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INTRODUCTION 

 
Coffeyville Community College is a public, two-
year college governed by a publicly 
elected six-member Board of Trustees  
representing the community college district. 
 
This handbook is designed to assist College 
administrators with communicating important 
employment information to faculty and staff 
members, whether required by law,  
regulation, Board Policy, or practice.  This 
handbook serves as a guide to faculty and staff.  
In order to accommodate the need for a faculty 
and staff handbook, this handbook serves as a 
partial listing of the policies, practices and rules 
adopted by the Board of Trustees. The complete 
Board approved Policy Manual is available in 
the CCC library, Vice Presidents’ offices and the 
Human Resource Office.  
 
Further, this handbook is not to be considered as 
either an express or implied contract 
between the College and the employee.   
Anytime the President is mentioned in this 
handbook, his/her designee is implied.  As a 
condition of employment, employees agree to 
follow rules and regulations which have been 
adopted by the Board.  This handbook may be 
changed or modified and items added or deleted 
at any time as recommended by the President 
and approved by the Board. 
 

VISION 
Coffeyville Community College shall be 
recognized as an institution which serves our 
diverse student population while stimulating 
growth in the economic, intellectual and cultural 
life of the area. 

 
MISSION 

“Coffeyville Community College is dedicated to 
identifying and addressing community and area 

needs, providing accessible, affordable quality 
education and training, and promoting 
opportunities for lifelong learning.” 
 

STRATEGIC DIRECTION 
To fulfill the mission, Coffeyville Community 
College will: 

1. Identify and address community and area needs. 
 
2. Provide accessible, affordable quality education and 

training. 
 
3. Promote opportunities for lifelong learning. 

 

INSTRUCTIONAL PROGRAM 

 

ETHICS  

An educator in the performance of his duties 
shall be accountable for using the current 
scientific knowledge available concerning his 
profession. An educator in the performance of 
his duties shall also:  

 
 Recognize basic dignities of all individuals with 

whom he interacts in the performance of his duties; 
 

 Exercise due care to protect the mental and 
physical safety of students, colleagues and 
subordinates for whom he is responsible; 

 

 Be accountable for maintaining his integrity and 
shall avoid accepting anything of substantial 
value offered by another which is known to be 
or which may appear to be for the purpose of  
influencing his judgment or the performance of 
his duties; 

 

 Accurately represent his qualifications;  
 

 Be responsible to present any subject matter in a 
fair and accurate manner, and 

 

 Extend to students the opportunity for individual 
action in pursuit of learning and shall take steps to 
ensure that the students shall have access to varying 
points of view unless there is just cause to act 
otherwise. 
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FACULTY ABSENCE PROCEDURE 

When an instructor is ill and cannot meet his/her 
classes, he/she shall inform the  office of the 
Vice President for Academic Services and/or the 
switchboard operator by 7:30 a.m.  In no case is 
he/she to cancel his/her class on his/her own 
initiative.  The instructor is responsible for 
planning the learning activities to occur during 
his/her absence.  The general procedure is to 
provide a study assignment for a class or for 
another instructor to cover the lecture if a faculty 
member is absent from class.  The Vice 
President for Academic Services will cooperate 
with the instructor in making these arrangements 
for the class to meet.  The Vice President will be 
responsible for approving all substitutes.  Only 
in unforeseen circumstances will the Vice 
President officially cancel a class.  A leave 
request should be approved at least one week 
prior to the date of absence, or in the case of an 
unexpected absence, be completed immediately 
upon return to work.  The Human Resource 
Director must have the absence information 
upon return from absence in order to keep up-to-
date leave records.  Leave requests are to be 
entered in the Web-Time-Off leave system.    

 
ACADEMIC FREEDOM 

All members of the professional staff are entitled 
to academic freedom.  The Board of Trustees 
believes that academic freedom is necessary for 
the advancement of truth and is a fundamental 
protection of the rights of the teacher and the 
student.  However, professional staff must 
employ restraint, good judgment and 
professional ethics in the exercise of this vital 
freedom. 

The Board of Trustees subscribes to the 
principles of academic freedom as hereby 
defined: 

 Teachers are entitled to freedom in the classroom in 
discussing subject matter when pursued in 
accordance with the approved curriculum, but 

should not introduce controversial matters bearing 
no relation to the subject. 

 
 Teachers are members of a learned profession and 

of an educational institution.  When speaking or 
writing as individuals, they should be free from 
institutional censorship or discipline, but their 
special position in the community imposes special 
obligations.  As persons of learning and as 
educational representatives, they should remember 
that the public may judge their profession and 
institution by their utterances.  Therefore, they 
should at all times be accurate, exercise good 
judgment, demonstrate appropriate restraint, show 
respect for the opinions of others, and make a 
thorough effort to indicate that they are not 
speaking for the College. 

 

GRADUATION - DEGREE OFFERED 

The College offers five types of two-year  
associate degree programs:  Associate in Arts, 
Associate in Applied Science, Associate in 
Science, Associate in General Studies, Associate 
in Applied Science in Technical Studies and 
Certificates of Achievement.  These degrees and 
certificate requirements are outlined in the 
current College catalog. 
 

CURRICULUM DEVELOPMENT 

The Board advocates a policy of continuous 
curriculum study and development.  No program 
of study shall be eliminated or new program 
added without approval of the Board. 
 

CURRICULUM ADOPTION 

No program of study shall be eliminated or new 
program added without approval of the Board. 
 

COURSE SYLLABUS 

A course syllabus is a valuable planning  
document for faculty and students at the  
beginning of a class to serve as a course guide.  
In addition, accrediting agencies have  
requested that a course syllabus outlining each 
course offered by the College be available.  The 
composition of these documents is the 
responsibility of the instructor or instructors 
teaching the course.  Two copies for each course 
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taught each semester shall be provided to the 
Vice President for Academic Services, who in 
turn will forward one copy to the library.  To 
formulate a syllabus, an instructor should 
consider the following information.  The major 
divisions of a syllabus should include the 
following: 
 

1. Course Title     
2. Instructor     
3. Office Location  
4. Office Hours   
5. Prerequisite(s)  
6. Required Texts and Materials  
7. Course Description 
8. Course Objectives 
9. Grading Policy 
10. Attendance Policy 
11. Course Outline/Schedule 
12. Course Competencies                    
     & Expected Learner Outcomes 

 

INSTRUCTIONAL RESOURCES  

Textbook Selection and Adoption: 

Selection of textbooks for use in the College 
shall be a cooperative effort of the instructor and 
the Vice President for Academic Services.  
Textbook needs in various subject matter areas 
will be considered on a cyclical basis. 
 

INSTRUCTION MATERIALS AND  
MEDIA CENTERS  

Purchase Procedures:  

All orders for instructional materials other than 
textbooks, expendable materials and A/V  
rentals will be channeled through the Director of 
Institutional Effectiveness to the Vice President 
for Operations and Finance of the College.  Such 
materials would include all items to be 
catalogued and circulated, e.g., books, filmstrips, 
videos, CD’s, records, slides, maps, posters, etc.  
 
All purchases will be made in accordance with 
Board policies. 

 

RESOURCE SPEAKERS  

The instructors/sponsors and College  
administrators are expected to exercise judgment 
and to investigate fully those who are being 
considered as resource speakers in the College 
and inform the appropriate Vice President prior 
to the scheduled date. 
 

COMMUNITY RESOURCES  

The use of community resource personnel is 
encouraged where a legitimate educational 
objective may be advanced. 
 

FIELD TRIPS AND EXCURSIONS 

The participation of students and their 
instructors, acting as sponsors in field trips, is 
encouraged and considered a desirable aspect of 
the learning experiences available at Coffeyville 
Community College. 
 
Such off-campus class activities as described 
will be organized as field trips only if they 
involve student activities directly related to the 
course area concerned, with specific educational 
objectives relevant to course objectives listed in 
that course syllabus.  They will not include such 
participation activities as athletic games, music 
or drama performances, animal showing or 
judging or similar events. 
  
Generally, field trips within Kansas, or within 
contiguous states, will be approved, but  
exceptions may be made in instances upon  
justification to and approval of the respective 
Vice President. 
  
Requests for field trips should be submitted to 
the Vice President fourteen (14) days prior to the 
anticipated date of departure.  In the event that 
an approved field trip is cancelled, it shall be the 
responsibility of that instructor to advise the 
Vice President without delay in order that 
committed transportation may be released for 
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other use.  Instructors are responsible to advise 
other faculty members not less than seven (7) 
days prior to departure of the anticipated and  
authorized absence of participating students. 
 

STUDENT TOURS 

College-sponsored student tours may be offered 
in accordance with the following policies: 
 

1.  A tour is distinguished from a field trip in that it is 
not an activity in a course, but rather a separate activity 
carrying its own credit and having a course syllabus. 
 
2.  Advanced planning, scheduling and approval must 
be six (6) months in advance for foreign travel, three (3) 
months for travel in the United States and two (2) 
months in advance for travel in Kansas. 
 
3.  At least half of the tour members shall be taking the 
tour for College credit. 
 
4.  The tour sponsor, in organizing a tour, will outline a 
budget, including all anticipated expenses, related to the 
trip. 
 
5.  All tours must pay the College the actual incurred 
cost plus 20% of the cost before they can go.  Cost 
includes publicity cost, any travel expenses, and any 
other related expenses. 
 
6.  Sponsors may be contracted per credit hour provided 
revenues are available after the stipulations above are 
met.  In general, only one (1) sponsor per tour may 
receive compensation.  Tour sponsorship will not be 
counted in over load calculations. 
 
7.  Tours in excess of four (4) days length should be 
scheduled using student vacation periods. 

 

GRADING SYSTEM AND GRADE POINTS  
Instructors may use any of the following letter 
grades: 
 
 
 
 
 
 

Grade GPA/Cr. Hr. Explanation

A 4 Excellent

B 3 Above  
Average

C 2 Average

D 1 Below  
Average

F 0 Failing

I NA Incomplete

W 0 Withdrawal

Cr 0 Credit

 
 

WITHDRAWAL FROM COLLEGE 

A student who wishes to withdraw from the 
College before the end of the semester must 
complete an official Drop form and confer with 
the Instructor, Director of Academic 
Advising/Student’s Academic Advisor, 
Registrar, Director of Financial Aid, and Student 
Account Representative  
(Business Office).  A student remains 
responsible for payment of tuition and fees if the 
withdrawal occurs after the tuition refund dates.  
A student who officially withdraws from 
College before the withdrawal deadline will  
receive a W for each course.  Unless all the steps 
of this procedure have been taken, the student 
does not receive approved withdrawal, and the 
semester grades are recorded as assigned by 
instructors. 
 

INCOMPLETE WORK 

A student who fails to complete all  
requirements of a course by the end of the 
assigned term may request, and by consent of 
the instructor, be awarded an incomplete (I).  
Incomplete grades will not be allowed without a 
minimum of 75% of the class work completed at 
the time the incomplete is given.  Course work 
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receiving an “I” will be entered on the student’s 
transcript.  The student and instructor shall agree 
upon a date by which the course shall be 
completed.  Generally, the time permitted a 
student to complete such work shall not exceed 
one (1) semester following the termination of 
that course.  However, such date shall not 
exceed 12 months/one year from the termination 
of that course.  A written contract as prescribed 
by the College shall be completed by the student 
and the instructor.  Failure to complete the 
course within the allowed time period shall 
result in the instructor converting the “I” grade 
to an “F”.  It is the responsibility of the 
instructor to submit a Change of Grade form 
within ten (10) days after the allotted time for 
completion of the work which will authorize the 
Registrar to make the grade change. 
 

STUDENT RECORDS KEPT BY  
TEACHERS   
Teaching staff members who maintain and 
compile student records for their personal use 
are cautioned not to include in said files any 
material which is prohibited by these rules or 
Board Policy.  Each employee is held  
responsible for the security of any such student 
personnel files and records under their custody 
against inspection or copying by unauthorized 
individuals. 
 
Student records kept by instructional staff will 
be kept in a secure place.  Each employee shall 
periodically screen said records and destroy 
obsolete material. 
 
Records kept by instructional staff at their own 
expense shall not be made available to the  
public, other students or employees of the 
College unless the student is the subject of a 
legitimate discussion by instructional staff in the 
performance of their duty. 

 

 
COMPUTER USE  

Use of College Computers/Privacy Rights 
Computer systems are predominantly for  
educational and professional use only.  All 
information created and stored by staff and 
students shall be subject to unannounced  
monitoring by College administrators.  The 
College prohibits unlawful communications, 
including threats of violence, obscenity, child 
pornography, and harassing communications (as 
defined by law). The College retains the right to 
discipline any student, up to and including 
expulsion and any employee, up to and 
including termination, for violations of this 
policy. 
  

Copyright Policy 

It is the intent of the Board to adhere to the 
provisions of the U.S. copyright law.  The Board 
prohibits unauthorized duplication that violates 
copyright law, licenses or contractual 
agreements in any form.  All College employees 
are expected to obey the United States copyright 
laws in their use of print and audio-visual 
materials and microcomputer software.  Illegal 
copies or sharing of copyrighted software, 
movies, or music may not be made or used on 
equipment owned by the College.  Employees 
who willfully disregard this policy assume all 
liability for their actions.  

Installation 

No software, including freeware or shareware, 
may be installed on any College computer until 
cleared by the Director of Technology.  The  
Director will verify the compatibility of the 
software with existing software and hardware, 
and prescribe installation and de-installation 
procedures.  Freeware and shareware may be 
downloaded only onto workstation floppy disks, 
not hard drives.  Program files must have the 
Director of Technology’s approval to be 
installed on any College server or computer.  
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Students shall not install software on College 
computers or computer systems. 

 
Hardware 

Staff shall not install unapproved hardware on 
College computers, or make changes to software 
settings that support College hardware. 
 

COMPUTER MATERIALS Audits 
The administration may conduct periodic  
audits of software installed on College  
equipment to verify legitimate use. 
 

Ownership of Employee/Student-Produced 
Computer Materials 
Computer materials or devices created as part of 
any assigned College responsibility or classroom 
activity undertaken on school time shall be the 
property of the Board.  The Board retains the 
option to negotiate with a student/employee on 
the marketing and/or sale of materials or devices 
created as part of an assigned responsibility or 
classroom activity. The Board’s rules governing 
ownership of employee or student-produced 
computer materials are on file with the Secretary 
of the Board and are available upon request. 
 

FACULTY PRIVACY – COMPUTER USE 

Employees shall have no expectation of  
privacy when using College e-mail or other  
official communication systems.   Employees 
are encouraged to use computers in a  
professional manner and to use the system  
according to these guidelines or other  
guidelines published by the administration. 
 
Any e-mail or computer application or  
information in College computers or computer 
systems is subject to monitoring by the  
administration.  The College retains the right to 
duplicate any information in the system or on 
any hard drive.  Employees who violate  
College computer policies are subject to  

disciplinary action up to and including  
termination. 

 
EVALUATION OF INSTRUCTIONAL  
PROGRAM   
The Vice President for Academic Services may 
establish, on an ad hoc basis, special curriculum  
committees to study the College's instructional 
program or any part thereof.  The Vice  
President for Academic Services may request a 
report from such committee which shall include 
the committee’s recommendations for any 
proposed changes, modifications or elimination 
of any part of the instructional program.  
 

INSTRUCTIONAL METHODS 

The instructional staff is expected to keep 
abreast of current and innovative teaching 
methods.  Improvement and/or innovations are 
encouraged in the area of instructional methods, 
and the use of new technology in the classroom. 
 

CONTROVERSIAL ISSUES  

If education is to remain a viable force,  
controversial issues cannot be ignored.  Good 
instructional techniques provide, however, that 
adequate preparation on the part of student and 
instructor take place before controversial issues 
are explored.  Every controversy has two or 
more sides; it is therefore imperative that 
instructors ensure that all issues, facets and 
questions of any controversial subject are  
thoroughly studied.  Instructors should be aware 
that controversy may spring from the most 
innocuous beginnings and be prepared for it to 
the best of their ability. 

 
RELIGION IN CURRICULAR OR 
COLLEGE-SPONSORED ACTIVITIES 
Music, art, literature and drama having a 
religious theme or basis are permitted as part of 
the curriculum or as part of a College activity if 
they are presented in a balance and objective 
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manner and are a traditional part of the cultural 
and religious tradition of a particular holiday or 
field of study.  The emphasis on religious 
themes in the arts, literature and history should 
be only as extensive as necessary for a balanced 
and thorough study of these areas.   These 
studies should never foster any particular 
religious tenets or demean any religious beliefs 
or non-beliefs.   
 
Students and staff should be tolerant of each 
other’s religious views.   Students and staff 
members may be excused from participating in 
practices contrary to their religious beliefs 
unless there are clear issues of overriding 
concern which prevent it. 
 

ASSEMBLIES  

The President may schedule assemblies as the 
needs of students and the College dictates. 

 
REGISTRAR 

 

MASTER CALENDAR 

Class schedules are printed and distributed each 
April for the upcoming Summer and Fall 
Semesters and each November for the  
upcoming Spring semester.  Information  
printed in these schedules includes general 
information concerning enrollment procedures, 
the actual class schedule, a Final Exam  
schedule and a MASTER CALENDAR.  The 
MASTER CALENDAR includes, but is not 
limited to, the following information: 
 

1.   Beginning and ending dates of the  
      semester 
2.   Last day for tuition/fee refunds 
3.   Last day to drop/add classes 
4.   Semester Certification Date 
5.   Class Rosters 
6.   Mid-Term of semester 
7.   Enrollment for upcoming semester 
8.   Final Exams 
9.   Final Rosters 

10. Graduation 
11. Last day for book refund and book  
      buy-back at Bookstore 
12. Student I.D.’s 
13. Placement Testing 
14. Office Hours 

 

CHANGE IN REGISTRATION 
If a student wishes to change class time, drop a 
class, or add a class, they must contact the 
Registrar’s Office and complete a Schedule 
Change Form.   The procedures is not finalized 
until the student receives authorized signatures 
on the form including a signature from the 
Registrar’s Office and the student’s academic 
advisor.   
 
Failure to change registration, except according 
to the above procedure, will result in a grade of 
“F” recorded on the permanent record of the 
student.   
 

1.  For any course changes made after the student 
finalizes his/her enrollment, the student must obtain 
initials of the academic advisor and each instructor 
whose class is being dropped or added. 
 
2.  A student who withdraws from a course after the 
20th day of classes will receive a “W” (no grade or 
penalty) for that course. 
 
3.  A student will be allowed to drop a course up to and 
including the Final Drop Day (the last business day of 
the 13th week of the semester) as indicated on the 
Master Calendar.  The last day to drop for Summer 
Sessions will be five (5) business days before the 
beginning of Final Examinations as indicated on the 
Master Calendar. 
 
4.  A student remains responsible for payment of tuition 
and fees if the drop occurs after the tuition refund dates. 
 
 

CLASS ROSTERS 

Rosters are distributed to faculty four (4) times 
each semester for classes beginning the first day 
of the semester (Standard Courses).  
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1. First Official Roster 
2. Semester Certification Roster (20th Day) 
3. Mid-Term Grade Roster 
4. Final Grade Roster 

 
Semester Certification (20th Day) Rosters for 
late-starting classes (Mini Courses) are 
distributed to faculty based upon 25% class 
completion.  Each set of rosters have a message 
and/or a memo attached with instructions.  It is 
extremely important to follow the instructions 
included with each set of rosters. 
 

MID-TERM SEMESTER AND ROSTERS 

Rosters are distributed for assigning grades the 
week before mid-term grades are due in the 
Registrar’s Office.  No mid-term grades are 
mailed to the student from the Registrar’s 
Office.  It is the responsibility of faculty 
advisors to meet with the students they advise to 
discuss mid-term grades, which is a key student 
retention activity. 
 
A report showing the grades of a student will be 
available online through the RAVEN ACCESS 
system at the end of a semester or session.  The 
ability to view and print report cards may be 
unavailable if a student is not in good standing 
with the institution. 
 

GRADUATION 

Ceremonies are held in May each year for 
students completing the Associate Degree or a 
Certificate of Achievement.  Faculty members 
participate in graduation ceremonies held in 
May.  The College provides academic regalia for 
full-time, permanent faculty.  It is the 
responsibility of the faculty members to contact 
the Registrar’s Office no later than October 1 to 
have their academic regalia ordered. 

 
 
 

BOOKSTORE 
BOOK RETURNS 

Students who receive loan of books as part of 
their scholarship must return textbooks by the 
deadline date at the end of the semester.  The 
student’s account will be charged for any  
textbook not returned. 
 
If a student changes or drops a class, the texts 
may be returned under these conditions: 
 

1. Returns must be accompanied by the register receipt 
and the drop slip. New books must be free of all 
markings with pencil or ink. 

 
2. The Bookstore staff is the sole judge in determining 

whether books returned are in new or used 
condition.  Trade books and special orders are not 
returnable. 

 
3. Returns are allowed for two weeks only at the  

beginning of each term and one week for summer 
school. 

 
TEXTBOOKS 

The teaching staff submits book requirements to 
the Bookstore indicating author, title, edition, 
etc.  The Bookstore then proceeds to order the 
books, often taking into account the sales history 
of each title, estimated number of students, etc.  
The Bookstore has no voice in selection of title 
or editions.  Selling prices are determined by the 
publishers. 
 
Reasons the Bookstore may run out of stock are: 
 

1. An unusually large number of enrollments than             
estimated. 
 

2.  A last minute change of instructors in a course. 
 
3. The title is temporarily out of stock at the       

publisher's warehouse. The Bookstore usually                                 
reorders as soon as the shortage is discovered.             
Faculty should continue to check with the          
Bookstore.   
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BUY-BACK 

The Bookstore will buy books for cash at the 
end of each semester if the book is current, in 
good condition and will be used again.  Only 
those books used the previous semester will be 
repurchased.  Times are posted around campus.  
It is the student's responsibility to check on these 
times. 
 

WAYS FACULTY CAN HELP THE 
BOOKSTORE 
 

1. Please order books early by the date requested. Late 
orders cost more and may inconvenience the 
students. 

 
2. Please order only the books you will really need. 
 
3. When ordering books, please be sure to specify all 

the information as to author, title, edition, volume, 
copyright, publisher, book number and when 
needed during the semester.  Also indicate if the 
book is to be a hardback or paperback. 

 
4. Please remember the Bookstore is not an endless 

supply of books.  Books not in stock have to be 
reordered and that requires process and delivery 
time. 

 
5. Make your optional books known to the Bookstore 

before the semester begins.  It is better to have your 
students special order these instead of having a 
stock carried in the store. 

 
6. When class enrollments exceed your original  

expectations, or if your class is cancelled, please 
advise the Bookstore at once. 

 
7. Please remember your remarks in class affect the 

way students buy their books.  Example: 
 

 a. Everyone will need this book to complete 
this course. 

 b. We will only use a couple of chapters of this 
   book. 
 c.  This book is nice to have, but don't really 

need it. 
 
8. If you decide to change a book for the next  

semester, please let the Bookstore know so they can 
dispose of the over stock.  If the book is an old 
edition, please work with the Bookstore closely as 
this affects buy backs. 

 
9. Please be cautious with publishers' representatives.  

Be certain that the new book being promoted meets 
all your requirements before changing the old one.  
If publication date is uncertain before the semester 
starts, beware; your students may start the semester 
without a book. 

 
10. Communication is very important.  Share the facts, 

share the problems and advise the Bookstore so we 
can work together. 

 
11. Faculty may check books out “on loan” from the 

bookstore for up to 30 days.  After that time, the  
department will be charged with the cost of the 
book. 

 
12. All faculty and staff are entitled to a 10% discount 

on all items excluding books.  This pertains to cash 
sales only. 

 

PERSONNEL 

 

GOALS AND OBJECTIVES  

The goals of the personnel policies set forth in 
this policy and rule section are to create the best 
possible educational climate for the students of 
the College.  To this end, these personnel 
policies are designed to prevent 
misunderstanding by the personnel of the 
College about their duties and privileges.  In 
order to further develop a climate of trust and 
understanding, the Board earnestly seeks the 
involvement of all personnel in the  
development of policies affecting their  
positions. 
 

EQUAL OPPORTUNITY EMPLOYMENT 
AND NONDISCRIMINATION  
The Board shall make every attempt to hire its 
employees on the basis of the ability and needs 
of the College. 
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The College shall be an equal opportunity  
employer and shall not discriminate in its  
employment practices and policies with respect 
to compensation, terms, conditions, or  
privileges of employment because of such  
individual’s race, color, religion, sex, age, sexual 
orientation, political affiliation, marital status, 
veterans status, ancestry, citizenship status, 
status as a disabled veteran, genetic information, 
disability, or national origin.  Applicants  
requiring reasonable accommodation to the 
application and/or interview process should 
notify the Human Resources Department. 
  
Inquiries regarding compliance with any  
federal or state program may be directed to 
Director of Human Resources, Coffeyville 
Community College, 400 West 11th Street, 
Coffeyville, KS  67337, (620) 252-7180 or to 
the Director of the Office of Civil Rights, 
Department of Education, Washington, D.C. 
 

IN-SERVICE EDUCATION  

All employees are expected to attend in-service 
education sessions unless excused by the Vice 
President or designated representative.  
Workshops, seminars and similar programs may 
utilize all or a portion of the work day.  On 
occasion these programs may be combined with 
regular staff meetings.  Appropriate personnel 
will be selected to conduct the sessions. 
 

GRIEVANCES 

A grievance is a dispute between an employee 
and the College regarding the interpretation or 
application of this Policy (except matters 
excluded elsewhere in this Policy or matters 
relating to termination and non-renewal of 
employment).  This procedure includes, but is 
not limited to, grievances regarding sexual 
harassment.  Grievances shall be filed by the 
aggrieved employee and processed in  
accordance with the following procedure. 

Level 1 

A grievant shall first take up their grievance 
with their immediate supervisor in private 
informal conference(s) within 15 school days 
after the occurrence of the event upon which a 
grievance is based or after the grievant  
becomes aware of such event.  If the employee 
is dissatisfied with the outcome of the initial 
private conference(s), they may request a  
formal conference with their immediate  
administrative supervisor.  Every effort should 
be made to develop an understanding of the facts 
and the issues in order to create a climate which 
will lead to a solution.  The formal conference 
shall occur within 10 school days of the last 
informal conference. 
 

Level 2 

In the event that the aggrieved person is not 
satisfied with the disposition of their grievance 
at Level 1 or that no decision is reached within 
10 school days after a formal presentation, he 
may appeal the matter in writing to the  
President. 
  
If the grievant appeals the grievance to the 
President, the President or designated  
representative shall confer with the grievant in 
an effort to arrive at a satisfactory solution 
within 10 school days after the appeal has been 
received by the President. 
  
If the grievant does not appeal the grievance to 
the President within 30 school days after the 
formal conference at Level 1, the grievance shall 
automatically be waived. 
 

Level 3 

If the grievance is not adjusted to the  
satisfaction of the grievant or if no decision is 
made thereon within 20 school days after the 
date the grievance was filed with the President 
or designated representative under Level 2, then 
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the grievant may appeal the grievance to the 
Board for the purpose of final adjustment of the 
grievance by submitting a written request to the 
Secretary of the Board within 10 school days 
after the President or designated representative 
has rendered a decision or after the expiration of 
said 20 school days. 
  
If the grievant does not appeal the grievance to 
the Board within 30 school days after the  
formal conference at Level 2, the grievance shall 
automatically be waived. 
  
The Board, upon receipt of a complaint or 
grievance, may assign a hearing officer to hear 
such complaint or grievance and make  
findings and recommendations to the Board.  
Such findings and recommendations shall be 
made to the Board within 10 school days after 
the complaint or grievance has been assigned to 
the hearing officer.  The Board shall rule upon 
such complaint or grievance within 30 school 
days after receipt of the findings and 
recommendations of the hearing officer. 
 

SEXUAL HARASSMENT 

Coffeyville Community College is  
committed to a positive academic and  
employment environment that will foster  
excellence.  Because sexual harassment  
violates the trust and respect essential to the 
preservation of such an environment, and  
because sexual harassment is a form of  
discrimination on the basis of sex, Coffeyville 
Community College hereby specifically  
prohibits any act of sexual harassment. 
For students and employees, the College has 
adopted the following definition of sexual 
harassment: 

 
• When submission to unwelcome advances, requests 

for sexual favors and other verbal or physical 
conduct of a sexual nature are made, either 

explicitly or implicitly, a term or condition of an 
individual’s employment or education; 

 
• When submission to or rejection of unwelcome 

sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature 
are used as the basis for employment or academic 
decisions affecting an individual, or 

 
• When unwelcome sexual advances, requests for 

sexual favors, and other verbal or physical conduct 
of a sexual nature have the purpose or effect of  
unreasonably interfering with an individual’s work 
or academic performance. 

 
A College employee or student who has reason 
to believe that a minor has been abused on 
property owned or leased by the College, or 
while members of the faculty, staff or student 
body are participating in a College-related 
activity off-campus, or who has received a 
report of such alleged abuse, must report this 
information immediately to a Vice President or 
the President. 
 
To report an alleged act of sexual harassment, 
students and/or employees should notify one of 
the following: a College official, advisor, faculty 
member or the campus EEO Office, the Director 
of Human Resources.  Investigation and 
resolution of sexual harassment claims will be 
conducted through the EEO Office.  The 
confidentiality of the reporting party will be 
observed provided it does not interfere with the 
institution’s ability to investigate or take 
corrective action.  Retaliation against anyone 
reporting or thought to have reported sexual 
harassment behavior is prohibited.  Such  
retaliation shall be considered a serious  
violation of the policy and shall be independent 
of whether a charge or informal complaint of 
sexual harassment is substantiated.   
Encouraging others to retaliate also violates the 
policy.  School administrators and staff who fail 
to report, investigate or take appropriate action 
with regard to sexual harassment complaints 
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may face disciplinary action.  Coffeyville 
Community College is committed to having a 
positive learning and working environment for 
its students and employees and will not tolerate 
sexual harassment or sexual violence. 
 

CONFLICT OF INTEREST  

College employees are prohibited from  
engaging in any activity which may be  
construed as a conflict of interest and detract 
from the effective performance of their duties.  
No employee will attempt, during the school day 
or on College property, to sell or endeavor to 
influence any student or College employee to 
buy any product, article, instrument, service or 
other such item which would directly or 
indirectly benefit said College employee if by 
it’s nature will impair the effectiveness of their 
service or job responsibility or becomes 
disruptive.   No College employee will enter into 
a contract for remuneration with the College 
other than a contract for employment unless the 
contract is awarded on the basis of competitive 
bidding. 
 

NEPOTISM  

Efforts will be made when filling a vacant 
position to avoid hiring relatives within the same 
department.  Under no circumstances will 
relatives be hired for positions which would 
require one relative to supervise, evaluate, or 
discipline the other.  In the event marriage takes 
place between two individuals employed in the 
same department and would require one relative 
to supervise, evaluate, or discipline the other, 
one employee should seek employment in either 
another department or outside Coffeyville 
Community College.  Any exception to this 
policy would require written approval from the 
Administration, which approval shall not be 
exercised in a discriminatory fashion but shall be 
based entirely on the immediate needs, 
requirements, workload, and staffing needs 

dictated by the circumstances of the particular 
department involved at the time.  “Relative,” for 
the purpose of this policy, is defined as mother,  
father, brother, sister, husband, wife, son, 
daughter, mother/father-in-law, brother/sister-in-
law, and son/daughter-in-law.  Positions which 
are held by relatives prior to the effective date of 
this policy are “grandfathered.”  As those 
positions are vacated, hiring will be done in 
accordance with the above policy. 

 
STAFF-COMMUNITY RELATIONS  

Participation in Community Activities 
Prior permission must be obtained from the 
appropriate Vice President for participation in 
any community activity which takes place 
during instructional or regularly scheduled work 
time. 
  

POLITICAL ACTIVITIES  

An employee who must be absent from school to 
carry out the duties of a public office must take a 
short, or long-term leave of absence without pay 
for the duration of the political duties. 
 

Politics in the Schools 
Staff members shall not use school time or 
school property for the purpose of furthering the 
interests of any political party, the campaign of 
any political candidate or the advocacy of any 
political issue. 
 

SOLICITATIONS  

Solicitations of Staff Members 

All vendors must secure permission from the 
employee's supervisor to interview a College 
employee.  If any vendor violates this  
procedure, he may be barred from making  
appointments with College employees.  The  
supervisor may also recommend to the  
President not to purchase products or other such 
items from said vendor.  If a vendor violates 
Board Policy and is subsequently barred from 
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soliciting in the College system, the President 
shall send appropriate notices to each supervisor.  
The notice will include the name of the vendor, 
his company and reasons for and length of 
suspension.  The President may bar a vendor 
from soliciting sales from College employees for 
a period of time not to exceed 12 months from 
the date of suspension.  Said notice will be sent 
to the vendor in question and to his immediate 
employer. 
 

EMPLOYEE PERSONNEL FILES KEPT 
BY THE COLLEGE 

Personnel files kept by the College concerning 
College employees shall be under the  
custodianship of the President or Director of 
Human Resources.  An employee has the right to 
inspect his file upon proper notice.  The 
employee shall be notified if material related to 
disciplinary action is placed in his/her folder and 
have the right to attach a written response to 
such material. 
 
Request for release of any personnel record that 
is a public record to a third party shall be made 
in writing and submitted to the appropriate 
supervisor or record custodian for disposition as 
required by law. 
 
Personnel files maintained by the College at the 
College’s expense pertaining to College 
employees are not public records and must not 
be made available to the general public unless 
required by law. 
 

DRUG FREE WORKPLACE  

As a condition of employment in the College, 
employees shall abide by the terms of this 
policy.  The Board believes that maintaining a 
drug free workplace is important in establishing 
an appropriate learning environment for the 
students of the College. 
 

Employees shall not unlawfully manufacture, 
distribute, dispense, possess or use controlled 
substances in the workplace. 
  
Any employee who is convicted under a  
criminal drug statute for a violation occurring in 
the course of their employment or during work 
time must notify the President of the conviction 
within five days after the conviction. 
  
Within 30 days after the notice of conviction is 
received, the College will take appropriate  
action with the employee.  Such action may  
include the initiation of termination  
proceedings, suspension, placement on  
probationary status, or other disciplinary  
action.  Alternatively, or in addition to any 
action short of termination, the employee may 
be required to participate satisfactorily in an 
approved drug abuse assistance or  
rehabilitation program as a condition of  
continued employment.  The employee shall 
bear the cost of participation in such program. 
  
The Board believes that maintaining a drug free 
workplace is important in establishing an 
appropriate learning environment for the 
students of the College.  The unlawful 
manufacture, distribution, dispensing, 
possession or use of a controlled substance by 
any person is prohibited in the College. 
 

SERVICE OF INTOXICATING LIQUORS 
AND BEVERAGES 
The use of intoxicating liquors and beverages 
shall be in accordance with applicable laws, 
rules, regulations and policies of the state of 
Kansas and CCC.   While permitting reasonable 
consumption of alcohol during special events on 
College property, the College encourages 
responsibility on the part of those individuals 
who choose to drink.  Employees, visitors and 
guests have an obligation to make responsible 
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decisions concerning the consumption of alcohol 
and must follow the alcohol service procedures 
of the College. 
 

1.  The service of alcoholic liquor on 
College property must receive written 
approval, in advance, by the President or 
the Vice President for Operations and 
Finance. 

2. When necessary, a temporary permit 
should be applied for and the 
requirements met under the Kansas 
Liquor Control Act. 

3. Alcoholic liquor may only be served or 
consumed on College property which is 
not used for formal classroom 
instruction. 

4. Anyone under the age of 21 is 
prohibited from possessing or 
consuming alcoholic beverages on 
College property. 

5. Alcoholic liquor may only be served or 
consumed at an approved special event. 

6. To prevent alcohol consumption by 
event participants younger than age 
twenty-one, all event attendees will 
register at the event.  Wrist bands will 
be used for all attendees over the age of 
twenty-one. 

7. Every event where alcoholic beverages 
will be served on College property will 
have a designated coordinator who is a 
CCC employee or a supervisor of an 
auxiliary corporation. 

8. The event coordinator must be present at 
the entire event to ensure attendees 
adhere to the operational procedures. 

9. All alcoholic beverage storage 
arrangements for campus events must be 
in lockable areas. 

10. It is the responsibility of the event 
coordinator to manage the distribution 
of alcohol and bartenders. 

11. The college reserves the right for its 
staff, contractors and representatives to 
refuse service to individuals suspected 
of intoxication and to terminate alcohol 
service if necessary.   If the 
unacceptable use of alcohol is by a CCC 
employee, the staff member will be 
disciplined if their use of alcohol 
threatens to create disorder, public 
disturbances, danger to themselves or 
others, or property damage. 

12. There must be bartenders dispensing the 
alcoholic beverages.  The bartenders 
should not be drinking alcoholic 
beverages before or during the service 
time. 

13. When alcohol is offered at an event, 
non-alcoholic beverages must also be 
available. 

14. Hors d’oeuvres or other food must be 
served at an event when alcohol is 
offered. 

15. Bar service may begin no earlier than 
one hour prior to the start of food 
service for the event and must end no 
later than 12:30 a.m. 

16. Depending upon the event, the President 
or Vice President for Operations and 
Finance could require a dedicated 
security officer. 

17. If a security officer is required, there 
must be at least one guard per 100 
guests, however the required number of 
officers could increase depending upon 
the alcoholic beverages being served 
and the duration of the event. 

18. No alcoholic beverages may be removed 
from the event site or venue. 

19. Event participants are prohibited from 
providing their own alcoholic liquors to 
the venue. 
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20. No straight shots of any liquor or any 
combination of three or more liquors 
will be served. 
 

USE OF TOBACCO PRODUCTS IN 
SCHOOL BUILDINGS  

Use of cigarettes, electronic cigarettes, or any 
tobacco product by staff is prohibited in any 
college facility,  in any College-owned vehicle, 
at College-sponsored events, on College grounds 
which have been posted as tobacco-free areas, as 
well as within ten feet outside any building 
access point (such as doorways, open windows 
and air intakes). 
 

DRUG AND ALCOHOL TESTING  

The College may require a drug/alcohol test in 
the event of any accident involving College-
owned vehicles or property or in the event there 
is reasonable cause to suspect the individual is 
under the influence of or consuming alcohol or 
illegal drugs during working hours. 

 
COMMUNICABLE DISEASES  

Whenever an employee has been diagnosed by a 
physician as having a severe communicable 
disease, such employee shall report the diagnosis 
and nature of the disease to the College nurse so 
that a proper reporting may be made to the 
county or joint board of health as required by 
statute. 
  
An employee afflicted with a severe 
communicable disease dangerous to the public 
health shall be required to withdraw from active 
employment for the duration of the illness in 
order to give maximum health protection to 
other College employees and to students. 
  
The employee shall be allowed to return to his 
duties upon termination of the illness, as 
authorized by the employee's physician and as 
authorized by a health assessment team. 

  
The Board reserves the right to require a written 
statement from the employee's physician 
indicating that the employee is free from all 
symptoms of a severe communicable disease. 
 

BLOOD BORNE PATHOGEN EXPOSURE 
CONTROL PLAN   

The College will periodically review blood 
borne pathogen procedures and campus 
locations of spill kits with all employees. 
 

PROBATION  

The authority to recommend to the Board that 
staff members be placed on probation is 
delegated to the President.  The Board, after 
hearing the President's recommendation for 
probation and after evaluating the evidence 
gathered by the administrative staff, may place a 
certified staff member on probation.  The term 
of probation will be established by the Board as 
recommended by the President. 
 
All conditions of probation shall be in writing.  
One copy shall be given to the employee, and 
one copy shall be placed in the employee's 
personnel file. 
 
Failure by an employee to remedy the causes of 
probation may result in non-renewal or 
termination of employment. 

 
SUSPENSION 

The President shall have the authority to suspend 
an employee until the suspension is resolved by 
Board action at the next regular or special 
meeting of the Board under the guidelines of the 
current negotiated agreement. 

 
SEPARATION 

The administration shall keep the Board 
apprised of any change in employment status to 
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the Board.  Non-renewal or termination shall be 
in accordance with Kansas law. 
 

WORK LOAD 

The work load conditions of all certified 
(faculty) employees are covered in the current 
negotiated agreement.  All other full-time 
employees are required to work a minimum of 
40 hours a week unless otherwise specified in 
the position description. 
 

NON-SCHOOL EMPLOYMENT 

Employees shall not be permitted to engage in 
outside employment  or activities during their 
scheduled work day and/or engage in outside 
employment which by , by its nature or duration, 
will impair the effectiveness of their 
instructional service or job responsibilities. 
 

COMMENCEMENT ATTENDANCE 

Full-time and part-time faculty and staff are 
required to attend commencement exercises to 
demonstrate that concern for the student does 
not end in the classroom.  Faculty members are 
expected to be appropriately attired for this 
event. 

 
ATTENDANCE AT COLLEGE  
FUNCTIONS 

Employees are encouraged to attend as many 
College functions as time and opportunity allow. 
 

DISABILITY LEAVE 

Any full-time employee who becomes disabled 
due to illness or injury or anticipates becoming 
disabled for reasons including, but not limited 
to, surgery, hospital confinement, medical 
treatment, confinement at home by order of the 
employee’s physician may become eligible for a 
leave of absence based upon said disability upon 
compliance with the Policy Manual. 
  

In no event shall the Board be obligated to 
permit an instructor anticipating a state of 
disability to continue in the performance of duty 
where the performance of said instructor has 
substantially declined from that performance 
shown by the instructor prior to consultation 
with the President. 
 

EVALUATION  

The administration may conduct more frequent 
evaluations than mandated by statute.  For full-
time instructional staff, student evaluations will 
be completed every semester.  They will be 
evaluated by the Vice President as follows:  
Years 1, 2, and 3 - every semester; year 4 and 5, 
once a year; after 5 years, once every three 
years.   
  

(a) For those instructors employed during the first three 
years, student evaluations will be conducted each 
semester; administrative evaluations with 
subsequent conference will be conducted  each 
semester; 

 
(b) For those instructors employed during their fourth 

and fifth years, student evaluations will be 
conducted each semester; administrative evaluations 
with subsequent conferences will be conducted each 
fall semester; 

 
(c) For those instructors employed in their fifth and 

following years, student evaluations will be 
conducted each semester; administrative evaluations 
will be conducted every three years. 

 
 Part-time, adjunct faculty will be evaluated by 
the Vice President. 
 

EMPLOYEE EVALUATIONS (Non-
Instructional) 

Employees shall be evaluated twice during their 
first year of employment and at least once a year 
during subsequent years.  Evaluation documents 
will be on file in the Human Resource Office. 
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OUTSIDE CONSULTATION & JURY 
DUTY  

When employees of the College accept  
consulting assignments to advise or evaluate 
educational institutions, conduct sports clinics, 
camps or otherwise, they must have prior  
written approval from the College President if 
the consulting is to occur during their scheduled 
professional work day.  If an honorarium or 
other salary fee is received for such consulting, 
the employee must either take accrued vacation 
time or give the fee received to the College to be 
deposited in the general fund.  In no case will an 
employee be paid by the College and another 
agency at the same time.  The purpose of this 
policy is to protect College employees from 
claims of impropriety resulting from sharing 
valuable expertise with agencies other than the 
College.  The Board of Trustees encourage 
sharing of expertise by College employees with 
other agencies.   
 
Employees who present a court subpoena or 
summons to the appropriate Vice President shall 
be granted a leave with pay to serve as a witness 
or on a jury, provided any juror or witness fees 
earned during the employee’s workday shall be 
deducted from the employee’s salary except 
reimbursement for mileage.   The employee may 
endorse the jury duty compensation check to the 
College in lieu of salary deduction.  
 

CONFERENCES AND VISITATIONS 

Employees desiring to attend conferences shall 
file an application in writing with their Vice 
President at least 30 days prior to the first date 
of the leave being requested.  The application 
shall be on a form prescribed by the President.  
Said request shall explain in detail the length of 
the leave, the purpose and detail how the leave 
will benefit the College. 

 
 

REDUCTION OF STAFF 

In addition to the provisions for non-renewal of 
contracts of probationary status, employees may 
be terminated or non-renewed for any just case.  
Just cause shall include, but not be limited to the 
following:  reduction in force, immoral conduct 
as defined by law or conviction of a felony; 
incapacity or continuing illness or exhaustion of 
leave, incompetency, insubordination, 
inefficiency, neglect of duty, dishonesty, or 
other unprofessional conduct on campus or in 
connection with job-related responsibilities, 
including failure to perform assigned duties, 
failure to comply with reasonable requirements 
of the Administration or failure to cooperate 
with others when such failure interferes with 
overall learning atmosphere and professional 
effectiveness of the employee. 
 

NEGOTIATIONS  
The Board shall negotiate with representatives 
of the faculty association for the purpose of 
improving the terms and conditions of 
employment as defined by law.  Only topics that 
are mandatorily negotiable under current law 
shall be covered. 
 

BENEFITS AND COMPENSATION 
 
PAYDAY 

Payroll will be distributed on the last working 
day of the month, and maintenance will be paid 
twice monthly as scheduled.  Employees who 
wish to have their paycheck mailed must notify 
the Human Resource Office in writing.  Written 
authorization must be received to release payroll 
checks to anyone other than the employee. 
  
Time sheets for hourly personnel shall be turned 
in one week prior to payday or on the 20th to the 
Human Resource Office and shall be signed by 
the immediate supervisor for such personnel.  
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TIME REPORTS AND OVERTIME PAY 

Each classified employee will submit and sign a 
monthly time sheet which is to be signed by the 
employee's immediate supervisor stating the 
number of hours worked during each week of 
the month.  The information will be reported to 
the Human Resource Office once each month, 
but the record will be kept on a weekly basis. 
  
Federal minimum wage regulations require that 
specific records must be kept of each employee's 
time on a weekly basis. 
 

LUMP SUM PAYMENTS 

All faculty employed on full-time, nine or ten- 
month contracts will be paid over a twelve-
month period.  Faculty may request a Lump Sum 
payment for June and July payroll checks to be 
included with their May payroll check.  Written 
request must be received by April 20th, and 
lump sum payment will continue (each year) 
unless the Human Resource Office is notified in 
writing otherwise. 
 
FAMILY AND MEDICAL LEAVE 

Family and medical leave as required by  
federal law shall be granted for a period of not 
more than 12 weeks during a twelve-month  
period.  For purposes of this policy, a twelve-
month period shall be defined as a fiscal year  
beginning on July 1 and ending the following 
June 30.  Spouses employed by the College may 
only take an aggregate of 12 weeks of leave for 
a birth or adoption of a child or to care for a 
child with a serious health condition. 
  
Leave is available because of (1) the birth of a 
son or daughter of the employee and to care for 
the son or daughter; (2) the placement of a son 
or daughter with the employee for adoption or 
foster care; (3) the need to care for a spouse, 
son, daughter or parent of the employee because 
of a serious health condition, or (4) a serious 

health condition of the employee that prevents 
the employee from performing the job functions.  
(Leave for reason 1 or 2 must be taken within 12 
months of birth or placement.) 
  
The leave shall normally be unpaid leave.  
However, if the employee has any paid  
vacation, personal, sick or disability leave that is 
available for use because of the reason for the 
leave, the paid leave shall be used first and 
counted toward the annual family and medical 
leave.  The President (or designee) will notify 
the employee prior to or during the leave  
period that the leave has been designated as paid 
family and medical leave.   
  
The employee is eligible for family and medical 
leave upon completion of 12 months of service 
in the College and employed at least 1250 hours 
during the preceding year. 
  
When leave is foreseeable, the employee shall 
give written notice 30 days in advance.  If leave 
is not foreseeable, notice will be given as soon 
as practicable. 
  
The President may require an instructional 
employee to continue leave until the end of a 
semester if the leave begins more than five (5) 
weeks before the end of a semester, lasts more 
than three (3) weeks and the return would occur 
during the last three (3) weeks of the semester. 
 

PERSONAL LEAVE 

All full-time employees receive three days paid 
personal leave, non-accumulative, each fiscal 
year.  All regular, part-time employees receive 
personal days prorated to their part-time status.  
Request for such leave should normally be made 
in writing to a Vice President at least (4) 
working days prior to the date personal leave is 
to begin and shall be subject to the President’s 
approval.  Personal leave shall not ordinarily be 
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granted the first or last week of a semester or 
summer session, nor the day prior to or 
following a holiday or vacation period.  Personal 
leave will be submitted in no less than half-day 
increments. 

 
SICK LEAVE 

Full-time employees shall be eligible for paid 
sick leave, taken in no less than one-half day 
increments, if all the following terms and  
conditions are met: Full-time employees will be 
eligible for paid sick leave at the rate of one (1) 
day per month of employment.  Eligibility for up 
to sixty (60) days of paid sick leave may be 
accumulated, and eligibility accumulated prior 
to this date shall be counted toward such sixty 
(60) days.   
 
Employees will be eligible to receive paid sick 
leave if they are absent from work because of 
injury or illness of the employee, including 
illness caused or contributed to by pregnancy, or 
injury or illness of an immediate family 
member. Payment of sick leave shall be  
subject, after two (2) consecutive days absence, 
to medical certification substantiating the  
reason for the absence.  Sick leave is not paid 
until employees are absent from work because of 
injury of illness.  No sick leave will be paid for 
accumulations of unused sick leave at the time 
an employee’s employment with the College 
terminates.  Sick leave will be submitted in no 
less than half-day increments.  Employees 
classified as regular, part-time are eligible for 
sick leave prorated to their part-time status.  The 
same conditions and restrictions as above apply 
to regular, part-time employees. 
 

VACATIONS 

Full-time, classified employees will receive paid 
yearly vacation as follows: 
 1-10 years - 10 days per year  
 11 and over - 15 days per year 

  
Vacation for professional/administrative staff 
employed on twelve-month contract will be as 
follows: 
 1-10 years - 20 days per year 
 11 and over - 25 days per year 
 
Employees will receive vacation leave prorated 
to July 1st their initial year of service.   
Vacation accrued in one fiscal year (July 1-June 
30) must be used by July 31 of the end of the 
following fiscal year.  Earned and accrued 
vacation days may be used after the  
completion of six month’s employment.   
Vacation days cannot be taken in advance of 
accrual. Vacation leave will be submitted in no 
less than half-day increments.  Employees  
classified as regular, part-time are eligible for 
vacation leave prorated to their part-time status.  
The same conditions and restrictions as above 
apply to regular, part-time employees. 
 

PAID BEREAVEMENT  LEAVE 

Full-time employees shall be granted not to 
exceed three (3) days bereavement leave for 
each occurrence without loss of pay for a death 
in the employee's family.  For the purpose of this 
policy, "family" is defined as follows:  
grandparents, parents, father-in-law, mother-in- 
law, brother, sister, spouse, child, or other 
relative living in the immediate household of the  
employee.  The appropriate Vice President may 
approve leave for the employee to attend the 
funeral of a non-family member.  In case of 
unusual circumstances, up to two (2) additional 
days of bereavement leave may be granted. 

 
PAID HOLIDAYS  

All full-time hourly maintenance employees are 
eligible for the following paid holidays : 
  
 New Year’s Day 1 day 
 Martin Luther King, Jr. 1 day 
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 Good Friday  1 day 
 Memorial Day  1 day 
 July Fourth  1 day 
 Labor Day  1 day 
 Thanksgiving  2 days 
 Christmas  6 days 
 
To be eligible, employees must work the day 
before and after a paid holiday in order to  
receive holiday pay unless they have prior  
approval by their supervisor on file.  

 
WORKERS COMPENSATION OR  
DISABILITY BENEFITS  

Whenever an employee is absent from work and 
is receiving workers compensation benefits due 
to a work-related injury or is receiving College- 
paid disability insurance, the employee may use 
available paid sick leave to supplement the 
workers compensation or college-paid disability 
insurance payments.  In no event shall the 
employee be entitled to an amount in excess of 
their full salary.  Available paid sick leave may 
be used for this purpose until 1)  available paid 
sick leave benefits are exhausted; 2) the 
employee returns to work, or 3)  employment is 
terminated.  Sick leave shall be deducted on a 
prorated amount equal to the percentage of 
salary paid by the College.  Refer to the Board 
of Trustee manual for applications of this policy. 
 

MILITARY LEAVE  
Employees are entitled to military leave under 
the Uniformed Services Employment and 
Reemployment Act of 1994.  Full-time 
employees who present to the President official 
orders to report for military service shall be 
granted a leave with pay not to exceed ten (10) 
working days per contract year for the purpose 
of military service, provided any military service 
pay earned during the employee’s workday(s) 
shall be deducted from the employee’s salary.  
The College shall have the right to request 

written verification of the military pay.  No other 
leave shall be used for this purpose. 

The employee may be absent for up to five (5) 
years for military duty and retain reemployment 
rights. The College has the right to request that 
an individual who is absent for a period of 
service of thirty-one days or more provide 
documentation showing: the application for 
reemployment is timely; the five-year service 
limitation has not been exceeded and separation 
from service was under honorable conditions. 
 
OVERTIME 

There shall be no overtime unless prior approval 
is granted by the immediate supervisor. 
Compensatory Time (Comp Time) will be  
utilized and records kept in the Human  
Resource Office.  Comp Time will be calculated 
according to FLSA standards.  Employees may 
carry over a maximum of 20 hours comp time to 
the next fiscal year.  Any hours accumulated 
over 20 must be used prior to vacation or 
personal leave. 
 

COMPENSATION FOR OUT-OF-
TOWN/OVERNIGHT TRIPS 
When classified personnel are required to be out 
of town on College business, they shall be 
compensated in the following manner: 
  
Regular or overtime pay as appropriate for time 
away from Coffeyville MINUS: 
 

1. Eight hours for sleep when overnight; 
2. Reasonable time for meals (normally one       

hour per meal), and 
3.  Time used exclusively for pleasure or                                    
 personal business.  
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TUITION SCHOLARSHIP BENEFIT 

All full-time employees, their spouses and 
dependent children (unmarried and up to age 
26), and College retirees, may receive a tuition 
scholarship in the amount of the charge per 
credit hour for each College credit hour taken by 
such individual at the College.  A Tuition 
Scholarship Form, available in the Human 
Resource Office, must be completed by the 
employee at the time of pre-enrollment.   
Part-time employees are eligible for up to 3 
credit hours of tuition scholarship (per  
semester) and must be employed during the  
semester of the scholarship.  The Tuition 
Scholarship applies to classes offered by the 
College and does not apply to seminars or  
non-credit workshops.   

 
 
BUSINESS OFFICE SERVICES 

 

PROCEDURES FOR CASH 
MANAGEMENT AND AUXILIARY AND 
ACTIVITY SALES RECEIPTING 
The goal of these procedures is to provide for 
the safe handling of all cash receipts and the 
prompt investment of cash balances into  
appropriate securities and funds. Kansas statute 
allows that community colleges maintain a  
petty cash fund not to exceed $1,000.  
Coffeyville Community College, recognizing the 
needs of various locations and divisions, divides 
the petty cash fund by maintaining proportional 
balances in the Business Office, at the Columbus 
Tech Campus Office and the Coffeyville Tech 
Campus Office.  Petty cash balances are to be 
kept in a secured, locked location, such as vault, 
locking file cabinet, or locked cash drawer. 
  
As petty cash is utilized, a requisition must be 
completed to provide for replacement of the 
petty cash, an encumbrance is issued against a 
specific account the petty cash is drawn against, 

and the petty cash is balanced with all 
outstanding requisitions. 
  
The College also recognizes the need for various 
programs to collect receipts from College 
constituents that benefit both the specific 
activity and the College in general. The 
following guidelines and procedures address this 
issue: 
 

• All receipting of student tuition, fees, assessments, 
and special charges either specific to an activity 
program or not, shall be handled by Main Campus 
Business Office personnel, or Tech Campus 
Business Office personnel. Faculty, coaches, and 
other staff are not to accept direct student payments. 
The only exception to this is for collection of 
student payments for off-campus courses as 
facilitated through continuing education and the 
Vice President for Academic Services designee. 

• Programs that are involved in fund raising  
activities that include the collection or receipt of 
cash or check payments shall maintain an accurate 
record of all receipts and bring all proceeds in 
excess of $100 to the Business Office on a daily 
basis for receipting and crediting to the appropriate 
accounts. Amounts less than $100 may be 
maintained with the program, but must be kept in a 
secured place such as a vault, locked file cabinet or 
locked cash drawer. Once the specific fund raising 
activity is completed, all proceeds shall be delivered 
to the Business Office for appropriate receipting 
and credits. Examples of such activities would 
include such things as bake sales, trinket sales, lift-
a-thon, Blue & Gold Sausage sales, t-shirt sales, car 
washes, donut sales, etc. 

• Programs that charge an admission to attend their 
events, or sell concessions at such events shall  
follow the same procedure as detailed in the 
previous paragraph pertaining to fund raising with 
the following change: if the proceeds exceed $300, 
all funds in excess of $100 shall be counted, placed 
in a secured money bag with a copy of the recorded 
count, and deposited into the Community State 
Bank night depository. Authorized personnel will 
collect the secured money bag the next business 
day. 

• The Business Office is responsible for receipting all 
funds into the appropriate student, department or  
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program account and for preparing a bank deposit 
for all receipts. Programs and students shall receive 
a receipt detailing these transactions. 

 

OBLIGATION OF FUNDS 

The Business Office, under the direction of the 
Vice President for Operations and Finance, has 
the sole authority to obligate the funds of the 
College for purchase of supplies and equipment.  
The College will assume no liability for payment 
of obligations undertaken in any other manner or 
by any other person.  All purchase of supplies, 
equipment and services shall be made through 
the Business Office under the direction of the 
Vice President for Operations and Finance. 
 

BIDDING AND PURCHASING 

All purchases requiring competitive bids shall be 
made in accordance with current statutes.  The 
purchasing agent shall develop and maintain 
lists of potential suppliers.  Bid lists shall be 
used to notify potential bidders. 
 
Any supplier may be included in the list upon 
request.  All bid lists shall be reviewed  
annually by the purchasing agent. 
 
A copy of this policy shall be given to all  
bidders upon request. 
 
All bids and supporting documentation shall be 
retained in the College office with the Treasurer 
for a period of three years after bids have been 
opened. 
 

REQUISITIONS 

Requisitions are to be used by all divisions in 
ordering supplies, equipment and services. The 
immediate supervisor may only order for their 
own division.  The requisition should be filled 
out completely as to technical description, cost, 
source of supply and any special information 
available.  Assistance in securing complete data 
will be provided by the immediate supervisor 

before approved online and forwarded to the 
appropriate approval tracks.  The requisition 
may be viewed in Jenzabar along with the 
attached purchase order issued after final 
approval.  After the requisition is converted to a 
purchase order, the Business Office will place 
the order via fax, telephone, and/or mail unless 
special requests are made by the requester.  
Sufficient funds must be allocated in the current 
year budget or the requisition will be placed on 
hold. 

 
INVENTORIES  

For the purposes of accountability of  
College-owned property, an inventory record 
system shall be developed by the Vice  
President for Operations and Finance.  All 
inventory records shall be updated annually 
showing deletions and additions of College-
owned property, the estimated value, estimated 
original cost, date of purchase, serial numbers 
(where available) and location and condition of 
each piece of property. 
 
COLLEGE FACILITIES  

 College facilities  may be made available to 
College and non-College sponsored groups, 
provided the use does not interfere or conflict 
with the normal operations or educational 
programs of the College; the use is consistent 
with the philosophy, goals and mission of the 
College, and the use conforms to federal, state, 
local laws and ordinances.  The College will 
establish procedures governing the use of 
facilities including those relating to rental fees, 
custodial, technical, insurance, and other 
operational costs.  
 
Due to issues involving safety, insurance, 
liability, theft and vandalism, students may only 
use facilities when supervised by a staff 
member. No activity sponsored by the College 
or staff member will be allowed to begin without 
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appropriate supervision. Staff members are 
responsible for the enforcement of applicable 
rules, restrictions, and safety procedures. When 
using facilities after hours, on weekends or 
during a holiday break, the security of the 
building becomes the sole responsibility of the 
staff member accessing the facility. 
 

NAMING OF FACILITIES 
The College is proud to honor individuals, 
organizations, and corporations that support its 
mission.   This support can be recognized by 
naming facilities and/or programs. 
 
Naming may: 

 Honor individuals who have provided 
long and distinguished service as 
volunteers or employees. 

 Honor individuals by recognizing 
exceptional contributions in shaping the 
College. 

 Commemorate College history or 
traditions. 

 Honor long-term monetary contributions 
to scholarship funds. 

 Honor significant financial contributions 
to the College, special programs or 
capital projects. 

 
Facilities are defined as buildings, areas or 
rooms within buildings, streets, courtyards, 
walkways, courts, athletic venues and open 
space. 
 
All proposals to name facilities or programs 
shall be submitted in writing to the President 
with the appropriate justification for such a 
recommendation.   To the greatest extent 
possible, the nominating process and 
deliberations of the naming rights shall be held 
in confidence until such time the Board of 
Trustees acts upon the recommendation.   The 
final responsibility for naming facilities rests 

with the Board.   However, the Board shall 
consider all relevant circumstances, and it 
reserves the right to determine naming rights on 
a case-by-case basis. 
 
When a facility has been named, the College is 
committed to use the name as long as the facility 
remains in use and serves its original function.  
If a currently named facility is substantially 
modified, expanded, renovated and/or re-
purposed, the facility may be renamed.  If a 
donor’s reputation changes substantially so that 
the continued use of the name may compromise 
the public trust, bring dishonor to CCC or be 
contrary to the best interest of the College, the 
Board reserves the right to revoke the name and 
the facility be renamed. 

 
COLLEGE VEHICLES AND THE USE OF 
CELL PHONES 
College employees are prohibited from using 
cell phones or similar devices while transporting 
CCC students to any event or activity. This 
includes receiving or placing calls, text 
messaging, surfing the Internet, receiving or 
responding to e-mail, checking phone messages, 
etc. Employees must stop their vehicle in a safe 
location in order to use cell phones. Failure to 
follow this policy may result in disciplinary 
action up to and including termination.  
 

VEHICLES REQUIRING A CDL 

Drivers of vehicles that seat more than fifteen 
passengers (and students driving any College 
van) must hold a current CDL (commercial 
driver’s license) before driving such vehicles.  If 
a CDL is suspended or revoked at any time 
during the year, the driver shall report such  
suspension or revocation to the President and 
shall cease driving a College bus until he is 
restored to good standing.  CDL drivers must 
receive a copy of this policy annually on  
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registering their driving certification with the 
Business Office.  All registered CDL drivers are 
required to adhere to the Federal Motor Carrier 
Safety Administration drug and alcohol testing 
procedures.  This pertains to anyone driving a 
College vehicle that requires a commercial 
driver’s license. 
 

USE OF COLLEGE VEHICLES 

College vehicles are available for college 
personnel to use on College business.  All 
College-owned vehicles will be adequately 
insured according to law and routinely inspected 
for safety issues.  Community or special groups 
will not be allowed to use College vehicles.  
Scheduling of cars, buses, and equipment to be 
used off campus should be processed through 
the Business Office. Vehicles checked out from 
the pool are to be refueled and returned to the 
transportation lot immediately upon return from 
the authorized trip. 
  
Driver Authorization:  Prospective drivers must 
have a valid copy of their driver’s license on file 
with the Business Office and submit to a MVR 
check.   Only College employees, approved 
College volunteers and approved students who 
pass the MVR check will be authorized to drive.  
Drivers are responsible for notifying the 
Business Office immediately of any change in 
their driver’s license status.  All drivers of 
College vehicles who have their right to operate 
suspended or revoked may not drive a College 
vehicle under any circumstance until their right 
to operate is reinstated.  Drivers may not allow 
other passengers to operate the vehicle unless 
the passenger is on the List of Approved Drivers 
in the Business Office.   Student use of College 
vehicles will be for College business only.  
Students will not be permitted to drive any 
College van unless the student holds a current 
CDL.   
 

Vehicles shall be operated according to College 
regulations and applicable federal, state and 
local laws.  Drivers assume full responsibility 
for any and all fines or traffic violations 
associated with their operation of a College-
owned vehicle. 
 
The vehicles are obtained through the Business 
Office by completing a "Vehicle Request Form."  
The information requested on the "Vehicle 
Request Form" is necessary for insurance and 
emergency purposes.  The form must be 
completed and left at the Business Office before 
leaving campus with a College vehicle. 
 
Drivers must provide the Business Office with a 
copy of a current driver’s license.  Drivers’ 
license information will also be provided to the 
College’s insurance carrier.   
  
Keys and mileage log for each vehicle are  
obtained in the Business Office.  The completed 
mileage log and keys are to be returned to the 
Business Office no later than the beginning of 
the first day of business following the return to 
the campus with the vehicle.  Vehicle schedules 
operate extremely close during certain periods of 
the year; therefore, it is very important that 
vehicles be returned to the College vehicle 
parking lot at times stated on the Vehicle 
Request Form.  In an emergency, please contact 
the Business Office and advise approximately 
when the vehicle will be returned. 
  
Because of heavy demand for vehicles at  
certain periods of the year, should it be  
determined that a reserved vehicle will not be 
needed, please contact the Business Office to 
cancel the request.  This will then make the 
vehicle available for another use. 
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PROFESSIONAL TRAVEL 

The following travel policies are to be observed 
by Coffeyville Community College personnel 
representing the College at out-of-town 
meetings: 
 

1. The budgeted travel money will be used to 
reimburse personnel for approved 
professional travel. 

 
2. Request for reimbursement of travel for 

professional purposes may be requested 
on a travel voucher and filed with the 
appropriate Vice President.  The Vice 
President will forward this to the Business 
Office. 

 
3. Receipts for expenditures must be 

submitted on all items.  Expenditures for 
meals and lodging should be moderate.  
All persons who travel for Coffeyville 
Community College are expected to keep 
records of all expenses for which they 
expect reimbursement. 

 
4. If a personal automobile is used, the 

College will pay a set mileage rate per 
mile, but in no case will the mileage paid 
exceed the cost of any economy plane fare 
to the same destination.  Before a personal 
car is used, the faculty/staff member must 
contact the Business Office.  If a College- 
owned vehicle is available, it is 
recommended that the College vehicle be 
used.  

 
5. All faculty whose travel involves absence 

from classes or overnight lodging must 
have the approval of the immediate 
supervisor and the Vice President for 
Academic Services. 

 

6. Upon returning from a professional 
meeting, the staff member should share 
the benefits of the meeting with his/her 
division or other appropriate colleagues.  
A written report on the meeting must be 
submitted to the appropriate Vice 
President when requested. 

 
7. A travel itinerary must be filed with the 

Business Office, department head or 
personal administrative assistant. 

 

TAXABLE REIMBURSEMENT  
GUIDELINES 

1. General Rule:  Taxable fringe benefits 
generally would be subject to withholding 
on a pay period basis.  Coffeyville 
Community College has maintained an 
accountable plan where qualified business 
expenses are accounted for by receipts and 
reports.  Under an accountable plan 
reimbursement for qualified business 
expenses do not have to be reported as 
income.  The following addresses specific 
areas: 
 

2. Overnight Rule:   In order for a 
reimbursement of an expense for business 
travel to be excludable from income, 
including meals and lodging, a taxpayer 
must travel away from home overnight.  
Rev Rule 75-170 

 
3. Transportation Expenses:  Expenses for 

local business travel.  Excludable from 
withholding include travel expenses from 
job site to job site.  Commuting from 
home to work with a college-owned 
vehicle should be reported as income.  To 
determine the income, determine the fair 
market value (FMV) one would pay to 
lease the vehicle.  Calculate the percent of 
total miles driven for personal use.  
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Multiply this percent by the FMV.  
Example FMV lease of $4,000 per year.  
20% of the driven miles are for personal 
use.  The income would be $4,000 X 20% 
= $800. 

 
4. Meal and lodging reimbursement:  Meals 

and lodging that are provided in kind, on 
the employer’s premises, and for the 
employer’s convenience are excludable 
from income reporting.  This clearly fits 
the description of resident assistants and 
dorm directors.  Meals are excludable as 
income if they are purchased under the 
overnight rule or if they are directly 
related to business entertainment.  The 
directly related to business or 
entertainment test requires that (A) the 
main purpose of the combined business 
and meal is the active conduct of business;  
(B) Business with a non-employee is 
actually conducted during the meal; (C) 
There is more than a general expectation 
of deriving income of some other business 
benefit at some future time. 

Examples: 
5. Taxable Meals: 

A director regularly buys lunch for all her 
employees in a group in an effort to boost 
morale. 
• Stopping for lunch in Columbus. 
• Recruiting in Wichita for the day and  

having lunch.   
 
6. Non-taxable Meals: 

• Lunch at Rotary (business is  
conducted) 

• Occasionally taking employees to  
 lunch 

• Bringing food in to enable overtime or 
 because of overtime 

• Meals during overnight travel 
• Recruiting in Wichita for the day  

and inviting a counselor for lunch to  
 discuss recruitment of her students 

• Meals at hospitality rooms,  
conventions, etc. 

 
7. Other taxable fringe that require  

withholding: 
• Country club memberships 
• Business club dues are excludable from 

withholding. Examples of business clubs 
would be the Rotary and Lions clubs.  

 
 
 
 
USE OF COLLEGE FACILITIES 

The facilities of Coffeyville Community College 
are to provide a service to this college 
community.  The service not only includes the 
institutional program, but also a public service 
beyond that normally called instruction. 
 
The facilities of the College may be used by 
other groups and organizations for such 
purposes that will extend and enhance the 
general welfare of the total community.  The 
basic philosophy of the Board of Trustees is to 
provide such service at a minimum cost to the 
user.  The basic rental rates to be applied are 
such that they will make the facilities available 
to as many as can use, and need to use, this 
facility at such times which do not conflict with 
the College schedule of activities. 
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The utilization of building and facilities for 
official College use shall be coordinated and 
scheduled by the following individuals:  
 

Facility Approval Office

Theatre, ITV room, 
Classrooms 

Vice President for  
Academic Services 

Pat & Willard Walker 
Alumni Center 

Executive Director of 
CCC Foundation 

Learning Resource Center Director of Institutional 
Effectiveness 

Student Union (Cafeteria, 
Oak Room, Foyer) 

Food Services Director

Nellis Hall - East & West Athletic Director 
 

  

SCHEDULING SPECIAL EVENTS 

All College-sponsored activities must be  
approved by the appropriate Vice President and 
cleared through the Marketing Office. 

 
USE OF COLLEGE EQUIPMENT  

College equipment shall be available for use for 
College purposes only.  Under exceptional 
circumstances, private or personal use of said 
equipment may be authorized by the Vice 
President for Operations and Finance.  In cases 
where authorization is given, the individual  
using the College equipment may be responsible 
for damages or losses to such equipment. 
 

SAFETY & SECURITY 

 

SAFETY MANAGEMENT STATEMENT 

The administration of Coffeyville Community 
College recognizes its responsibility to provide a 
safe working environment for all of its 
employees.  The College’s objective is to  

commit its management resources to attain zero 
accidents. 
 
The safety of our employees and the protection 
of College property are paramount.   
Establishment and maintenance of a safe  
working environment is the shared  
responsibility of all employees from every level 
of our organization.  The College will attempt to 
do everything within its control to ensure 
compliance with federal, state, local and 
industry safety regulations.  All employees are 
encouraged and expected to correct unsafe 
conditions as promptly as possible. 
 
All accidents that result in injury must be  
reported to the appropriate supervisor,  
regardless of how insignificant the injury may 
appear. 
 

ALERT NOW 

Coffeyville Community College provides an 
emergency notification system via phone and 
text messaging.  This is a rapid communication 
service which will deliver voice messages 
automatically at no charge to students, faculty 
and staff.  All employees are required to keep an 
updated phone number on file with the Human 
Resources office.  To receive text messages – 
individuals are required to “Opt-In” at 
www.alertnowsms.com, enter the 6 digit pin 
(620251) and follow the instructions.  The Opt-
In acknowledges that the individual has 
authorized the institution to deliver text 
messages to their mobile device and assumes 
responsibility of any text messaging charges. 
 

SECURITY  

Any College employee who believes any of the 
following has occurred at College, on College 
property or at a College-sponsored activity shall 
immediately report this information to local law 
enforcement:  an act which constitutes the 
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commission of a felony or a misdemeanor; an 
act which involves the possession, use or 
disposal of explosives, firearms or other 
weapons as defined in current law. 
  
It is recommended the appropriate supervisor 
and Vice President also be notified. 
 
Anyone making a report in accordance with 
applicable law and without malice shall have 
immunity from any civil liability. 

 
CROWD CONTROL AT COLLEGE-
SPONSORED ACTIVITIES 
Disorder and disruption of College activities will 
not be tolerated, and persons attempting such 
action shall be held accountable.  The Board will 
not allow persons with disruptive intent to 
endanger the safety of students, College 
personnel or others; to damage College property; 
to interfere with activities or the educational 
process.  College administration and staff are 
responsible to handle or summon assistances to 
handle any student or problems caused by 
adults. 
 

DANGEROUS EQUIPMENT AND  
MATERIALS  

Each instructor is to exercise every precaution to 
see that dangerous equipment and materials used 
in classes are handled only when the instructor is 
present.  Each instructor is responsible for 
familiarizing himself with the safety procedures 
and regulations attendant to the conduct of the 
assigned class schedule. 

 
KEYS 

Faculty and staff members will receive keys to 
the main classroom building or to the building in 
which their classrooms and offices are located.  
Lost keys should be reported to the Director of 
Maintenance immediately.  Faculty and staff 

members will be asked to periodically inventory 
their keys. 

 
STAFF PROTECTION 

An instructor may use such reasonable force as 
is necessary to ward off an attack, to protect 
another person, to quell a disturbance  
threatening physical injury to others or to  
obtain possession of weapons or other  
dangerous objects in the possession or in the 
control of a student.  All disciplinary actions and 
methods invoked by instructors shall be 
reasonable and just and in accordance with 
established Board policy. 
 

WEAPONS   

A student shall not knowingly possess, handle or 
transmit a firearm or any object that can 
reasonably be considered a weapon on  
College property or at a College-sponsored 
event.  This shall include any weapon, any item 
being used as a weapon or destructive device, or 
any facsimile of a weapon. Disciplinary action 
up to and including expulsion from College will 
be taken. 
 

STUDENT ACCIDENTS  

Generally, College employees are not trained to 
administer medical treatment to students. 
 
In the event of a student accident which  
appears to require medical treatment other than 
emergency first aid, only qualified College 
employees may provide emergency, temporary 
care for a student suspected of injury other than 
attempting to make the student as comfortable as 
possible while waiting for competent medical 
treatment.  Qualified employees, for the purpose 
of this policy, are those employees who have 
successfully completed an approved Red Cross 
first aid program or who have otherwise been 
approved by the President to administer 
treatment. 
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Primary first aid procedures to be followed 
include visually determining, if possible, the 
extent of the injury and having a designated 
representative call the parents. 
 

FIRST AID  

First aid may be administered to students only 
by those College employees qualified by  
training approved by the College and then only 
in case of emergency.  College employees shall 
not attempt to treat any student injury after the 
initial treatment of emergency first aid.  The 
College will not assume liability for employees 
acting outside the scope of their authority under 
these policies. 
  
First aid will be limited to the applying of 
simple bandages or infection prevention and to 
any justifiable emergency aid such as stopping 
excessive bleeding to prevent further injury, 
disability or death. 
  
Neither diagnosis or treatment, except under 
emergency conditions, are within the  
responsibilities of the College, since College 
personnel are not trained to make medical  
decisions, nor does the College assume any 
financial liability for professional medical 
treatment the injured student may receive as a 
result of injury. 
 

EMERGENCY CLOSINGS   

The Board delegates to the President the 
authority to close the College whenever any 
condition exists which, in the opinion of the 
President, warrants the closing of the College. 
  
Emergency closing situations are, but not  
limited to: snowstorms or other weather  
conditions, heating failure in the buildings, 
health reasons (epidemics), budgetary  

problems, etc.  Hourly (classified) employees 
who are unable to report to work due to an 
emergency closing will be paid up to a  
maximum of 16 hours for any one occurrence. 

 
H1N1 RESPONSE PROCEDURES (FLU) 
(Strategies for decreasing transmission of  
Influenza Illness under current flu conditions) 
 

1. Education and instructions to reduce  
transmission of HINI 
• If CCC students, faculty or staff have 

symptoms of influenza like illness, 
strongly encourage to stay or go home.  
Instructors who have students with 
signs/symptoms are strongly encouraged 
to send students home from class.   
Signs/symptoms may include a 
combination of some or all of the 
following: 

 Fever of 100° F or greater   
 Cough, sore throat, or runny nose 
 Headache 
 Chills 
 May be diarrhea and/or vomiting 
 Body aches 
 Fatigue 

• Cover mouth and nose when coughing 
and/or sneezing with tissue.  Proper  
disposal of tissue in trash.  If tissue not 
available, cough or sneeze into crook of 
elbow. 

• Hand sanitizing gel which contains 
alcohol available for public use will be 
placed at various counters, desks and 
dispensers located throughout campus. 
We are asking each faculty/staff 
member to provide at their own expense, 
a bottle of hand sanitizer to carry to their 
desk and back to their office location 
plus a box of tissues.  This is not a 
requirement, only a request. 

•  Encourage yearly influenza  
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vaccinations, when made available. 
 

2. The Student Health Service Director and 
College Nurse will be responsible to 
contact Montgomery County Health 
Department to establish a communication 
link so they will know who to contact if 
there are changes in severity and the 
extent of flu-like illness in the area. 

3. CCC will follow protocols for disinfection 
of surfaces. 
• Athletic Trainers will disinfect all  

surfaces frequently used throughout the 
day on a daily basis.   Alcohol-based 
hand cleanser will be made available in 
areas where students can access them. 

• Head Coaches will be responsible for 
making sure that all athletic equipment 
in current use will be disinfected daily. 

• All equipment in Weight Rooms at 
Nellis Hall, Foster Complex and 
Wellness Center will be disinfected 
daily.  Signs will be posted so it is the 
responsibility of the student to clean 
equipment prior to using it.  If teams are 
lifting in groups then it becomes the 
Head Coaches’ responsibility to clean 
the area following use. 

• Cafeteria - Table tops and other surfaces 
will be disinfected daily. 

• Housecleaning and custodial – Daily 
disinfecting of door handles, stair 
railings, desks, tables, chairs, sofas and 
commons areas will be done by 
Maintenance Staff.  Instructors and staff 
are responsible for daily disinfecting 
their office areas.  As an example, 
Student Life Managers will disinfect 
daily all game equipment, remote 
controls, etc. Student Success Center 
personnel and Computer Lab Personnel 
will disinfect computer keyboards daily.  

Sanitizer wipes should be available for 
students to wipe areas between using. 

• Good general hygiene should be 
encouraged by all students and 
employees.  Encourage students to 
frequently clean their living quarters, 
including high-touch surfaces.  

               
4. Those individuals with flu-like illness 

should stay away from classes and limit 
interactions with other people (called self-
isolation), except to seek medical care, for 
at least 24 hours after they no longer have 
a fever, or signs of a fever, without the use 
of fever-reducing medicines.  They should 
stay away from others during this time 
period, even if they are taking antiviral 
drugs for treatment of the flu.  If on- 
campus student is confined to their room, 
it will be understood, there will be no 
traffic of others in and out of room. Other 
students will not be allowed to congregate 
in an ill student’s room. 

 
5. As transmission of Influenza increases, it 

may become necessary to review and 
revise policies addressing absenteeism and 
sick leave for students, staff/faculty in 
order to remove barriers so they are able 
to stay home when ill and/or provide care 
for an ill family member. 

 
• DO NOT require a doctor’s note to 

confirm illness or recovery.  Doctor’s  
offices may be very busy and unable to  
provide such documentation in timely  
manner. 

 
6. Residential students with flu-like illness 

who live relatively close to campus should 
return to their home to keep from 
transmitting illness.  These students will 
be instructed to do this in a way that limits 
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contact with others as much as possible. 
For example, travel by private car is 
preferable over use of public 
transportation. 

 
7. Students unable to leave Residential Life 

should remain in their room and receive 
care plus meals from a single person.  The 
Director of Student Life (if necessary) will 
assign a Student Life Manager to deliver 
meals if the student is not involved in a 
“buddy scheme”.  If the number of cases 
exceeds three in each resident hall, then 
cafeteria staff will make the meal 
deliveries. 
• Establish a “flu buddy scheme” in which 

students pair up to care for each other if 
one or the other becomes ill.  If the 
healthy roommate prefers, he/she (upon 
bed availability) could be moved to an 
open bed in another unit. 

• School nurse should receive contact  
information from ill student before they 
self-isolate.  School nurse will notify the 
Director of Student Life with contact 
information and the fact the student has 
been told to self-isolate.  Student Life 
Managers can make daily contact by e-
mail, text messaging, phone calls, or 
other methods with each student who is 
in self-isolation.  The nurse will attempt 
to secure the student’s temperature daily 
if they remain in the Residence Hall and 
we do not provide a thermometer.  

• If close contact with others cannot be 
avoided, the ill student should be asked 
to wear a surgical mask when student is 
in close contact with others.  Close 
contact includes caring for or living with 
the ill person, such as student(s) caring 
for ill student.  (As number of cases 
increase and based on the 
recommendation of the nurse, Student 

Health Services Director or County 
Health Department, temporary, alternate 
housing, depending upon availability, 
may be utilized for ill students.) 

• Ill students who are self-isolated should be 
educated about accessing health care from 
a physician as soon as possible if their 
symptoms worsen.  School nurse will 
emphasize this during initial meeting. Ill 
students should seek health care if: 

 a. They are concerned about their 
illness. 

 b. They develop severe symptoms such 
as fever that does not respond to 
fever reducing medications; 
increasing trouble breathing and/or 
shortness of breath; chest pain or  
pressure; rapid breathing. 

 c. If they are in one of the higher risk 
categories described below: 

   
Groups that are at higher risk for  
complications from influenza like illness 
include: 

• Pregnant women 
• Children younger than age 5 
• People age 65 or older 
• Children and adolescents (younger than 

age 18) who are receiving long-term 
aspirin therapy and who might be at risk 
for experiencing Reye’s syndrome after 
flu virus infection 

• adults and children who have asthma, 
other chronic pulmonary, cardiovascular, 
diabetes, heart disease, kidney disease,  
suppressed immune systems 

• People age 65 and older appear to be at 
lower risk of 2009 H1N1 infection  
compared to younger people.  However, if 
older adults do get sick from flu, they are 
at increased risk of having a severe illness. 
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Promote self-isolation at home for non-
residential students, staff and faculty. 

• Non-residential students, faculty, and staff 
with flu-like illness should be asked to 
self-isolate at home or at a friend’s or 
family member’s home until at least 24 
hours after they are free of fever, or signs 
of a fever, without the use of fever-
reducing medicines. 

 

CONSIDERATIONS FOR SPECIFIC  
STUDENT/CCC POPULATIONS 

• Communicate plans, policies, and 
strategies to partner K-12 schools 
regarding their students who attend CCC. 

• Determine if any special communication 
strategies are needed to meet the needs of 
students with disability.   

 
(Strategies to be instituted in addition to above 
procedures when the severity of conditions 
increases due to influenza type illness) 
 
The Student Health Services Director, the 
School Nurse, Montgomery County Health 
Department, Montgomery County Emergency 
Management Agency or the CDC may  
recommend additional strategies to help protect 
CCC students, faculty, and staff if global, 
national, or regional assessments indicate that 
flu is causing more severe disease.  These 
strategies, in addition to strategies listed above 
will be instituted at CCC if influenza severity 
increases. 
 
Permit high-risk students, faculty, and staff to 
stay home when flu is spreading in the  
community. 

• If flu severity increases, people at high 
risk of flu complications may consider  
staying home while a lot of flu is  

circulating in their community.  Such 
people should make this decision after 
consulting with their physician. 

• CCC will explore ways to continue  
educating students who stay home through 
distance learning methods.  CCC will 
review and revise policy accommodations 
that might be necessary such as allowing 
high-risk students to withdraw from the 
semester, tailoring sick leave policies to 
address the needs of faculty and staff, or 
modifying work responsibilities and  
locations. 

 
Increase social distance: CCC will explore 
innovative ways to increase the distances 
between students (for instance, moving desks 
apart or using distance learning methods).  
Ideally, there should be at least 6 feet between 
people at most times.  At minimum co-workers 
should be at least three feet apart and no hand- 
shakes should be exchanged. 
 
Campus events:  Consider whether to suspend or 
modify public events such as theatre 
presentations, sporting events, or 
commencement ceremonies.  This may also 
include closing or suspending use of various 
campus locations such as computer labs, student 
success center, library, gymnasiums, visitation 
in the Residence Halls, etc. 
 
Off Campus Activities:  Consider whether to 
suspend or modify large groups of students who 
gather together for various extracurricular 
activities.  In addition, off-campus activities that 
require travel may need to be cancelled.  Since 
we have some groups who travel to various  
locations across the United States, the  
supervisor of the group who is anticipating 
travel should verify the regional assessment of 
flu before authorizing the trip.     
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Extend the self-isolation period:  If flu severity 
increases, people with flu-like illness should stay 
home for at least 7 days after the onset of their 
symptoms, even if they have no more symptoms.  
If people are still sick after 7 days, they should 
stay home until 24 hours after they have no 
symptoms.  
 

CONSIDER SUSPENDING CLASSES 

 
• CCC should work closely with  

Montgomery County Health Department 
and other health officials in the 
community to balance the risks of flu 
before suspending classes that cause 
disruption in both education and the wider 
community. 

• Use multiple channels to communicate a 
clear message about the reasons for  
suspending classes and the implications 
for students, faculty, staff, and the 
community. 

• Reactive class suspension might be  
needed if CCC cannot maintain normal 
functioning, i.e., healthy instructors,  
adequate students in classes, etc. 

• To decrease the spread of flu, CDC may 
recommend preemptive class suspension if 
the flu starts to cause severe disease in a 
significantly larger proportion of those 
previously affected. 

• If classes are suspended preemptively, 
large gatherings, such as sporting events, 
dances, commencement ceremonies, will 
be cancelled or postponed.  Only faculty 
and staff can continue to use facilities 
when classes are not being held in order 
for essential functions to continue such as  
faculty might be developing lesson plans 
and materials for distance learning, etc. 

• CCC should plan for ways to continue 
essential services such as meals, custodial 
services, security, and other basic  

operations for students who remain on 
campus. When possible, dismiss students 
who can get home – or to the home of a 
relative, friend of the family, or host  
family – by private car or taxi.   
International students and others without 
easy access to alternative housing should 
stay on campus, but increase the distance 
between people as much as possible. 

• If classes are suspended then the  
recommendation would be for a minimum 
of at least five-to-seven calendar days. 
At the end of this time, CCC, in  
collaboration with public health officials, 
should reassess the epidemiology of the 
disease and the benefits and consequences 
of continuing the suspension or resuming 
classes. 

 

How to decide on a course of action 

CDC recommends a combination of strategies 
applied early and simultaneously.  Strategies 
should be selected by the following criteria. 
 

1. Based on trends in the severity of disease, 
virus characteristics, feasibility, and  
acceptability. 

 
2. Course of action will be selected through 

collaborative decision-making with public 
health agencies, CCC faculty and staff, 
Board of Trustees, students, students’ 
families, and the wider community.  CDC 
and its partners will continuously look for 
changes in the severity of flu-like illness 
and will share what is learned with state 
and local agencies.  However, states and 
local communities can expect to see a lot 
of differences in disease patterns from  
community to community. 
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CCC will balance a variety of objectives to 
determine the best course of action to help 
decrease the spread of flu.  Those objectives are: 

(a) protecting overall public health by 
reducing community transmission 

(b) reducing transmission in students,  
faculty, and staff 

(d) protecting people with high-risk  
conditions 

 
Expenses to consider: 

• thermometers for isolated residential life 
students so they can monitor temperature 
to determine end of isolation (free of fever 
for 24 hours) 

• masks for ill students to wear when others 
enter rooms 

• hand sanitizer and/or sanitizing wipes 
 

 
 
CRISIS MANAGEMENT TEAM 

The President of the College will serve as the 
coordinator of the Management Team.  There 
will be core members, but other individuals will 
be utilized on an as-needed basis.  Individuals 
included could be Director of Student Life, 
Athletic Coaches, Activity Sponsors, 
Coordinator of International Students, Athletic 
Director, etc. 
 

PURPOSE:   

To establish a core group of administrators and 
other necessary personnel to move quickly and 
efficiently to put in motion procedures in  
response to a campus emergency situation.  The 
team’s primary concern is the safety and security 
of all individuals on all campus locations.  The 
team will coordinate with community and 
county resources to secure a safe campus.  After 
the emergency situation is under control, the 
team will review and evaluate the actions taken.  

A written report will be kept on file for future 
reference.   
 
The Crisis Management Team will be put on 
alert in the event of any one of the following or 
any other unforeseen crisis:  illness or death, 
food poisoning, suicide threat, building  
explosion, power lines down, animal attack, 
sexual assault, civil disturbance, blizzard, fire, 
flood, thunderstorm, tornado, hazardous 
materials, bomb threat, blood borne pathogen 
exposure, dangerous individual on campus. 
 

CORE MEMBERS: 

President,  Vice President for Academic 
Services, Vice President for Operations and 
Finance, Vice President for Innovation and 
Business Initiatives, Dean of Student Life, Dean 
of Institutional Research and Enrollment 
Management, Director of Marketing, Director of 
Human Resources, and the College Attorney.  
The core members will be kept informed of the 
crisis and take action to insure the safety and 
security of faculty, staff, and students in their 
respective areas.   

 
IMPLEMENTATION STEPS: 

1. In the event of a crisis, any individual first 
to respond should contact emergency 
personnel.  Every effort should be made to 
see that no disturbance to the scene is 
permitted until the proper authorities have 
assumed control. 

 
2. The Coffeyville Community College  

Employee, after securing the appropriate  
emergency personnel, will contact their  
immediate supervisor and the Vice 
President to whom their area reports. 

 
3. The Vice President will immediately 

contact the President and other members 
of the Crisis Management Team if the 
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accident or incident is likely to produce an 
accidental or natural death or a major 
emergency. 

 
4. The President may call a meeting of the 

appropriate personnel outside of the Crisis 
Management Team to provide relevant  
information and to identify issues to be  
addressed and services to be provided. 

 
5. The President, in consultation with the 

Crisis Management Team, will 
immediately contact the family members 
of all individuals involved in the incident. 
(Make sure there are positive 
identifications prior to making any calls.) 

 
6. The Vice President for Innovation and 

Business Initiatives or the Dean of 
Institutional Research and Enrollment 
Management will make sure that if there is 
a student/individual with the same name 
(but not involved) their family is contacted 
and informed their student/individual is 
safe and not involved in any incident  
reported by the media. 

 
7. The Marketing Director will coordinate all 

information released externally by the 
College and respond to all requests for 
information from media personnel.  This 
will insure accurate and consistent 
information.  College personnel must 
observe this requirement. 

 
8. The President will contact, when 

appropriate, Board Members and area 
Legislators, etc., informing them of the 
circumstances and answering any 
questions they may have. 

 
9. A core member of the Crisis Management 

Team will be assigned to serve as the 

primary contact person for the family who 
has had an individual involved in the 
situation (i.e. meet with family if they 
choose to travel to campus, return 
personal possessions, etc.) 

 
10. If a death of a student has resulted, the 

Dean of Institutional Research and 
Enrollment Management will make sure 
that all academic, financial aid, business 
office and foundations records are closed.  
If a death of an employee has resulted, the 
Director of Human Resources will assume 
those responsibilities. 

 
11. The Dean of Student Life, Director of 

Student Life, Vice President for Academic 
Services and College Nurse will be 
responsible for coordinating any 
counseling or emotional support needed 
for students as a result of the incident.  If 
the incident involves an employee, the 
Director of Human Resources, College 
Counselor and the College Nurse will 
assume these responsibilities. 

 
12. The Crisis Management Team will 

continue to review progress of the team 
and activities during the initial resolution 
of the incident.  A written report will be 
kept on file in the office of the Vice 
President for Operations and Finance. 

 

COMMUNICABLE DISEASES 

In the event a student, staff, faculty member of 
CCC has been diagnosed by a physician as 
having a chronic and communicable disease, the 
individual shall report the diagnosis and nature 
of the disease to the College Nurse so that 
proper reporting may be made to county or joint 
Board of Health.  In addition to placing a high 
priority on preventing the spread of the 
communicable disease on the campus, the 
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President may appoint a Review Board to 
evaluate each documented case on an individual 
basis.  The Review Board may consist of, but 
not necessarily limited to, the individual’s 
physician, county health personnel, College 
Nurse, Vice Presidents and Deans.  Strict 
confidentiality shall be maintained by College 
personnel to protect the rights of the individual. 
 

 
PANDEMIC OUTBREAK  

Point Person(s): President, Student Health 
Service Director, Student Health Nurse,  
Vice President for Academic Services, 
 Vice President for Operations and Finance, 
Vice President for Innovation and Business 
Initiatives, Dean of Student Life, Dean of 
Institutional Research and Enrollment 
Management, Marketing Director, and Director 
of Human Resources  
                              

Additional Members of the Incident  
Management Team:  Director of Maintenance 
& Housekeeping, Director of Student Life,  
 Food Service Director,  Director of Athletics,                              
Head Athletic Trainer, Director of the Columbus 
Campus. 
  
1. Workforce Planning: All departments will 
identify essential employees, functions which 
are vital to operations of campus.  Prepare and 
develop a plan to replace key individuals should 
they be unable to work.  Temporarily eliminate 
the procedure of requiring a doctor’s note for 
students, faculty or staff to validate their illness 
or ability to return to work.  

 
Potential impact on workforce.  It is  
estimated that around 20% to 60% of the 
overall workforce will be affected during 
a Pandemic.  If a pandemic begins in a 
community, the illness is predicted to last 
at least eight (8) weeks.  Businesses in 

general can expect employees who 
contract the flu to be out of work for at 
least two-to-four weeks. 

 
2. Employee Communication: The Director of 
Human Resources will disseminate information 
to employees about the campus’s preparedness, 
response plans and incident.  Continuously 
review and recommend temporary revisions on 
sick leave policies to remove barriers for  
faculty staying home when they are ill or  
caring for an ill family member. 
 
3. Academic Contingency Planning: The Vice 
President for Academic Services will 
recommend adjustments in the academic 
calendar. Consider postponing and/or canceling 
classes. The Vice President may determine 
opportunities for online teaching and/or alternate 
teaching sites, as well as examine the possibility 
of altering policies on absenteeism and 
accepting late assignments in an effort to prevent 
students from returning to the classroom while 
still infectious. 
 
4. Technical Campus Contingency Planning:  
The Vice President for Innovation and Business 
Initiatives will work closely with 
Superintendents of the various high schools 
which CCC serves regarding their procedures 
and plans in an effort to minimize the situation,  
in addition to alerting and maintaining constant 
communication with these Superintendents 
regarding strategies, policies, plans and  
conditions on our campuses.    
 
5. Programs and Activities:  The Vice President 
for Academic Services, the Dean of Student Life 
and the Director of Athletics will recommend 
postponing and/or canceling all extracurricular 
activities or programs outside the normal 
classroom instruction.  This may also include 
closing or suspending use of various campus 
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locations such as computer labs, student success 
center, library, gymnasiums, etc.  In addition, 
since we have some groups who travel to 
various locations across the United States, the 
supervisor of the group who is anticipating 
travel should verify the regional assessment of 
flu in that specific area before authorizing the 
trip. 
 
 
6. Supplies / Equipment: Director of  
Maintenance & Housekeeping will provide 
available infection control supplies (e.g. hand 
hygiene products, tissues and receptacles for 
their disposal) in all occupied areas of campus 
and will disburse adequate supplies of cleaning 
and disinfecting products. Employ equipment 
for use of cleaning and disinfecting (e.g. power 
sprayers, disposable towels) and plan for waste 
disposal. Prepare to intensify environmental 
hygiene during an infectious disease emergency 
for essential personnel. Monitor heating, 
ventilation and air conditioning (HVAC); 
prepare for shut down. 
 
7. Communication:  Director of Marketing will 
establish various communication and public 
relations strategies that will be used to update 
and disseminate information.   This includes, but 
is not limited to, web information, newsprint, 
radio, Raven Access and AlertNow. 
 
8. Health Care: The Student Health Service 
Director and College Nurse will anticipate an 
increased demand for services. The College 
healthcare facility shall have inventory available 
for a two-week operation and will effectively 
communicate with public health officials, other 
local health care professionals and key 
medicinal suppliers regarding the College’s 
needs and situation.  They will establish a 
communication link so that all entities will know 

who to contact if there are changes in severity 
and the extent of flu-like illness in the area. 
 
9. Counseling: The Vice President for 
Academic Services and the Dean of Student Life 
may establish counseling services for students 
and employees. 
 
10. Residential Life: The Dean of Student Life 
and the Director of Student Life will identify 
accommodations if self-isolation or quarantine is 
recommended for students who are unable to 
return to primary and/or permanent residences.  
The Dean of Student Life may recommend 
suspension of visitors to the various Residence 
Halls. The Dean of Student Life,  Director of 
Maintenance &Housekeeping and the Director 
of Student Life will work collectively to insure 
adequate equipment/supplies,  
including items that help minimize the spread of 
infectious diseases, should be available to keep 
students for a prolonged period of time. 
 
11. Food Service: Vice President for Operations 
and Finance will work with the Director of Food 
Service regarding additional services required 
beyond contracted agreements.  A meal delivery 
system should be established for those who may 
be quarantined.  Food Services should maintain 
a ten-day supply of food on location and be 
prepared for additional food deliveries, as 
necessary. 
 
12. Financial: Vice President for Operations 
and Finance will develop a system for rapid 
procurement and reimbursement for needed 
supplies/equipment and services from vendors.  
A financial reserve should be available in case 
of disruption/cancellation of College operations 
during a semester and the necessity of 
implementing a business recovery plan that 
includes resumption of billing/payroll functions. 
 



41 
 

13. Local Government: Plan for local 
government to become inundated with external 
logistical needs and disease containment 
measures.  Maintain an open line of 
communication with local, county, state and 
federal agencies and health agencies.  The State 
Health Department and Emergency Management 
Agency will more than likely determine 
isolation locations. 
 
14. Prepare for return of standard operations: 
The Incident Management Team will meet to 
plan a systematic recovery of operations.  
Priorities will be established in preparation for 
normal operation. 

 
 
15. Review:  Following the return to normal 
operations, a complete evaluation and review of 
procedures should take place. 
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