday, Tuesday, Wednesday, Thursday,
December 14™ |  December 157 December 16" December 17"
8:00-9:50 AM M 7:00 AM T 7:00 AM M1 9200 AM T 9:00 AM
i 2:00 AM T 8:00 AM W 9:00 AM R 9:00 AM
F 9:00 AM T9:30 AM
M 9:30 AM R 9:30 AM
W 930 AM
10:00—-11-50 AM M 10:00 AM T 11:00 AM M 11:00 AM T10:00 AM
W 10:00 AM R 11:00 AM M 11:30 AM
T11:30 AM
12:00-1:50 P14 M 1:00 PM T12:00 PM M 12200 PM T 1:00 PM
W 100 PM R 12:00 PM M 12:30 PM T1:30PM
M 130 PM T12:30 PM
R12:30PM
2:00-3:50 PM M 2:00 PM T2:00 FM M 3:00 PM T3:00PM
W 2:00 PM T210FPM W 3:00 PM R 3:00 PM
M 2:30 PM R 2:00 PM M 320 PM T3:30PM
M 330 FPM
4:00—5:50 PM M 4:00 PM T4:00 FM M 500 PM T5:00 PM
W 4:00 PM R 4:00 PM M 530 PM R 500 FPM
M 4:30 PM T4:30PM T5:30 PM
600 -7:50 P M 600 PM T 600 FM M 7:00 PM T7:00 PM
W 500 PM R &:00 PM W 700 PM
M E6:30 PM R &:30 PM W 730 PM

+ Finals will be held in the regular classroom unless otherwise specified by your instructor.
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P& Flathead Valley
|aV4| Community College

Course Name
Course Number
Flathead ValleyCommunity College

COURSE SYLLABUS

Instructor: Instructor Name Term: Fall 2015
Office: Office Number Class Meeting Days: Days
Phone: Office Phone Class Meeting Time
Hours:
E-Mail: Instructor Email @fvcc.edu Class Location: Building and
room
Office Hours: Days and times Lab Location: Building and
room
l. Welcome!

If desired, address your students directly with a statement of welcome (optional).

II.  Course Catalog Description
Description from the catalog (also found on the course profile) (required).

lll.  Course Overview
You can include your personal description of the course (optional).

IV. Course Learning Objectives

List the course objectives from the course profile (required).
You may include additional learning outcomes on your syllabus, but are required to include those on the
master list (required).

V. Course Prerequisites
List prerequisites as found on the corse profile (required).

VI. Course Credits
List the number of credits as found on the course profile (required).

VIl. Required Texts and Materials
Full text citations of all required materials (required)
Required library/library -accessible resources can be desbed here (optional)

VIIIl. Supplementary (Optional) Texts and Materials
Full text citations of any supplementary materials (optional)

IX. Grades

Tell students how they are going to be graded (required). Be as explicit as you can. Telling students how
they will be graded helps them build responsibility for their learning and serves as your contract with them
for the course. You may choose to pride a list of assessments and their relative weight in the semester
total.
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Assessment Percent of Final Grade

e.g., Essay 1 20%
e.g., Midterm 15%
e.g., Group Project 15%
e.g., Essay 2 30%
e.g., Final Exam 20%

100%

Insert your grading scale (equired ). We have provided two templates for your grading scale, one with
straight letter grades and one for plus/minus grading. Feel free to use either one of these, adjusted for your
own grading scale, if different:

Grading Scale (%)

90-100 A
80 -89 B
70-79 Cc
60 - 69 D
0-59 F
Or
Grading Scale (%)
94-100 A
90-93 A-
87-89 B+
84-86 B
80-83 B-
77-79 C+
74-76 C
70-73 G
67-69 D+
64-66 D
60-63 D-
0-59 F

X." OAAA S$EOOAI ET AOEIT 1
You may choose to explain howtudents will learn of their grades (optional).

Example:

Graded assignments in this course will be returned individually roughly one week after submission. You can
access your score at any time using the Student Portal. Please note that scores reportethe Student

Portal are unofficial grades.

X|. Course Policies: Grades

Policies should be presented in an open, friendly manner. Aim to be reasonable and clear in your
explanations. Some policies are required, others are optional.

32



Late Work Policy : Offer specifics about your policy on late work (required).

Example:

There are no makeups for in-class writing, quizzes, the midterm, or the final exam. Essays turned in late
will be assessed a penalty: a halétter grade if it is one day late, or a fulletter grade for 2-7 days late.
Essays will not be accepted if overdue by more than seven days.

Extra Credit Policy : Offer specifics about your policy on extra credit (optional).
Example:
There will be no extra credit offered in this course.

Grades of "Incomplete” : Offer specifics about your policy on incomplete grades (required).

Example:

The current college policy concerning incomplete grades will be followed in this course. Incomplete grades
are given only in situations where unexpected emergenciggevent a student from completing the course
and the remaining work can be completed the next semester. Your instructor is the final authority on
whether you qualify for an incomplete. Incomplete work must be finished by the end of the subsequent
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Rewrite Policy : Offer specifics about your policy on rewrites (optional).

Example:

Rewrites are entirely optional; however, only the formal essay may be rewritten for a revised grads€ote

that an alternate grading rubric will be used for the rewrite, featuring an additional column that evaluates
the changes made.

Group Work Policy : Offer specifics about your policy on group work (optional).

Example:

Everyone must take part in a grop project. All members of a group will receive the same score; that is, the
project is assessed and everyone receives this score. However, that number is only 90% of your grade for
this project. The final 10% is individual, and refers to your teamwork. Evg person in the group will

provide the instructor with a suggested grade for every other member of the group, and the instructor will
assign a grade that is informed by those suggestions. Also, everyone must take part in a group essay. The
grading criteria are the same as the group project. Once formed, groups cannot be altered or switched,
except for reasons of extended hospitalization.

XIl.  Course Palicies: Student Expectations

Disability Access : Offer specifics about the FVCC policy on disability accessquired).

Example:

FVCC is committed to providing reasonable accommodations for all persons with disabilities. Any student
who feels s/he may need an accommodation based on the impact of a disability should contact the
Disabilities Specialist, Anna San Bgo, at 406756-3881. The Office of Disabilities Support Services is
located in the Learning Center, LRC 129.

Attendance Policy : Offer specifics about your expectations for attendance (optional). Will students get
points for attendance? You may also desbe expectations of courtesy here.

Professionalism Policy : Offer specifics about your policy on professionalism or late arrivals (optional).
Example:

Mobile phones, iPodsetc. must be silenced during all classroom and lab lectures. Behavior that disrupts
the learning environment will not be tolerated. Please arrive on time for all class meetings.
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