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STRATEGIC PLAN
For
MURRAY STATE COLLEGE

Mission
Murray State College Provides Opportunities for Student Learning, Personal Growth, Professional Success, and
Community Enhancement

Values
Quality Instruction and Service for Students and CommunEieployee Commitment, Professionalism, and Growth
Maximum Development of Student Potential Successful Integration of Technology in Student Learning Open Access
to Educational Opportunities

Vision
(A vivid description of MSC in May 2016Ylurray State College has studemntered, opeaccess campuses and
provides the necessary academic and support services that foster retention, graduation rates, quality instruction, and
student satisfaction. Our Associate in Applied Science graduates haveawetlareers, and our Associate in Arts
and Associate in Sciencgraduates are recognized by receiving colleges and universities for their excellent
preparation. MSC maximizes student potential for life, career, and educational choices. Murray State College is
adaptive to the changing communities of learners. The @okmhances instruction to promote service learning,
workforce training, and dynamic, innovative, and challenging academic programs within-tioeitey service area
and beyond. The College provides resources to promote a healthy campus, global awidersidts, and
accommodation of community groups. Qualiffadulties arenvolved in ongoing training via ufp-date instructional
resources. Our institution is committed to the promotion of the arts, economic development, and lifelong learning to
foster the intellectual climate in southern Oklahoma. Murray State College facilitates employee satisfaction and
growth by providing effective communication, requisite resources, and employee recognition, advancement, and
professional development. College emy@es demonstrate professionalism and institutional commitment. Murray
State College provides access to current technology and esfficggnt facilities for the campus and community. The
College implements and supports a master plan for multiple losadimh is recognized as a national awaianing
rural community college.

Goal 1: Provide facilities conducive to learning and working.

Goal 2 Provide programs and resources that meet the needs of our students and communities.
Goal 3: Develop College, esmmic and community resources.

Goal 4: Engage employees to fully support the College mission, values and vision.



INTRODUCTION:

MURRAY STATE COLLEGE POLICIES AND PROCEDURES WHBAGE

Welcome to théviurray State CollegéMSC) policiesand pocedures Wb page made available through the MSC
Web site. All officially approved policiesand proceduresre displayed hereAny copies (prints or online) that are
inconsistent with the official version hedton thiswebpage should beistegarded.The policies may change from
time to time by action of theISC Board of Regent{@oardGoverning Boarl The most current version of the
policies and procedurasanualis located on this site.

Printed versions of policieand proceduresiay be included in other publications of Bellege but must include a
disclaimerindicatingthat the official MS(policies andproceduredocatedthroughthe MSCWebsite should be
consulted for the latest version.

For guidelines of employment policieany questions eollege administrator or empleg may have about which
policy/procedurepplesto a particular employee may be addressed to the Human Resources Office.

UNDERSTANDING POLICY AND PROCEDURE

1 Policy:
A policy is a written statement concerningllege governance that has been approvedrbgjarity vote of

members of the &rd Policies provide general operatipgnciples for the conduct @bllege affairs. The
MSC Presiden{Presidenthas responsibilt for policy interpretation and complianc®olicy changes are
initiated by the BoardrdPresident as needeény employeeor group of employeesnay make
recommendatiafs) for new or revised policies to the President.

2. Procedure:
Aprocedureis@d h etwo 0 st at e mesorderlytinhpkementptionoofeistablished policies through
specific, prescribed actions aisdnore detailed than a policy statemeRtocedures in support of policies are
drafted by the Presidenfny employeeor group of enployeesmay make recommendati@@hfor new or
revised procedures to the President.

PUBLIC ACCESS TO POLICIES AND PROCEDURES

The Cdlege administration will make available public copies of policied proceduresTwo complete copies of
the MSC Institutional Policiesand Procedurdglanualareavailablein the referencareaof the Library/Learning
Resource Centaturing the normal hours of operatioRublic use of the manuals will be limited to the reference
area. The most current version of the memill be located onlinéhroughthe MSC Web site (www.mscok.edy

Individualswishing to initiate a change in policghould submit a written request through the appropriate
organizatbnal channels to the Presideiiihe request should specify the item to be changed and the purpose and
perceived benefit of the changAfter reviewandshould the President deem it appropriate, the proposed policy will
be pesented to the Boafdr consderation and possible adoption.

When changes in policy are officially authorized by Board action, the President will modify the manual as soon as
possible and make the necessary changes avaditableghthe MSCWebsite.

POLICY VIOLATION

Membersof thepublic who have a comght regarding a violation of College policy or procedure may obtain a
complaint form from the Human Resources Office.


http://www.mscok.edu/

FOREWORD:

Murray State CollegeMurray State College is a stagapported, ceducational, tweyearcollege offering a variety of
curricula in general education, geeofessional study, occupational education, and lifelong learning. The philosophy has
been an evolving one reflecting the history and traditions of the College, its role within the stete afyhigher
education, and the College's own leadership, governance, and employees.

Since its establishment in 1908, MSC has moved from the traditional, sipggterse concept of the junior college,
offering the first two years of academic work foo$e with continuous objectives, to the role of the comprehensive, two
year, serviceriented college with multiple functions. The program is designed to be sensitive to the needs of a
community encompassing primarily ten counties; however, MSC accegpsngtbility for providing programs to
support state and national goals within the financial capacity and physical limitations of the College.

The College makes its physical plant available for the use of community organizations and supplies thelepesgial t
leadership, and influence of its professional staff for promoting the economic, civic, and cultural life of the community.
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CHAPTER I:
BOARD OF REGENTS

A. ADDRESSING THE BOARD OR INDIVIDUAL MEMBERS
Policy Statement (Board Approval Date: 03/22/Afpproved05/30/12

The Board invites public comment and will, at all times, act reasonably and fairly in hearing those comments.
The Board will limit the time for comment to two (2) minutes per public comment request and does not
obligate itself to act upon any request Linthas had time to consider fully the points at issue. The Board

will not accept documents provided in open session.

Procedure

When approached by a student, employeeijt@menwho wishes to secure information or voice a complaint
concerning anyart of the operation of the College, a Board member will refer the person to the President or
other administrative officer of the College. The item can then be either handled at the administrative level or
properly placed on the agenda for considerdbpthe Board at their next meeting.

It is thepracticeof MSC to provide all lawful organizations or individuals an opportunity to formally address
the Board if their desire is the furtherance of the educational objectives and philosophy of the College.

1. Informal Comment:The Board provides opportunity at each Board meeting for the public to address
both agenda and neagenda itemsEach month the Board has on its agenda the following areas for
input: comments from the public on agenda itemsamdments from the public on na@agenda items.

The Board reserves the right to limit the time of any presentation on either of these agenda items. No
action will be taken on neagenda input, as it would not have been published according to the Open
Meetings Act.

2. Formal Request for Action by the Boar8ince it is the responsibility of the Presidentallaboration
with the Board Chair to prepare the agenda for Board meetings, it is necessary for organizations or
individuals to observe the following predure should they desire to formally address the Boaxal or
request action by the Boawhenit is in regular session:
a. Write a formal letter to thEresidentt the College address requesting permission to address the
Board. The letter must be receivatdeast ten working days prior to the Board meeting date.
b. Give the facts on the organization represented, such as official name, number of members, purpose,
address, and telephone number.
State fully the reason for the request.
State how much time iseeded.
Designate the individual who desires to address the Board.
Includedocumendtion with your formal request.

~oao

B. BOARD OPERATIONAL PHILOSOPHY

Policy Statemen®olicy Statement (Board Approval Date: 03/22/11)

MSC Mission Statement

Murray State Colleg@rovides Opportunities for Student Learning, Personal Growth, Professional Success, and Community Enhancement

The Board is committed to providing access to educational and employment opportunities and services to a
diverse clientelen a changing society. The Board recognizes that the demographics of the students and
employees of the College should mirror the ethnic and cultural diversity of the area it serves and encourages
the aggressive pursuit of this goal.

Murray State Collegbas the following functions delegated by the OSRHE:



CHAPTER I:
BOARD OF REGENTS

1. To provide a comprehensive twear, posisecondary educational program to serve the needs of
residents of the south central Oklahoma counties of Atoka, Bryan, Carter, Coal, Garvin, Johnston, Love,
Marshall, Murray, and Pontotoc;

2. To provide educational programs which give predominant emphasis to technical and occupational
education;

3. To provide a program of general education, which enables students to develop attitudes, knowledge,
gualities, and sk necessary for them to be effective as a person, a family member, and a citizen;

4. To provide educational programs of two years or less for students who plan to transfer into baccalaureate
and professional programs at fegear institutions;

5. To providea program of education for youth and adults whose previous educational experiences have not
prepared them for achievement at the collegiate level;

6. To provide opportunity for academic guidance and counseling services for all students;

7. To provide communit services to improve the cultural, economic, and social environment of the area
served by the College;

8. To provide leadership and assistance in economic development activities to enhance the quality of life in
the service area; and

9. To provide the opportity for learning environments that utilizes the appropriate technology to enhance
instructional delivery and student learning.

In fulfilling its role regarding the mission and functions of the institution, the Board recognizes the following:

1. Highereducation is a function of the state, and the Board, the governing body of the College under its
control, acts as an agency of the state within jurisdiction provided by law and according to law;

2. The College, under the control of this Board, is an intquaetl of the unified system which is known as
the Oklahoma State System of Higher Education as provided under Articlé Xflthe Oklahoma
Constitution;

3. The Board is a policgletermining body and delegates responsibility for operational matters to the
President;

4. Board authority resides only in the Board as a whole and not in its individual members; and

5. Regents have authority in matters dealing with the College when acting as a Board legally in session. A
decision, once made by the Board, is suppdried!l members of the Board. Regents who question the
|l egality of proposed Board action must ask the Boa
clarification or legal opinion on such action. Any action to the contrary by any Regent may théject
offending Regent to counseling by the Board Chair or censure by a unanimous vote of the remaining
Board

LEGAL SITUSOF THE BOARD

Policy Statement (Board Approval Date: 03/22/11)

The Board desires to delineate clearly, in conformity with its stetytrerogatives, the legsitusof its
official Office of Record, as cited below, for purposes of the service of process and other legal procedures.

1. The legakitusfor the official Office of Record (Office) for the Board is in Tishomingo, Johnston
County, Oklahoma.
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BOARD OF REGENTS

2. The Office is the Presidentés Office on second
campus of Murray State College, Tishomin@dklahoma.

3. All of the following acts are accomplished in the aforesaid Office:
a. All services of legal process are served in this Office.
b. Service is on one of the following:
1. The President
2. The Board Chair
3. The Board Secretary
c. The official Board records ofrpceedings are maintained here.
d The Boardés official seal is located in this
e. All correspondence relating to official Board business and activities is addressed here.

4. All regular and special meetings of the Board are held in the Administratiibdiri}y Boardroom, Room
207, and adjacent to the official Office of Record, unless otherwise prescribed at a different location for a
specific meeting by the Board.

POWERS AND DUTIES OF THE BOARD

Policy Statement (Board Approval Date: 03/22/11)

TheBoard develops broad, general policies for the direction of the administration of the College. Policies
may be initiated by members of the Board or by the President working with the Board. Policies constitute
guidelines for the President in formulatingnainistrative organization and procedures for their
implementation.

1. The Board has the powers and duties according to Oklahoma Statutes (70 O.S. 2001 § 4405, 3407.B.2.).

2. The Board will appoint, evaluate, reappoint, and/or terminate the Presidezgtabhtish his/her
compensation.

3. The Boarddelegatesiaily college operations to the President which includes but is not limited to the
authority to appoint, evaluate, reappoint, and/or dismiss all other employees and establish their
compensation.

4. The Board has the authority to audit all college accounts.

ORGANIZATION OF THE BOARD

Policy Statement (Board Approval Date: 03/22/11)

The Board is composed of seven members. All members are appointed by the Governor, by and with the
consent of the Smte, for seveiyear staggered terms, which expire on the first day of June. The officers of
the Board consist of a Chair, Vice Chair, and Secretary.

Procedure

1. To provide ample gmortunity to serve and diversifpanagement, the Board endeavors to rotate officer
positions by appointment sequence. However, officers of the Board are annually elected (70 O.S. 2001 §
3407.2 B) by majority vote at the meeting in May of each year, assume office in June, and serve the
fiscal year and/or until successors are elected by a majority vote of the Board.

2. All vacancies in the offices of the Board are filled by election from current Board members at the next
succeeding regular or special meeting of the Board and are for thaineaeterm.

flo
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DUTIES OF OFFICERS

Procedure

1. The Chair will preside at all meetings and have full right of discussion and voting.

2. The Chair or his/her designee will sign all contracts, bonds, and other legal documents as required by law
upon approval byhe Board.

3. The Vice Chair will perform the duties of the Chair in his/her absence or temporary disability.

4. The Secretary will sign all documents of the Board as required by law.

COMMITTEES

Procedure

The Board has the following three standing committees:

1. Administration and Finance Committee (This committee, with the President and Board Chair, serves as
the Audit Committee.)

2. Academic Affairs Committee

3. Student Affairs Committee

Special committees are appointed by the Board Chair as the Board may fromm tiime direct, with the

committee chairs being appointed by the Board Chair. Such committees will cease to exist when discharged

from further considerations of the subject assigned.

MEETINGS

Policy Statement (Board Approval Date: 03/22/11)

The Boardabides by the provisions of the Open Meeting Law and the Open Records Act of Oklahoma.
Procedure

The Board will hold regular monthly meetings, and the dates will be set annually upon the majority vote of
the Board. Special meetings may be called b\Bibewrd Chair, when necessary, or by any four members of
the Board.

1. An executive session of the Board can occur only on a majority vote of a quorum of the members
present, and the vote is a recorded vote. (25 OS Se@130hs amended May 1993)

2. Four menbers constitute a quorum to transact business.

3. All motions and amendments to motions require a second before being voted upon.

4. Each Board member votes aye, nayalestainon each motion made and seconded, and the chair
declares the motion passed otddifollowing a roltcall vote. When voting to determine whether the
Board will have an executive session, there will be acalllvote. Any Board member may request a

roll-call vote on any action item on the agenda.

5. When issues of parliamentary prdcee arise not specifically in Board policy, current Roberts Rules of
Order dictate procedure.

6. Recordk eepi ng responsibilities for Board meetings andc
REGENT CODE DECREE and ENDEAVORS

As a member of thBoard representing all the citizens of Oklahoma concerned with the College, the
following code decree and endeavors adopted:

Regent Code
1. That the educational development of the persons attending MSC is entrusted to my care;

2. That my duty to thospersons will be discharged in a fair and impartial manner;
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3. That it is my responsibility to communicate the services and the needs of MSC to the general public; and
4. Since the legal authority of the Board is established by state statute, which therebjndstdrendegree
of local autonomy, |, as a Regent, recognize my personal obligation to the state, and | will not surrender
these responsibilities to any other person, group, or organization.

Regent Decree
1. Board Meetings: Do not conduct board meetingdovit the President.

2. Administrative Responsibility: Do not have more than one administrative péngoRresidentdirectly

responsible to the Board.

Faculty/Staff: Do not solicit or encourage faculty/staff complaints.

Advocacy: Do not become an advacétr someone seeking a job at the College.

Personal Investigations: Do not conduct personal investigations into institutional operations and student

issues.

6. Regent 6s Rol e: Act as an advocate for the Coll ege
7. Board Authorization: Do not speak for tBeard or College without Board authorization.

8. Questions: Refer questions pertaining to College operations to the President.
9
1

abrw

Standing Committees: Avoid numerous Board standing committees.
0. Written Policies: Insist upon written policies.

Regent Endeaver

1. Devote the time, study, and thought necessary to render creditable service as a Regent;

2. Communicate with fellow Regents in a spirit of harmony and cooperation in spite of differences of
opinion which might arise;

3. Basedecisions on all available factsjeeting partisan bias, and thereafter support and uphold the final
decision of the Board,;

4. Respect the position of Regent as a higihking position, appointed by the Governor and confirmed by
the Senate, and recognize that decisions can be made onlyubyuancpf the Board in a regular or
called meeting;

5. Stand firm against special interest groups or individuals who might attempt to benefit themselves in a

manner not in the best interest of the total College community;

Examine the academic, n@atademic, ah business affairs of the College;

Accept that the basic function of the Board is to establish policy, and the President and his/her employees

are charged by the Board to operate the College within the scope of Board policy, OSRHE policy, and

the laws of he state of Oklahoma; and

8. Encourage active cooperation by citizens, organizations, and the media in focusing attention on the
services offered by the College.

No

MURRAY STATE COLLEGE FOUNDATION

Policy Statement (Board Approval Date: 03/22/11)

Recognizinghe relationship of the MSC Foundation to the College as one that is for the direct benefit of the
College and the students it serves, the Board establishes the following policy:
1. Fundraising activities for the ultimate benefit of the College that ppgaved and conducted by the

MSC Foundation, the private and external fuai$ing department of the institution, are authorized by

the MSC Board.

NEPOTISM

Policy Statement (Board Approval Date: 03/22/11)

Except as prohibited by Oklahoma laws, relatuip by consanguinity or by affinity will not, in itself, be a
bar to appointment, employment, or advancement in the College nor (in the case of faculty members) to
eligibility for tenure of persons so related.

10
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Procedure

No two persons who are relatbd affinity or consanguinity within the third degree will have direct

responsibility for making recommendations regarding appointment, employment, promotion, salary, or tenure
for the other nor will either of two persons so related who hold positions isatime internal budgetary unit

be appointed to an executive or administrative position for said internal unit.

Waivers may be granted by the President, but performance evaluations and recommendations for
compensation and promotion will be made by oneralated to the individual being evaluated, as would
internal budgetary decisions. The Board is notified of any such waivers at its next meeting.

Relatives that are within the third degree of relationship to an employee by blood or marriage are as follows
Spouse, parent, grandparent, gigr@ndparent;

Parent, grandparent, or gregandparent of spouse;

Uncle or aunt;

Uncle or aunt of spouse;

Brother or sister;

Son or daughter;

Sortin-law or daughtein-law;

Grandson or granddautgh or their spouse; and

Greatgrandson or greajranddaughter or their spouse.

CoNOOR~LONE

PRIVATE LEGAL COUNSEL

Policy Statement (Board Approval Date: 03/22/11)

The Oklahoma Office of the Attorney General has contracted with OSRHE to represent loodietge

Private legal counsel may be used only in accordance with the procedures of the Oklahoma Office of the
Attorney General as required by law.

OPEN MEETINGS AND OPEN RECORDS LAW

Policy Statement (Board Approval Date: 03/22/11)

The Board of Regents shall abide by the provisions of the Open Meeting Law and the Open Records Act of
The State of Oklahoma

11
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ACCOUNTS RECEIVABLE

Policy StatementBoard Approval Date: 03/22/11)
The College will implement procedures to optimize collectiofuntls due to the institution.

Procedure

The following procedures will be used in collection of accounts receivable.

1. Students should pay or make arrangemenfsay their charges on or before the beginning of the term.

2. Students may use anticipated financial aid to cover all or part of their charges. If financial aid is not sufficient to
cover the total, student must make arrangements to pay the balance.

3. Students may make arrangements to pay their bill through Nelnet Tuition Management program or with a

promissory note. A down payment is required with the balance split over the semester.

Student account balances will be available online for the studergvo vi

Student with outstanding accounts will be billed at least two times during the semester.

Student account balances remaining after year end (calendar) will be forwarded to the Oklahoma Tax Warrant

Intercept Program for collection.

7. After the warrant intecept process, if balances are still remaining, account will be turned over to collection
agency.

8. Student will not be allowed to enroll and records will be held as security until accounts are paid in full.

o0k

AFFIRMATIVE ACTION

Policy Statement (Boar@pproval Date: 03/22/11)

Murray State College is firmly committed to a policy of Equal Employment Opportunity in compliance with 41 CFR
60-2.20(a), Regulations for Implementation of Executive Order 11246; CFR &) Sex Discrimination Guidelines;
CFR60-50.2, Guidelines of Discrimination Because of Religion or National Origin; CFE560, Affirmative

Action Obligations of Contractors and Subcontractors for Disabled Veterans and Veterans of the Vietham Era; CFR
60.741.6, Affirmative Action Obligationsf Contractors and Subcontractors for Disabled Workers; and 29 HSC
62304, Age Discrimination in Employment Act of 19@&ffirmative Action Compliance Plan found aiSC
CommondSC Forms)

INDEPENDENT AUDIT

Policy Statement (Board Approval Date: 03/29/1

In compliance with the requirements of 70 O.S. 2001, § 3909 the MSC Board audit policy is as follows:

College financial records are audited annually by professional auditors selected by the Board. Internal audits are
conducted on a quarterly basidanill be performed by a different firm than the annual audie Board appoints an
audit committee consisting of the President and Board Chair and no fewer than three Board members.
Procedure

1. The responsibilities of the audit committee incluola, are not limited to, the following:

a. Establish the scope of work in issuing requests for proposals from independent auditing firms.

b. Review proposals for independent audit services and related professional fees, and make recommendation:
to the Regentfor the employment of an auditor.

¢c. Review annual audits of the institution and the MSC Foundation with the President, and make reports and
recommendations to the full Board. The reviews should include timely discussions with the independent
auditor regading all critical accounting policies and practices; all alternative treatments of financial
information with the Generally Accepted Accounting Principles that have been discussed with management,
ramifications of the use of such alternative disclosucetegatments, and the treatment preferred by the
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independent auditor; and other material written communications between the independent auditor and
management, including the management letter.

Review performance of the independent auditor and profes$emsa and recommend continuation or
removal, if appropriate.

Resolve any disagreements between the independent auditor and employees, and review any audit probler
or difficulties and employee responses.

Establish and maintain procedures for heeipt, retention, and treatment of complaints regarding
accounting, internal accounting, or auditing matters.

Establish and maintain procedures for the submission by employees regarding questionable accounting or
auditing matters that will assure protien of the employee in accordance with the provisions of 74 O.S.
2001, § 84e.5.

Establish an approval process for ut i-hudizsarticespn o f
including specific verification of the absence of confti€interest of the auditor in the performance of the
related noraudit services.

Facilitate coordination with the State Auditor and Inspector as appropriate.

BUDGETING PHILOSOPHY

Policy Statement (Board Approval Date: 03/22/11)

The budgetingpproach is to facilitate linigem justification of all expenses incurred in the operation of all programs,
services, and activities of the institution.

COLLEGE PRESIDENTQUALIFICATIONS, APPOINTMENT TERMS, AND DUTIES)

Policy Statement (Board Approvakiie: 03/22/11)

TheCollegePresident is the chief executive officer of the College and is responsible for the internal administration
thereof. The Presiderggoverned by policies of the Board, the regulations of the OSRHE, tladhn@kh Statutes,
and gplicable £deral requirements.

Procedure
1. Qualifications: The Boardetsqualifications for the posbn of President

2. AppointmentTerms

a.
b.
c.

The Board appoista President for the College andstbie salary of the President for a specified period.
The Board may employ a President for a specified period of time.
The Presidenis evaluated annually by the Board.

3. Dutiesof the President of the College:

a.

b.

C.

d.
e.

f.

Executes policies and procedures of MSC and of the OSRidEipdates MSC procedures as needed to

operate the institutign

Acts as professional advisor to the Board and keeps it fully and promptly informed concerning the operation

and welfare of the College; and deaith members of the Board as a whole rather than as individual

members, acceptingpansel and supporting decisions of the Board;

Delegates authority and responsibility to other officers, instructors, and employees and requires a full

discharge of their duties;

Presents to the Board the appointment, compensation, duties, and/or cegdratnployees as information;
Prepares various financial reports and other reports as requested by the Board for review and/or approval;
Develops and submits to the Board the annual budget for approval;
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g. Provides professional leadership and coordimefor all activities of the College;
h. Makes emergency decisions to prevent loss of life or property or prevent or reduce damage to property or
injury to persons, and makes a report of such to the Board at the next regular meeting;
i Interprets the Collegand its programs and activities to the public;
j-  Pursues grants and contracts that will assist the College in fulfilling its mission;
k. Establishes a strategic planning process, and presents the plan annually to the Board; and
I.  Submits annually, with asgance from administrative employees, an academic calendar for approval.
m. Develops organizational structure of the College that provides for effimenation of the institutionVithin
the power, the President may develop new positions or reassigmparsmincrease efficiency of operations
or programs toward institutional goals.

DISPOSAL OF SURPLUS PROPERTY

Policy Statement (Board Approval Date: 03/22/11)

The President, or his/her designee, may dispose of surplus proppeety@ascedure.

Procedure

The following are methods for declaring state property surplus:

1. Request Approval to Sell or Transfer Surplus Property: Stated property may not be destroyed, sold,
transferred, traded in, traded, discarded, donated, or otherwise digfegdtbut prior written approval of the

President/designee.

2. Methods of Disposal of Surplus Property: The method of disposal of surplus property must be approved by the
President/designee prior to disposal of state property.

The following are method®r disposal of surplus property

a. Transfer to a State Agency or Authorized Entity: Property is transferred to another state agency or authorize
entity with or without charge as mutually agreed by both parties.

b. Sealed Bid: Property is sold by sealéd. b

c. Public Auction: Property is sold at an advertised public auction coordinated by MSC, including such on line
auctions as BBay andC r a ilisgj dics

d. Scrap Metal: Property is sold as scrap metal.

e. Tradeln: Property is exchanged as traddor replacement equipment.

f.  Transfer to Oklahoma Department of Surplus Property for Disposal. Department disposes of surplus propert
with the exception of vehicles and equipment, by any method listed with no remuneration to the state agenc

g. Disposal by OtheMeans: Property is disposed of by other specified means which are deemed to be in the
best interest of the state.

h. Salvage: Items declared as salvage with no use as designed, unwanted by other agencies and have no
material value may be disposed of oldsas scrap without public auction due to cost of advertisement
exceeding the residual value receivable.

Definitions:

a. Authorized Entity: A political subdivision, school district, a multipurpose senior citizen center, -prafitn
entities of the sta.
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b. Public Auction: Either a tangible event at a public location or an electronic event which is advertised and
made available to the public via the Internéte . g . ) C +Bayij lacd sewdpapesrt |, E

c. Salvage or Scrap: Property which, because of its worn, damaged, deteriorated, incomplete condition or
specialized nature has no reasonable prospect of sale or use as designed, but has some value in excess of
basic material content.

d. Tradein: Equiprent which is exchanged on replacement equipment.

Prohibitions:

a. Donations of State Property: Donations of state property to private individuapspfiirorganizations or
state employeds prohibited

b. Sales to State Employees: The sale of staipguty to state employees is prohibited unless items are sold at
announced public sales auctions or when the item is not usable for state purpose but holds some scrap valu
to someone.

IDENTITY THEFT

Policy Statement (Board Approval Date: 03/22/11)

1. Introduction: The MSC ldentity Theft Prevention Program (Program) pursuant to the Federal Trade
Commi ssionbds (FTC) Red Flags Rules (Rules), i mpl en
Transactions Act of 2003 16 C.F.R § 681.2.

2. Background: Undr the Rules, every financial institution and credftoriversities receiving certain federal grants
as well as delaying payments and/or issuing debit cards must comply with theksis mdgsired to establish a
Program tailored to the size, complexiyd nature of its operation.

3. Scope: Murray State College is committed to the intent of the Rules and understands the importance to its
constituents. Protecting individual privacy and the College from data loss and from identity theft is essential to
MSC and to théBoard.

4. Purpose The College strives to make reasonable efforts to detect, prevent, and mitigate identity i péilidyh
and procedures intended to help protect students, faculty, staff, and other constituents and the College from
damags related to the fraudulent activity of identity theft. It is not intended to specify all the details or identify all
possible instances for identity thefthis policy and procedure will be periodically reviewed by the Identity Theft
Committee chairedybthechief financialofficer and will be updated to reflect changes in risks to faculty, staff,
students, and affiliates at the College with respemddlags and identity theft.

Procedure
1. Definitions and ProgramRed Flags Ruledefinitions used in thiBrogramasdefined in the regulation:

a. ldentity Theft A fraud committed or attempted using the identifying information oftaer person without
authority.

b. Red Flag A pattern, practice, or specific activity that inalies thegossible existence odéntitytheft.

c. Covered Account An account thaihcludes allBBursar accounts or loans that are administered by the
College.

d. Additionally, it includes any other account for which there is a reasonably foreseeable risk of identity theft.
e. Program Administrator Theindividual designated with primary responsibility for oversight ef Brogram.

f. Identifying Information Any name or number that may be used alone or in conjunction with any other
information to identify a specific person, including: name, address, telephone number, social security
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number, date of birth, gover nme nber dliensegistrationchuniber,e r 6
government passport number, employer or taxpayer identification number, student identification number,
computerds I nternet Protocol address, or routing

2. ldentification of Red FlagsIn order to identify relevanedflags, the College considers the types of accounts that
it offers and maintains, methods it provides to open its accounts, methods it provides to access its accounts, anc
previous experiences with identity theft. The College identifies the follovgagific redflags in each of the
listed categories:

a. Notificationsand Warnings from Credit Reporting Agencies
1. Report of fraud accompanying a credit report;
2. Notice or report from a credit agency of a credit freeze on an applicant;
3. Notice or report frm a credit agency of an active duty alert for an applicant
4. Receipt of a notice of address discrepancy in response to a credit report request; or
5 I ndication from a credit report of activity th

b. Suspiciou®ocuments:
1. Identification document or card that appears to be forged, altered, or inauthentic;
2.l dentification document or card on which a per
with the person presenting tdecument;
3. Other document with information that is not consistent with existing account holder/student information;
or
4. Application for service that appears to have been altered or forged.

c. Suspiciou®ersonal Identifying Information:
1. Identifying information presented that is inconsistent with other information the account holder/student
provides (example: inconsistent birth date);
2. ldentifying information presented that is inconsistent with other sources of information (for instance, a
permanent adéss not matching a permanent address on a loan application);
3. Identifying information presented that is the same as information shown on other documents that were
found to be fraudulent;
4. ldentifying information presented that is consistent with fraudulentity (such as an invalid phone
number or fictitious billing address);
Social security number presented that is the same as one given by another account holder/student;
A person fails to provide complete personal identifying information on a documentreiminded to do
so; or
7. ldentifying information is not consistent with information that is on file for the account holder/student.

oo

d. Suspicious Covered Account Activity or Unusual Use of Account

Change of address foran accountfelled by a request to change the
Account used in a way that is not consistent with prior use;

Mail sent to the account holder/student is repeatedly returned as undeliverable;

Notice to the College that an account holder/stugenstt receiving mail sent by the College;

Notice to the College that an account has unauthorized activity;

Breach in the Collegebés computer system secur.i
Unauthorized access to or use of account holder/student account information.

NouohkwNpE

e.Alerts from Qhers Notice to the College by an account holder/Student, identity theft victim, law
enforcement or other person that the College has opened or is maintaining a fraudulent account for a
person engaged in identity theft.

3. Detecting Red Flags
a. Student Enrollmentin order to detect any of thedflags identified above associated with the enroliment of
a student, College personnel will take the following steps to obtain and verify the identity of the person
opening the account
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Require certaiidentifying information such as name, date of birth, academic records, home address or
other identification; and

Verify the studentédés identity at time of issua
or other government issued oibtlly issued photo identification).

b. Existing Accounts In order to detect any of thedflags icentified above for an existingeeredaccount,
College personnel will take the following steps to monitor traimasbn an account:

1.

2.

3.

Verify theidentification of account holders/students if they request information (in person, via telephone,
via facsimile, via email, etc);

Verify the validity of requests to change billing address by magtmail and provide the account
holder/student a reasdrla means of promptly reporting incorrect billing address changes; and

Verify changes in banking information given for billing and payment purposes.

c. Consumer (Credit) Report Requests order to detect any of thedflags identified above for an
employment or volunteer position for which a credit or background report is sought, College personnel will
take the following steps to assist in identifyingleebs discrepancies.

1.

2.

Require written verification from any applicant that the address provided by the applicant is accurate at
the time the request for the credit report is made to the consumer reporting agency; and

In the event that notice of an address discrepancy is estearerify that the credit report pertains to the
application forwhichthe requested report was maded report to the consumer reporting agency an
address for the applicant that the College has reasonably confirmed is accurate.

4. Preventing, Mitigating,and Respondintp Identity Theft In the event College personnel detect any identiéed
flags, such personnglusttake one or more of the following steps, depending on the degree of risk yabed b

redflag:

a. Prevent and Mitigate

1
2
3
4.
5.
6
7
8
9.
1

Continue to monir acoveredaccount for evidence of identity theft.

Contact the account holder/student or document provider (for which a credit report was run);
Change any passwords or other security devices that permit access to covered accounts;
Do not open a newaveredaccount;

Provide the account holder/student with a new campus identification number;

Notify the programadministrator for determination of the appropriate step(s) to take;

Notify law enforcement;

Notify all appropriate departments

File or assistn filing a Suspicious Activities ReporSAR); or

0. Determine that no response is warranted under the particular circumstances.

b. Prevent Misuse of Account Holder/Student Identifying Informatibmorder to further prevent the likelihood
of identity theftoccurring with respect tcoveredaccounts, the College will take the following steps with
respect to its internal operating procedures to protect account holder/student identifying information
(individual departmental procedures may contain additisteps specific to their area).

N

oghsw

Ensure that Wbsites are secure or provide clear notice thated site is not secure;

Ensure complete and secure destruction of paper documents and computer files containing account
holder/student account information whedexision has been made to no longer maintain such information;
Ensure that office computers with accessdweeredaccount information are password protected.

Avoid use if social security numbers

Ensure computer virus protectioncigrrent and

Requireand keep only the kinds of account holder/student information that is necessary for College
purposes.

5. ldentity Theft Program Administration

a. Oversight Responsibility for developing, implementing, and updating this program lies with the Identity
Theft Committee (Committee) for the College. The Committee is headegrbgrmmadministrator who is
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the chief financialofficer or his/her appointee. The reimder of the committee membership includes
representatives from offices of Admissiarsd Registratiorf-inancial Aid, Human Resources, and Housing
and will include the BursarTheprogramadministrator will be responsible for ensuring appropriate trginin
of College staff on the Programeviewing staff reports regarding the detectiomeafflags and the steps for
preventing and mitigating identity thefjetermining which steps of prevention and mitigation should be
taken in particular circumstancesd considering periodic changes to the Program.

b. Staff Training and Reports

1. College staff responsiblefamplementing the Prograaretrained either byor under the direction pf
the programadministrator in the detection oédflags and the respsive steps to be taken whered r
flag is detected. College staffust be traineds necessary to effectively implement the Program. It is
recommended that employees sign a document to be stored in their personnel file stating that they have
been trainednd understand this policy. Information Wik tracked within the Collegeainingservices.

2. College employees are expected to notifypglagramadministrator once they become aware of an
incident of identity t he fywiththispragriam. AtHeast admublly @& gse 6 s
otherwise requested by tpeogramadministrator, College staff responsible for development,
implementation, and administration of the Programstreport to thegprogramadministrator on
compliance with this pigram. The report should address such issues as effectiveness of the policies and
procedures in addressing the risk of identity theft in connection with the opening and maintenance of
coveredaccounts, service provider arrangements, significant incidewntdviing identity theft and
management 6s response, and recommendations for

c. Service Provider Arrangementsa the event the College engages a service provider to perform an activity in
connection with one or moveredaccounts, hie College will take the following steps to ensure the service
provider performs its activity in accordance with reasonable policies and procedures designed to detect,
prevent, and mitigate the risk of identity theft.

1. Requirethat service providers havaah policies and procedures in place; and
2. Require that service providers reviewthd doe ge 6 s pr o g r edffagatotbdegprogmm or t a
administrator or the College employee with primary oversight of the service provider relationship.

d. Nondisclosure of Specific Practice§or the effectiveness of this Ryam, knowledge about specifiadre
flags identification, detection, mitigation and prevention practices may need to be limited to the Committee
who developed this program and to theseployees with a need to know them. Any documents that may
have been produced or are produced in order to develop or implement this program that list or describe suct
specific practices and the informatiioal d hase sha
be shared with other employees or the public. grbgramadministratormustinform the Committee and
those employees with a need to know the information of those documents or specific practices which should
be maintained in a confidéal manner.

e. Program UpdatesThe Committee will annually review and update this document to reflect changes in risks
to account holders/students and the soundness of the College from identity theft. In doing so, the Committee
wi |1 C 0 n s i dsexperienbes with iddntityahgfesiuations, changes in identity theft methods,
changes in identity theft detection and prevent.i
arrangements with other entities. After considering these factons,ap@amadministrator will determine
whether changes to the Program, including the listingaflags, are warranted. If warranted, the
Committee will revise this document and will ensure ongoing support oéttitags regulation.

EMERITUS DESIGNATION

Policy Statement (Board Approval Date: 03/22/11)

MSC may confer, at its discretion, the title of fAEme
faculty member who, at the time of retirement, has ten years or more of honorablistaggiished service in higher
education.
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Emeritus status is an honor that includes the following privileges:

Name is included in the Emeritus listing in the College catalog and othepaiapealirectories.
Certificate with name anBmeritus status.

Library privileges.

Invitation to participate in College activities and functions.

Possession of a College ID card.

Inclusion at select ceremonies and events.

ohrLONE

ProcedurdUpdated: June 13, 2011)

The following procedure wilbe used to recommend eligible Emeritus status:

1. Any retired administrator, professional staff member, or faculty member who, at the time of retirement, has ten
years or more of honorable and distinguished service in higher education is eligible faug&status.

2. The presidenwill be responsible for implementation of this policy and its procedure and will maintain a full list
of all Emeritus employees.

3. Nominations for Emeritus status ar e i nective@padrdentby a
or supervisor.

4. The nominating member(s) will forward a epage summary of significant accomplishments made by the
nomiree to the area administrator.

5. Upon receipt of the nomination the administrator will send a written recorati@ntb thepresident

6. The President wilkompose a letter to the nominee making them aware of the nomination and a timeframe for
board action.

7. The President wifbrwardthe nomination(s) with recommendations to the Board for approval.

8. ThePresident will compose a followp letter to the nominee to inform them of Boardaacaccompanied by an
emeritus ertificate.

This title may also be conferred upon recommendation of the President to the Board on an exceptional basis.

ENERGY CONSERVATION

Procedure

Murray State College is dedicated to energy conservation and encourages all personnel to be conscious of this neec
Classroom lighting should be switched off at the end of class meetings. Empty classrooms should be observed and
lights turned off.

EXTERNALLY FUNDED POSITIONS

Policy Statement (Board Approval Date: 03/22/11)

Holders of administrative and staff positions funded through externalstate sources are appointed, evaluated, or
dismissedhrough the same mechanism as other college personnel. Depending on job performance, persons in th
positions may continue their employment only as long as the grant is in effect. The College may accept external fundi
contingent on continuation dfi¢ position or function with college funds without making a commitment to continue the
employment of the holder of the position or manager of the function.

FINANCIAL EXIGENCY

Policy Statement (Board Approval Date: 03/22/11)
In the event of state revea failures, reductions in enrollment, or both, there may come to exist a diasnofal

exigency which is defined as fia state of financial <c¢cris
become necessary dismisspermanent apgintments or other contracts prior to their normal expiration or at the end
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of current contracts, and a state in which the survival of activities deemed essential to the mission of the College is ir

doubt. o
Procedure
1. Declarationof Financial Exigency In the event of imminerfinancial exigencyas determined by the Board and

the College administration, the Presideiit declareto all College personnel that a statdin&ncial exigency
exists.

Board Action: In the state ofinancial exigencyany budgetary entity may be discontinued byBbardand the
College administration. Total paid benefits and salary may be held to the same dollar value. Employees may
chooseo take salary reduction or pay a portion of the benefits to stay withitettessary dollar amounts.

Uniform procedures will be used to determine how required reductions are to be accomplished.

Employee ParticipationRepresentatives from all employee groups, serving addroccommittee, will be
involved in reviewing and recommending adjustments ddimancial exigency

a. Reductions of Administrative and Other Support Services: Curtailment and/or consolidation of administration
and other support services must receive equaideration with other institutional areas.

b. Reductions in Instruction: Thedhocc o mmi tt ee wi ll review pertinent s
activities in the area of instruction. Program achievement and cost effectiveness will be con3ibisred.
may, in some cases, necessitate the retention of programs, services, and activities which are not strong, but
which are central to fulfilling the mission of the College. As reductions are considered in an academic area,
rights under tenure will bprotected. Tenured members of the faculty will normally be retained in preference
to nontenured members. However, exceptions to this may become necessary if it would lead to serious gaps
or distortions in particular disciplines.

1. When one position muske dismissedand two or more faculty members are involved, these guidelines
will be followed:

Tenured faculty will have preference over stenured faculty members.

Teaching performance via faculty evaluation procedures will be considered.
Seniority willbe compared.

Related professional activities (institutional service) will be studied.

Degrees and credentials will be compared.

Industrial and work experience when essential to the position will be considered.
Past enrollment in course selections will be checked.

@mpoooe

2. The administration will then decide, after fair and reasonable consideration of these factors, which perso
is to bedismissed

3. Eliminationof a Budgetary Entity and Nelmstructional Services: Thed hoccommittee makes
recommendations to the President relative to each budgetary entity and/or service which should be
curtailed or discontinued or for which positions should be eliminated.

a. Each subcommittee dimancial exigencywill review and provideadvice on which budgetary entity
and/or service should be curtailed or discontinued within the division/unit or which positions should
beeliminated

b. The apparent and/or expected effect of the recommended curtailment, discontinuadisesiseas,
on the institution as a College must be examined and documented Ag thec committee.

Report of theAd HocCommittee: On the basis of pertinent information, advice, and other consideratiof the
Hoc committee will submit to the President a report fyay overall recommendations for overcoming the crisis
situation.

Due Process Concerning Employees Affected byrthancial Exigency

20



CHAPTER Il :
ADMINISTRATION

Consideration for employee reductions must include compliance with Affirmative Action requirements and
adherence to due process and compensation benefit program policies. It should be made clear that the
dismissalof an employee becausefafancial exigeny is distinct from dismissal for cause. Nothing in the
process necessarily implies a lack of professional fitness of the individual.

Recommendations to eliminate positions or programs or to curtail programs and services, generally, shoul
not include he dismissalof appointment of a fultime employee in favor of retaining a péirhe one. In

some cases, an arrangement for early retirement of-anfidlemployee, by adding appropriate
institutional funds into t [rworkedodtiwthithe coasendbcfthea et i r
employee. In other cases, a change fromtiuie to paritime service may be a feature.

In those cases where there is no realistic choice other than terminating the services of an employee, the
granting of as much tige as possible should be given high priority.

In all cases oflismissalof appointment because fifiancial exigencythe position of the employee

concerned must not be filled by a replacement within a period of two years unless the released employee
has been offered reinstatement and provided a reasonable time (i.e., 30 days) in which to accept or declin
it.

6. Emergence fronfkinancial exigency Throughout the entire period fihancial exigencythead hoccommittee
will continue in its advisemertapacity to the President until the President declares thhémeial exigencyno
longer exists. When it has been determinedfthahcial exigencyno longer exists, thad hoccommittee will be
dismissed by the President.

RETRENCHMENT (REDUCTIONIN-FORCE)

Policy Statement (Board Approval Date: 03/22/11)

Programs, courses, activities, services, or persons whose positions are identified as no longer feasible to maintain ol
required to accomplish the mission and functions of the College will not be retained as a part of the College program

Procedure

Retrenchment GuidelinesWhen the issue of discontinuance of a position or program is raised, the President will
give notice of such an issue to the employee(s) involNadconsidering a retrenchment possibility, the College
will consider the following:

1.

Any employee with tenure and/or seniority may be giverothortunity to readapt withindepartment
or elsewhere within the institution if there is a need and/or funding available.

Adequate allowances should be made for Affirmative Action guidelines.

TheCollege will make every attempt to eliminate piamie and adjunct positions to retain a fiithe
position.

When personnel actions are involved, MSC will balgd by the following

1.

2.

When a positiofprogramis retienched or eliminated statement of notification must be senthe
personnel affected by the actigiving reasons for the retrenchment.

Retrenched employees will be given notice in the event the College reopens a retrenched position or

program or subsequently adds piosis for which they are qualified within a egear period.
Notification will be sent by certified mail return receipt requested to the last officially known address.
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M.  FUND BALANCE

Policy Statement (Board Approval Date: 03/22/11)

The Board annuallreviews the fund balance and the adopted formula and approves an appropriate fund balance
amount.

N. PRESIDENT'S SIGNATURE
Procedure
1. If correspondence requiring the President's signature is prepared in another office, specific guidelines on the

format, typing font, and signature line should be verified with the President's Office. Offices preparing
correspondence on behalf of the President must also use the following process:

a Create the correspondence, aaérrevievesent a dr a t
b. Revise the correspondence according to suggestio
c. Print the final version, and submit it to the Pr

2. Correspondence, diplomas, certificates, scholarsbgrgracts, or documents of a similar nature requiring the
Presidentds signature must be submitted to the Pre
ensure the President's availability.

3. Each use of the iPgreastidremtrsstellreatapmriacved by the P

O.RACIAL AND ETHNIC HARASSMENT

Policy Statement (Board Approval Date: 03/22/11)

It is the policy of the Board that racial and ethnic harassment is prohibited and is subject to disciplinaas aeion
forth in this policy. Racial and ethnic harassment is defined as: Behavior or conduct addressed directly to an
individual, or individuals, related to the victimds
property danage, or that incites or is likely to incite imminent lawless action.

Violations of this policy may result in disciplinary action taken by the appropriate authority. Sanctions may range

from reprimands to suspension, expulsiondismissal Sanctionsi@ based upon the facts and circumstances of each

case andre inaccordance with the terms and guidelines of the applicable campus complaint procedures.
P.REVENUE CONTINGENCY

Policy Statement (Board Approval Date: 03/22/11)

In the event there is a reduction of college funds during the course of a fiscal year, the College may reduce the amot
paid to any person.

Q. WHISTLEBLOWER

Policy Statement (Board Approval Date: 03/22/11)

TheWhistleblower Policyis intendedo ercourage MSGQlirectors, officers, employees, and volunteers to report
illegal, unethical or inappropriate events (behaviors or practices) without retribution.

Procedure

Actual, suspected, or threatened miswesto bgpromptly reported to the President or his/her designee, or in the case
of a report concerning the President, toBoard( each a fAResponsi ble Officero).
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AWhi stl ebl ower ) so r equ iskeptsonfidanttale Futherimere, & \WHistleblowerrmays i ¢
submit a report anonymously and in writing. However, the Whistleblower should be aware that, in some instances,
preserving anonymity could make it more difficult to investigate the report and ensurpragipresolution of the

reported misuse.

The Responsible Officer will take the following steps:
1. Take appropriate action to investigate the reported misuse;

2. If, after such investigation, the Responsible Officer reaches the conclusion that no misusmitresl, the
Responsible Officer wilmeet with the Whistleblower (unless the report was made anonymously) for the purpose
of providing a copy of the Responsible Officeroés r
the report and recomended resolutions;

3. Any reported misuse that is believed to be creditill be investigated and/oresolved by the President, with a
reportand/or recommendatidior appropriate actioto theBoard; and

4. Any reported misuse that is believed to be ilredhat is concerning the President will be investigated and/or
resolved by taking the appropriate action by the Board.

Appropriateactionmay include, but not be limited to: (a) requiring the return of any misappropriated assets or funds;
(b) removalor dismissal of the person who committed the misuse; and (c) reporting the misuse to the appropriate leg
and law enforcement authorities.

No Retaliation Every director, officer, employee, or volunteer who has a reasonable belief or suspicion thaea mi

has occurred should feel free to raise the concern, in good faith, without fear of retaliasdon.bdét considered a

violation of this policy for any director, officer, employee or volunteer to retaliate, encourage, or permit retaliation
againsta person for reporting an actual, suspected, or threatened misuse. Employees will not be disciplined, demote
dismissedor otherwise face retaliation for bringing concerns, in good faith, to the attention of MSC and providing
MSC a reasonable opportuniib investigate and take appropriate action. Any director, officer, employee, or

volunteer who engages in retaliation will be subject to disciplinary action, which may include, but not be limited to,
removal and/or dismissal. Reports of retaliation shbe made pursuant to the reporting procedures of this policy.

This policy is intended to be used in good faith and in a judicious manner. Reports that are not made in good faith, or are
otherwise made for purposes of harassing or annoying anothermastyesult in disciplinargction,dismissaland/or other
legal means to protect the reputation of the organization and members of its Board and staff.

MSC Contact Informatiaon

Joy McDaniel, President
Murray State CollegeOne Murray Campygishomingo, Oklahoma 73460

Adisha ChapmanChair
Murray State College Board of Regents, One Murray Campus, Tishomingo, Oklahoma 73460
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CATEGORIESOF PERSONNEL

ProcedurdUpdated08-29-16)

Employment may beffered on a fultime (40 hours weekly)parttime(less than 38 hours weeklgy
temporary basitspecified period of time)

1.

2.

Faculty: Faculty are defined as Ftithe, permanent patime and adjunct instructors

Exempt EmployeBefinition:

Exempt employees are employees who, because of their positional duties and responsibilities and level
of decision making authority, are exempt from the overtime provisions of the Fair Labor Standards Act
(FLSA).

a. Executive, Administrativd)eans Executive Directors, and Directors are considered Exempt
Employees. This group of employees will be part ofStaff Assembly for purposes tifie employee
participative system.

b. Faculty and Coaches are considered Exempt Employégs groupof employees will be part of the
Staff Assembly for purposes of the employee participative system.

Non-Exempt Employe®efinition: (Overtime Procedure & Comp Time Procedure)

Non-Exempt Employeeare eligible for overtime compensatidkll job descriptions are designed to
accomplish the work of the position within a 40 hour work week. Related to overtime, each employee is
responsible for obtaining supervisor apprdaalany time they plan to work in excess of the work hours
establishe@nd posted as the official work period for their position. Although any authorized overtime
worked is properly compensated as required by law, all employees are cautioned that overtime worked
without prior approval may lead to disciplinary action. Wsckedules are adjusted by the area

supervisor to avoid overtime in most cases. If there is a bona fide necessity for overtime, it must be
approved by the area supervisor, and any payment for overtime must be approved by the President. If
overtime is appved,it will be paidat the rate ol.5times the regular hourly rate of payhis group of
employees will be part of thgtaff Assembly for purposes of the employee participative system.

Compensatory TimerocedurdComp Time): Comp Time may be igiéd with the supervisor's

approval in lieu of overtime pay. The employee will be compensated at a rate of 1.5 hours for each hour
worked to determine the comp time that will be utilized. Comp Time must be exhausted before the use
of annual leave unleskis action results in a loss of annual leave due to maximum accrual. Comp Time
must be taken within a reasonable time and should not be disruptive to the departments. Supervisor
approval is required to utilize Comp Time. A supervisor may requestrifeahployee use all or a

portion of the comp time at any time deemed advisable and the maximum accAgth@ids. Due to

their job responsibilities, some positions are exempt from tHeod® workweek limitation. Comp Time

hours are to be tracked byetharea supervisor utilizing the Time and Attendance Record (found on MSC
Commons).

CODE OF CONDUCT

Policy Statement (Board Approval Date: 03/22/11)

1.

2.

Philosophy: Employees of MSC are expected to cortiechselves in a manner which will reflect
creditto the College, the communijtgnd themselves. ThemployeeCode ofConduct is designed to
balance the rights and needs of the employeehigtherresponsibility of College regulations and to
local, state, and federal laws.

Code of ConductEmployeesf MSC are to abide by College regulations, by federal law, by state law,
and, by local ordinances while on College property, and participating in Celfegesored activities,
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either on or off campus, or while sponsoring students engaged in an aethdtiosed by the College.
fi Col-$ p g e siedefindddas any activity on or off campus that is initiated, approved, or supervised
by the College in which students are involved.

3. Prohibited ConductProhibited conduct on campus, at anyadmpus centeof the College or at any
Collegesponsored activity may include, but is not limited to:

a. Possession or consumption of alcoholic beverages or being under the influence of alcoholic
beverages while sponsoring student groups.

b. Unlawfully manufacturing, seltig, possessing, distributing, dispensing, using, or purchasing a
controlled substance.

c. Unlawfully conspiring, negotiating, or arranging to purchase, sell, possess, distribute, dispense, or
use a controlled substance.

d. Being under the influence of a contedl substance not authorized by a physician.

e. lllegal conduct, lewd or indecent conduct unbecoming to a College staff member, or conduct
damaging to Collegeds public relations.

f. Refusal to obey the normal and/or emergency instructions of law enforcemeialofrcother
proper authorities.

g. Unlawful or unauthorized use, carrying, or possession of firearms, explosives, or other potentially
dangerous weapons on property owned or leased by the College except within the parameters of
assigned work.

h. Acts of verbalor written abuse, threats, intimidation, harassment, coercion, and/or other conduct
which creates an intimidating, hostile, or offensive working and/or educational environment.

4. Violations Violations of any of these regulations will result in disciplinaction.

COMMITMENT TO THE INSTITUTION

Policy Statement (Board Approval Date: 03/22/11)

In fulfilling his/her obligation to the College, an employee should:

Be alert to and act upon every opportunity to promote the College and its indidgedms.
Assist in recruiting students for the College.

Support and attend as many College activities as possible.

Be accessible in serving students in his/her employee capacity.

Support and participate in institutional development activities.

Accept theresponsibility of pursuing a personal goal of gelprovement and continued learning.
Be customer service oriented.

Make a professional commitment and fulfill their respective job responsibilities;

Abstain from engaging in activities which might be deemednflict of interest, and

0. Avoid in their personal activities implying that they are representing or speaking for the College and
Board while taking into account that his/her actions may have impact upon the institution.

BooNooOA~ONE

CONFLICT OF INTEREST

Policy Staement (Board Approval Date: 03/22/11)

Employment by the College demands a professional commitment from the person so employed. However,
the knowledge of such skillful professionals is a resource often sought by educational institutions, business,
indust ry, and other private and public institutions.
College must not be impaired by the time and effort expended in such activities which might cause him/her to
neglect any employee responsibilities.
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Procedure

1. Outside Activities: Outside activities are defined as rRGnllegerelated activities that require as
significant, recurrent, and lortigrm time commitment of the employee in an acpegticipatory manner
for which compensation may or may toa received. Such activities are not to be a conflict of interest
with regard to the College.

2. Conflict of Interest:Prior to engaging in such an outside activity, an employee should notify his/her

immediate supervisor of the proposed activitydoe t er mi nati on of whether or no
interesto or may interfere with the employeeds ass
deem it to be a conflict of interest oremaybeonf |l i ct
reviewed at the appropriate administrative level, with written notification to the employee of the
administrative decision. A negative decision may be appealed through the appropriate College
administrative channels.
DISCIPLINARY ACTIONS
Policy Statement (Board Approval Date: 03/22/11)
Murray State-wdolllloe geempilsoyaenr .iatThe contents included
amend the right eiltlhhe edplllogggge asn amifmatnati ng or t e
persome | .-wi Iil[Ad empl oyment is for no specified term and

or the employer Disciplinary actions including probation, suspension with or without pay and dismissal may
be taken at the will of the college.

Procedure

Performance problems at MS@ll be addessed with disciplinary actiomscluding probation,suspension

with or without pay andismissal Particularly serious problems include, but are not limited to, misconduct,
insubordination, inefficiencydrug and/or alcohol use, inability to perform satisfactorily the duties of the
position in which employed, violation of College policies, conduct unbecoming a public staff member,
conviction of a felony, or any other just cause. In cases of routine prelferiting disciplinary action, the
College may follow any or all of the guidelines included in this procedure. The guidelines are not expected
to be rigidly applied but will be suitable for most College discipline situations. Depending upon the
circumsances and the supervisords judgment brmovingpgdi vi dua
to immediate dismissahay be appropriatelf any employee is placed on probationary status all actions of
any Tenure Committee are suspended during the probationary pé&trobationary employees do not have
access to any grievance or appeal procedure regardless of employment status.

Supervsors are expected to document all disciplinary action. The disciplinary action documentation should

contain a clear description of the behavior that prompted the discipline, the action taken by the supervisor,

and how the empl oy e eitbirsa speoiffed tuneftameEraptoyee roaly berplgoed ow

probation at any time as recommended by the superv&mrhal warnings should also be documented in the

empl oyeeb6s departmental file. Al No pdicy orppocednré gah i o N mu ¢
cover all situations that might arise. Whenever there is a question regarding a situation, seek advice or

guidance from the approptie officer and/or Human Resourdefore taking any action. Keep a record of

the matter for future referenemd use.

Disciplinary Guidelines:

1. VerbalWarning: This isusuallythe first step in the procedure. It involves a discussion between a
supervisor and an employee about a minor work performance problem. The objective is to correct the
problem by ingtating how actual performance falls short of desired performance. This step should
ensure that no employee is disciplined for a violation of a policy or procedure he/she might reasonably
not know about.
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Written Warning: This is usually the secostép in the procedure if a verbal warning has not corrected
the problem. If the offense is of arietis nature, a written warning an appropriate first step. It
formalizes a discussion between a supervisor and an employee about a performance deficiency

Disciplinary Leave/Suspension: An employee may be placed on disciplinary leave/suspension when it is
in the best interest of the College to do so. This step is usually taken after unsatisfactory performance
has not been corrected following the \edrand written warnings. It may be taken as a first and final

step beforalismissaln the event of a major offense. An employee returning to work following this

leave must agree to work in a manner that includes following rules and regulations aatingorre
unsatisfactory performance.

Dismissal Dismissalmay occur when previous steps have been used but performance has not changed
or when an employee has committed a major offense. A major offense includes, but is not limited to,
willful misconduct dishonesty, posing a threat to College operations or the safety arlaevngjlof the
individual or other employees, or behavior that is unacceptable to the College. Examples would include
falsification of records, stealing, disruptive behavior, insdbmation, threatening or committing any
violence, and/or violation of College policies and procedufesa courtesy and a safgiyecaution

MSC Campus Police will assist with any termination of employment. An officer will be available to
assist with the removal of all personal property at the time of terminat@ampus Policenay find it
necessary to clear a work station or office spiter to or duringatermination. If you aregiven

directives fromCampus Police to vacate an apda@ase follow the directives of the office fgour safety

as well asthers.

Before finalizing a decision tdismissemployment, supervisors are enc@aa to provide an opportunity for
the employee to respond or offer explanation to the allegations that are the basis for the pliepissal
The supervisor may recommedismissathrough the administrative structure to the administrative officer
overhis/her area. The administrative officer may then recomrdamdissako the President. The President
will make the final decision regardirfismissalof employees.

EMPLOYEE EVALUATIONSAND FILES

Procedure

1. Employee Evaluation:

a. All full -time empbyees are evaluatetliring the spring of each academic year and submitted to the
Human Resource Directbly September 1st(Employee evaluation forms can be located on the
MSC CommondSC Forms).

b. Employees who receive less than an overall satisfacating will not be eligible for any across
the-board salary/benefit increases recommended for the next fiscalyeanmentation of
unsatisfactory ratings will be provided to tReesident.

c. Prior to relocating or reassigning an employee unéeatitection of a new supervisor or a lateral
position an Employee Evaluation will be performed and provided to the new supervisor.

d. Division Chairs will be evaluated utilizing the MSC Division Chair Performance Review Form
found on MSC Commons.

e. Program Chairs will be evaluated utilizing the MSC Program Chair Performance Review Form
found on MSC Commons.

Employee Files:The official personnel files are maintained in the Human Resources -@ffid®4, and

each employee has the right to revieis’her own file. He/she does not, however, have the right to
remove any item from the file without propertlaorization from the President
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G. EMPLOYEE GRIEVANCE
Procedure
1. Title: Thi s procedure is known as the AEmployee Grieva
MSC as defined herein.
2. Definitions
a. Empl oyee: AEmpl oyeed means an indi wmdaral who i s

regular partime position, butioes not includadjunct, seasonal, or temporary personael
applicant for employment, or an employee in the initial probationary period of employment.
b. Reference to Gender: Any use of grammatical gender references must be interpreted as applying
equally to males and females.
Complaint: (See 3.a.)
Grievance:(See 4.3
e. Days: The term fidayso when used in this policy
working days; thus, weekend or vacation days are excluded.

Qe

3. Complaintand Resolution:

a. Definition: A fAyeanpd atiinmedl Vi s(werkingeepspWrigenwi t hi n 10
expression of dissatisfaction with aspects of em
b. Complaint Resolution: A complaimust be broughttotheattemth of t he empl oyeeds i
supervisor, whanust respond within &orking days; and if it is not resolved at that level, it must be
referred to the next higher administrative level according to the organizational chart in effect at that
time. That levewill normally respond within Svorking days.

4. Grievances and Resolution:

a. Purpose: The purpose of this procedure is to secure, at the lowest possible administrative level,
equitable solutions to the problems which may from time to time arise, aff¢ieéingelfare or
working conditions of staff members. Grievance proceedings will be kept as informal and
confidential as may be appropriate at any level of the procedure.

b. Def i ni ti on: isa thely(gormalyy within 8deoxking days) written compint that has
not been resolved to the satisfaction of the employee after informal discussion of the complaint
through regular administrative channels set forth in the organizational chart. A grievance must be
presented in writing and must indicate ttiere has been a violation of any of the provisions of
employment or that the employee has been treated inequitably by reason of any act or condition
which is contrary to established College policy or practice governing or affecting staff members.
The grevance must also state whether the employee believes discrimination due to race, color,
national origin, religion, sex, qualified handicap, disability, age or status as a veteran is involved. A
grievance may be filed against a particular individual emggayr employees, but may not be filed
against a committee.

c. Grievance Resolution: If discussion fails to resolve the complaint, the complainant may request in
writing that Human Resources form a grievance committee. To ensure the rights of the individual
the Human Resources Director has the responsibility to question the complainant as to whether the
administrative chain of command was followed in attempts to resolve the issue. If it has, the Human
Resources Director will provide both the complainant #e person against whom the complaint
was made with copies of written policies and procedures relating to grievance, and a copy of the
written request for grievance adjudication. If the complaint is against the Human Resources
Director, the complainamhust request that the chief financial officer carry out all duties of the
Human Resources Director under this grievance procedure.
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Information to be Contained in Written Grievance RequBkt:written request for grievance

adjudication will be considerdaly the Grievance Committee unless it contains the following

information: (a) a statement of the grievance together with supporting evidence; (b) the specific
remedial action or relief sought; (c) a brief summary of the results of previous discussibasssues
involved; (d) a statement of reasons why the remedial action or relief is sought; and (e) a statement that
illegal discrimination is, pis not, alleged. Grievancerimscanbe obtained from the Human Resources
Office or on theMSC CommondMSC Forms

Formation of a Grievance Committe®Vithin 5working days after receipt of a written request for the
formation of a grievance committee, Director of Human Resources will select a grievance committee by
random choice from a listing of employee®oth parties to the grievance will be notified of the time and
place for selection of the grievance committee, and each will have the right to be present during the
selection.

Composition of a Grievance Committe€he Grievance Committee is to consibfive members,

chosen at random, consistingtefo members from the employee group to which the grievant belongs,

two memberdrom the employee group of the person against whom the grievance has been filed, and one
member at large selected by the samme@ss as the other$he employee groups are to be faculty,
administrative/professional staff, and classified staff, except that the Affirmative ActionrQffiee
Presidentand the Director of Human Resources will not be considered in the randotiogelBIOTE:

If the grievance is against an administrator or a supervisor, the peer group for committee selection
purposes will be considered those with supervisory responsibilifles.grievant and the other party

involved in the grievance will each lalowed to challengéwvo selections from the committee without
showing cause (preemptory challenges) and any other selection for cause. Challenges may be made after
a full potential committee has been selected. The Director of Human Resourcetewitl the validity

of challenges for caus& he Grievance Committee will select a Chair from its members and the Chair
must cast a vote. One alternate from each employee group will also be selected to fill in the event a
member is unable to serve due tegitimate reason.

Responsibilitieof the Grievance Committee Chair:

a. The Chair establishes a date and time for the grievance hearing. The haasirze held within 5
working days of the organizational meeting of the committee.

b. The Chair must in writing:
1. Notify both parties of the dates and time of the scheduled grievance hearing.
2. Request that the lists of potential withesses be provided no later than 48 hours prior to the hearing.
3. Request that notification be provided no ldtem five working days prior to the hearing if either
party is to be accompanied by legal counsel or other person.
4. If such notification (see Item K.8.bi3the item directly before this item) is received, notify other
party immediately.

c. Establish a reamable time limit for opening and closing statements and announce the time limit prior
to or at the beginning of the hearing.

d. Establish specific time parameters for the hearing. Specify when it will start and end.
e. Remind all participants of the conédtiality of the grievance and hearing.

f.  Conduct the hearing in an impartial manner and observe procedures consistent with fairness to all
parties concerned.

g. Since only evidence relevant to the grievance may be introduced, make decisions regkneinge
of evidence.

h. Maintain focus and ensure that discussions are pertinent to the grievance.
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i.  After the hearing is concluded, preside over deliberations by the Grievance Committee.

j-  Write a report of the findings and recommendations of the Griev@ommittee within five
working days of the end of the hearing and present the report Rrésedent. Reports for
grievances filed against the President will be presented to the Executive Assistant to the Board for
inclusion on the next agenda for @uéar meeting.

Responsibility for Serving on a Committedll members selected will be expected to serve on the
Grievance Committee except in cases of illness, necessary absence from the campus, service on a
Grievance Committee in the current semesteotioer extreme hardship. The chief financial officer will
decide whether a chosen member should be excused from service and may replace such member by the
same procedure used for the original selection. Members of the Grievance Committee must commit
themselves to observe procedures consistent with fairness to all parties concerned; for example, the
committee members must not discuss the case with anyone outside of the hearings and must not be
influenced in making a decision or recommendation by any deraion other than the evidence

presented to them in meetings in which all affected parties are present. In the event of serious illness,
necessary absence, or extreme hardship during the course of the hdamiag, Resourcesill contact

the alternatalready selected; and if that individual cannot serve, a new alternate will be selected by the
same procedure used in Item K.Ih the event a committee member is replaced in the course of the
hearing, the successor will review the record of the procgedinbecome familiar with the positions of

the parties and their evidence.

Organizational Meeting The Grievance Committee must meet within five worldags of its selection.
At this time the Committee mustect a Chaiand schedule a hearing wittBrworking days of the
organizational meeting.

Notices and AgendagAll notices and agendas for the committee members, if any, are the
responsibilities of the Chair.

Opportunity to Obtain EvidenceBoth parties to the grievance will be affordedogaportunity to obtain
necessary witnesses and documentary or other evidence. The parties will be responsible for contacting
their own witnesses, and the administration of the College will attempt to secure the cooperation of such
witnesses. The Collegeilivnmake available necessary documents and other evidence within its control.
No employee of the institution, regardless of position, should be excluded or excused from appearing
before the Committee, if called.

Grievance ConsultantAt any step in thgrievance procedures, the Affirmative Action Officer, if
discrimination is alleged, may be requested by either or both parties to the grievance or by the
Committee to serve as a consultant in an advisory capacity only.

The Grievance Hearing:

a. The hearings to be conducted by the Grievance Committee. Either party may submit oral or
written evidence. The formal rules of evidence must not apply in the proceeding before the
Grievance Committee, with the exception that the Committee gives effect to thefrpteslege
recognized by law with respect to: communications between attorney and client made in that
relation; communications made by a patient to a licensed practitioner of the healing arts; and
communications between minister and communicant mattaimelation.

b. Grievance hearings are considered perserelated matters and as such are not for open attendance.

c. A confidential tape recording of the grievance hearing must be made and will be accessible to the
parties, the Committee, the Presidemiembers of the Board, and authorized representatives on a
fineed to knowo basis. Either party to the griev
making the request will pay the cost of the transcription. The tape is to be preserved for a minimum
of two years.
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d. The parties will provide the Chair with a list of potential witnesses at least 48 hours prior to the
hearing. These persons will be notified and scheduled for appearance as close to the time of call as
possible to avoid undue waiting. Thises not preclude the calling of additional witnesses with the
concurrence of the Committee.

e. Either party or member of the Grievance Committee has the right to call withnesses and the right to
guestion witnesses for a full and true disclosure of the.fatisnesses may be recalled for
additional questioning, if requested by either party or a member of the Committee. All information
discussed in the Grievance Committee is considered personnel information. Information discussed
in the meetings must notlliscussed outside the Committee meetings; therefore, the meetings are
considered ficlosedd meetings.

f.  Documentary evidence may be received in copy form or original. Upon request, the parties will be
given an opportunity to compare the copy with the oagi

g. The grievant is to be heard first in all phases of the hearing.

h. A reasonable time limit should be established for opening and closing statements and announced
prior to, or at the beginning of, the hearing.

i. Length of hearing sessions may be esthblisin advance; every effort should be made to conduct
the hearings as expeditiously as possible. Either party may be accompanied by legal counsel or
other person of his/her choice; however, legal counsel may not testify. If either party is to be
accompaied by legal counsel or other person, the Chair of the Committee must be notified at least
five working days prior to the meeting. The Chair will notify the other party immediately.

j-  Only evidence relevant to the grievance may be introduced. Questimglsvance will be decided
by the Chair.

k. To ensure documentation of the proceedings, a record of the hearing will be made, maintained, and
filed with the Executive Assistant to the President/Board. The record will include:

Copies of the evidence anglgbits received or considered at the hearing.
The tape recording of the hearing.

The recommendations of the Grievance Committee.

Transcript, if one is made.

PobnPE

Grievance Committee Finding and ReporFte finding and recommendations of a Grievance Committee
must be formalized in a written opinion to be rendered by the Chair of the Grievance Committee within
five working days of the end of the hearing and made a part of the record of the hearing. Findings of fact
must be based exclusively on the evidenceemtad at the hearing, and such findings must be separately
stated. The Grievance Committee will present its report and findinggeeohmendations to the

President The President will make the final institutional decision regarding the case andiai peg

to be notified in writing of that decision within 5 working days of the rendering of the final decision.
Any person or party adversely affected by the final decision is fully entitled to seek other recourse in a
court of law. If the grievance isigainst the President, the Chair of the Grievance Committee will
forward it to the Chair of the Board who has the responsibility for placing it on the agenda of the next
Board meeting. (The Board reserves the right to schedule a special meeting te adpi@gance.Jhe

Board will make the final institutional decision regarding the case by the next regular meeting after the
Board receives the Grievance Committepart and findings. Wparties are to be notified in wititg of

that decision within Bvorking days of the rendering of the final decision by the Board. Any person or
party adversely affected by the final decision is fully entitled to seek other recourse in a court of law.

Right to Withdraw GrievanceAt any point in the proceedings prior to the time at which the Committee
reaches its final decision, the grievant may withdraw any portion, or all, of the grievance. In all cases of
withdrawal of a grievance, the grievant will not have the privilegeopening the same grievance at

any time in the future.
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16. Time Schedule:

a. Formation of a Grievance Committee: A committee thmasmally be selected withinwgorking
days after a person has filed a timely written request for the formation of the con{eatidéem
K.6.).

b. Organizational Meeting of Grievance Committee: The Grievance Committee must meet within five
working days ofits selection.

c. For Hearing(s) and Reporting Finding(s): A hieg must be scheduled withinvBorking days of the
GrievanceComi tt eeds organi zational meeting. The hear
Committee is normally to be completas expeditiously as possible, with a report being forwarded
within five working days of completion of the hearing(s).

d. Final Institutional Deision: The President will make the final institutional decision unless
grievance is filed against him/her. Notificationaibparties will be made withis days of the
rendering of the final decision. For grievance against the Presider@pfrd isd be presented with
the report and finding(s) of the Grievance Committee at its next regular meeting/spediad.meet
The Board will make its final decision by its next regular meeting after itves¢he report.

e. Inany case in which the grievanceiled at a time when holidays and vacations will interfere with
the time for Committee selectioduman Resourcesill notify all persons involved in writing of
the amended time schedule. In any case in which the Committee deems these time schedules to be
inadequate, the Chair will notify all parties involved in writing of the amended time schedule.

f.

H. EMPLOYEE PARTICIPATIVE SYSTEM

Policy Statement (Board Approval Date: 03/22/11)

The MSC Employee Participative Syste{8ystem)serves to:

1. Provide for fullparticipation of all fulltime employees in general college affairs. (Supervisors are
strongly encouraged to allow employee participation in the System.)

2. Promote close cooperation of administrative and other MSC staff.

3. Assist the College in achievemeritits goals.

Procedure

1. Definitions:

a. Employee Participative System: A system establishe8taff including Administration and
Facultyinput into the decisioimaking process. Hereinafter referred to as the System.

b. Staff Assembly An assembly of akxempt and noexemptemployeesncluding Administrators,
Executive Directors, and Directors.

d. Faculty Assembly An assembly ofdcultyand coaching faculty only

e. Pesidentds Advi s ocadvisoryymupndbe Presidem A C) : An

2. Employee Assembly:
a. Membership consists of all fulime employees of MSC.
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b. The Employee Assembly meets as deemed appropriate.

c. The Chair of the Employee Assembly is the President, anSettretary is his/her designee.

d. All full-time and permanent, paiine employees are required to attend Employee Assembly
meetings.Any full-time or permanent, patime employee unable to attend the meetings is required
to notify respective super sentemployesswil berscheduldde Pr e s
by the Presidentdés Office to view a recording of
view recordings of missed meetings will not be eligible for any adresboard salary/benefit
increases recommended for thatrfiscal year.

Staff Assembly:

a. Membership consists of all fulime employees at MSi@cluding Administrators, Executive
Directors, and Directors.

b. TheStaff Assembly meets as deemed appropriate.

c. The Chair, Vice Chair, and Secretary of 8taff Assembly are elected annually in an April meeting
to serve beginning July 1 of the following year.

d. The Chair presides &taff Assembly meetings.
e. TheChair reports to the Presideartd ensures aMinutes of the assembly meetings are sutadit
to the President s Of folder for Standing GoomitteesomgttSCn t he Co m

CommongStanding Committees.

Faculty Assembly:

a. Membership consists of all fulime faculty employed at MSC.

b. The Faculty Assembly meets @semed appropriate.

c. The Chair, Vice Chair, and Secretary of the Faculty Assembly are elected annually in an April
meeting to serve beginning July 1 of the following year. (NOTE: To be qualified for office, the
Chair and Vice Chair must have had at {ea® academic years on the staff prior to taking office.)

d. The Chair presides at Faculty Assembly meetings.

e. TheChair reports to the Presidearid ensures aMinutes of the assembly meetings are submitted
to the Presi denttbhesComnioffolder or Standing @ommitteesrog thEsh
CommongStandingCommittees.

Functions of the Employee Participative System:

a. Provide opportunities for employees to participate through membership on standing and ad hoc
committees in the formation and implementation of policy in various areas of collegiate function.

b. Serve as communicative medium between various campus constituencies.

c. Provide a forum for discussion and expression of employee views on Collegesmegtented by
the administration, standing or ad hoc committees, or by any member.

d. Provide a medium for the employees to take action on matters within their normal province of

concern and to forward for consideration their recommendations to ageopdiministrative
offices.
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e. Provide for initiation of college studies of a professional nature, designed to provide a base for
policy recommendation, and studies atportageor informative nature.

f.  Promote professional development and an impr@retessional climate and working environment
within the College.

g. Significant matters should be routed through the appropriate assembly and subsequently reported to
the PAC.

6. Limitation of Authority of the System:
a. The role of the System in policdevelopment is that of a recommending group.

b. Nothing in this document is to be interpreted in such a way as to provide for infringement by the
System or any member upon the responsibilities oBtierdor any duly appointed administrative
officer in carrying out assigned duties and responsibilities.

7. Duties of the Officers of the System:

a. Duties of the Employee Assembly Chair:
1. This document affirms the responsibilities of the Presiteperform all duties normally vested
in his/her office agn agent of the governing board and to direct the faculty and other staff in
the performance of their duties.

2. The President may at his/her option call special meeting, preside at meetings, present reports, or
make proposals to the System or its committees

3. The President approves and has final authority to appoint standing and other committees.

4. The President receives recommendations from the System and its committees.

5. The President also serves as member and Chairm
b. Duties of the Secretaries:

1. The secretaries keep records and minutes of proceedings of the meetings and file and publish
these as appropriate.

8 The Presidentds Advisory Council (PAC):

a. PAC membership includes by virtue of the PresideatultyAssembly Chair, Professional
Assembly @air, Classified Assembly Chair

b. PAC serves as an advisory group to the President. At the request of the Presi@angy
formally recommend aains they deem appropriate. Tgwmary functionof PACis conceived to
provide open discussion of College matters about which the President seeks advice and counsel. In
most matters, a consensus rather than a formal action may be sought. These matters may include
recommendations received from the assembly shair

c. Meeings take placaveeklyor on call of the President.

d. Minutes ofPAC meetings areidtributed to all employeesnd poste@dn theMSC
Commonsétanding Committees

9. College Standing Committees:

a. ParticipationPhilosophy:
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There is goint of view widely accepted in academic circles that participation through
committees constitutes the most suitable and effective manner of employee involvement in
relevant areas of College concern. Certainly, this viewpoint has a base in collegiitatrad
This is the prevailing philosophy of the administration of MSC.

The committee structure offers opportunity for employee input into the basics of policy
development and changes. Individuals are free to address any standing committee with a
comnunication presenting a need, a problem, a solution, or a recommendation. If the idea
survives the careful scrutiny of peers and attains their endorsement in the original or a revised
form, it may progress onward to become College policy.

b. General Guidénes for Standing Committees:

1.

The President has the responsibility of nammatjfying, and defining functions of standing
committees on an annual basis in such general areas as faculty affairs and personnel policies,
student personnel, social affgimcademic standards, assemblies and awards, curriculum,
athletics, and other recognized areas of continuous College comiroccommittees may be
appointed as the need arises.

The lines of reporting for standing aad hoccommittees are defindaly their charge

statements (on file in the Presidgrd O farfd imayevary somewhat as to the nature of the
matter, thus involving some discretion of the Chairman and the membership. Generally, if a
study has been initiated at the request of an adnatosithe PAC, or other office or body, the
committee will report its recommendations there. If initiated internally, and the matter is of a
procedural nature, the recommendation may go jointly to the office that might implement the
change and to the Admistrative officers of the College. Other policy recommendations are
ordinarily directed to the President who then may act on these, recommend theBdarthe

ask the advice of the PAG@ refer the matter to the appropriate assembly for discussioa and
vote on a recommendation.

Committees may be created, altered, and dissolved by authority of the President.

Standing Committees. Folders are placed on Common on Enterprise in the Standing
Committees Folder). The Chair of any standing comestigaces an agenda on Common 48

hours prior to the scheduled meeting. Faight hours after any standing committee meeting,

the Chair of the committee places a draft of the minutes taken on Common. When draft minutes
are officially approved by the camittee, the Chair replaces the draft minutes on Common.

l. EMPLOYEE POLITICAL ACTIVITIES

Policy Statement (Board Approval Date: 03/22/11)

1.

Participation in Political Activities: Employees of MSC are encouraged to exercise their rights and
privileges as citizens; however, those who participate in political activities must do so in a manner that:

a.

Does not imply, directly or indirectly, that the Board and/or the institutidmjristration, or
faculty endorses such activities.

In no way interferes with the rights and privileges of any and all employees of the College.
In no way interferes with the rights and privileges of students attending the College.

In no way irterferes with the rights and privileges of any and all members of the Board or the
functions of the Board.

In no way interrupts the normal routine operations of the College.
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f. In no way interferes with the assigned primary and collateral dutieg eftiployee in question,
including being engaged in political activities during the normal working hours of a work day.

g. Resources of the institution (e.g. postage, materials, photocopier, fax phone, etc.) must not be used in
any political endeavor.

2. Violation: Violation of any or all of the above may be considered cause for dismissal.

EMPLOYEE SALARY SCHEDULE

Policy Statement (Board Approval Date: 03/22/11)

The purpose of the Employee Salary Schedule is to provide guidelines for initial placsnaemieans of

providing pay advancement appropriate to the experience and professional training of each esaidoyee (

schedule tables amvailableonthe MSC CommondISCF o r ms ) . For purposes of thi
is defined as a person having a formal -futie employment appointment with MSC and engaged in the

delivery of services.

Actual dollar amountsuggested by this schedule atbject to availability ofundsand do not represent a
cortractual obligation.

Procedure
1. Definition of Terms/Conditions:

a. Steprefers toyears of servicer prior experience.
b. Levelrefers to educational attainment.

c. ExtraDuty Pay refers to additional compensation added to the regular base pay for extra duties
assumed.

2. General Guidelines:

a. Salaries of new employees, including interim appointments, are to be established in accordance
with the salary schedule and all provisions governing its use. A supervisor has the discretion to give
ten steps for comparable years work experience durinigitied hiring of a new employee. In the
event a vacant position is filled by transfer of an already employed person, the salary of that

employee in the foldo position does not HAtransfe
are to be determéd by the appropriate administrator over the respective area based on the
responsibilities of the position and whether the

schedule assigned to the new position.

b. Employees may apply for pay ahcement based on educational attainment, provided the
requirements are completed by the end of the summer term of the fiscal year in which the
advancement is to be effective. Employees wishing to apply for a pay advancement must fill out
and submito their area supervis@n Application for Pay Advancement foljavailableon the
MSC CommongMSC Formg. An Application for Pay Advancement form must be completed and
signed by the area/department supervisor and appropriate administrator and forwardetitoathe
Resources office for technical review. Copies of official transcripts or obtained licensures must be
attached to the application form. Applications must be presented pAgpritd of the year
preceding the fiscal year in which the advance besoeffective. Persons can only take hours
toward a degree or licensure not currently held. Human Resources provides a list of approved pay
advancement applications to the chief financial officer for budget planning.

c. A personmust be employed hjanuary31 of any given year to be eligible for any salary or benefit
increase approved by the Board for the following fiscal year.
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d. Eligibility for an increase in salary and/or benefits and/or funding of any earned advancement is
based upon receivinga minimwonf an overall satisfactory evaluat.
performance.

e. ExtraDuty Pay may be awarded when an employee assumes added responsibilities above and
beyond the job description on file. Extauty Pay does not count toward base salary for a¢hess
board percentage salary or benefit increases and are only for, and will be determined ehya case
case basis. Such recommendation is made by the supervisor.

f.  If the applicant pool for a position is such that it is necessary to employ a persoessithdn the
educational qualifications required for the position, he or she may be employed and placed on the
salary schedule following established guidelines. At the time of employment, a compensation and
time schedule for completion of approved hoonsard the necessary educational level must be
established for those being employed on atfale basis. On occasion, it may best serve the needs
of MSC and its students to employ a person above the entry level consistent with the salary schedule
monetaryscale. Murray State College reserves the right to negotiate a salary outside the limitations
of the salary schedule document when competition from the prevailing job market dictates this move
to secure qualified personndPrior to advertisingthe positon under fimar ket demand
the area supervisor/administrator is required to provide written documentation from an outside
source showing the prevailing wages in the respective field for employment in a similar
geographic/economic region. Thearsupervisor recommends therghevel or negotiated salary
to be advertised for nepositions. The supervisor/administrator then forwards documentation and
recommendation to the President.

g. To maintain equity in compensation of employees, the following procedure must be strictly
followed:

1. Earnedevels and steps must be recognized regardless of funding availability during the year in
which the levels and steps wexehieved.

2. Unless othervsie mandated by the State, the first priority for distribution of available employee
compensation funds must be for such earned levels and steps that have been achieved but not
funded. Second priority is for salary and/or benefit increases.

3. The Collegeadministration reserves the managerial right to set salaries as needed to fill vacancies at the
College to provide necessary services to the students we serve

K. EMPLOYMENT CLEARANCE
Procedure
1. When leaving the employment of the College eatiployees must:
a. Meet with supervisor tcaompletea Clearance Fornayailable on tht1SC Commong\iSC Formg
ont he empl oy e e d s SupeavisdrailWhimtiat&therCparahee yorm procemsd

complete the process if necessaBjgnatures are to be obtained in the order listed on the form.
b. Complete an Exit Interview formaygailable on théASC CommondISC Formg.

L. EMPLOYMENT CONDITIONSOF FULL-TIME EMPLOYEES

Policy Statement (Board Approval Date: 03/22/11)
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The Boarddelegates to the President the authority to guide and direct all operations and activities of the
College. As such, the President will approve the appointment, salary, compensation, benefits, promotion,
demotion, renewal or nerenewal of appointments,sihissal, and/or suspension of all College employees.

Procedure
1. Authority to Make Appointments:
a. Appointment of the Presidenthe Board appoistthe President.
b. Appointment of Other EmployeeS:he President appomall other employees of the College.
1. The President approves position descriptions and authorizes searches.

a. AdvertisementTheHuman Resource3ffice files a job description and coordinates
internal ancexternal advertising The scop®f advertisement for positions depends on the
nature and level of the position in the organizational structure. (A sample job description is
available on th&SC CommondMSC Forms.)

b. Application: The applicant must complete&C Application for Empoyment. Official
transcripts from any institutions of higher learning attended must also be provided before
the search is complete. If licenses and certifications are also required, copies of these must
be presented. The applicants for up@erd midlevel positions must also provide a resume
and letter of applicatioat the time of applicationOther requirements may exist depending
on position.

2. Athisherdi scretion, the President may appoint a se
supervisor ta@oordinate the search, with the guidance of the Human Resources Director.
Usually, search committees are formed for higbgel positionsat a Director's Level or above.
The supervisor, through the organizational structure, recommends top candidages to t
President for hiring.

3. The President accepts/rejects the supervisoros
personnel to initiate the employment process. Only a written affemploymen{Personnel
Action Form), signed by the President, is valid.

4. The President may from time to time authorize employment on an interim dgimpatbasis if
it is determined to be in the best interest of the institution.

5. The President may set aside the above policy when an emergency hire becomes necessary. An
emergency hire generally means, but is not limited to, a situation in which the President believes
that it is essential that the position be filled within 30 days.emergency hire may be made on
a temporary and/or permanent basis.

c. PositionTitles, Grades, Duties, and Responsibilities: The President has the authority to change the
titles, grades, duties, and responsibilities of all employees.

2. Conditions of Appointment

a. At-Will Appointments: All employees of the College, except those specifically designated by
formal action by th8oard a rwei Ifiladt empl oyees wh digmisséeanapyl oy ment n
time by the College. At the time of appointment, an employee agrees and acknowledges:

1. Thathis/herappointment with the College does not create any property interest of any kind or at
any time;

2. That, except as specifically set out in paragraph (C). below, the employee has no right to a due
process hearing of any kind or at any time with regarary aspect of his/her employment.

38



CHAPTER Il :
PERSONNEL

3. That any appointment may biéismisseé by the College at any time with or without cause; and,

4. Thatin the event the employeedismissed st aff member 6s compensati on
rights or benefits beyondake due for previous serviarealso immediatelygismissed

b. Dismissas:
1. Reasons for dismissal may include but not be limited to:

Theft of Collegeproperty

Threatening or striking a College employee or student

Falsifying records

Insubordination

Drunkenness or substance abuse

Willful violation of a College policy

Conduct unbecoming a College employee

Conviction of a crime involvingnoral turpitude

Demonstrateéhcompetence or dishonesty.

Neglect of duty.

Lackof need for one's services.

Necessity for financial retrenchment as determimgthe chief financiabfficer, and
President.

m. Incapacity or disability that falls outside of the guidelines of the Americans with
Disabilities Act.

AT T TQT0o0 T

2. A staff member whas dismissed and who claims that/her dismissal is based dmns/herrace,
religion, gender, national origin, age or disability may request to address the President
concerning said dismissal on that issue only. The President, after hearing frorff tihe rsiaer
and receiving such information as may be necessary from other sources, can take such action
with regard to the staff memberdés continuing e
College. No other hearings of any kind with regard to any ¢y@elverse employment action
against any staff member are authorized by this or any other policy of the College for any
reason.

3. Conditions of Employment
a. Ethical Behavior:

1. Staff members represent the College when carrying out the dutiesadasdavith their position.
Staff members must adhere to all legal requirements and ethical norms covering their
employment, as defined by the MSC Code of Con(kext Chapter IIB.). Staff members of
the Collegeare tomaintain the highest standamfsconduct in 8 transactions with students,
administrativestaff, colleagues and the public.

2. Violation of these standards may result in disciplinary action, inclutismgissal

b. Regular Work WeekThe regular work week is 40 hours per we&ke regular work day is nine
hours in length with one hour off for lunch. Exceptions to this requirement must have Presidential
approval. Prior approval must be obtained by the President before any overtime hours are worked.

c. Attendance and Pungdility:
1. Staff members are required to be in attendance and prepared to begin work at the assigned work

location on the specified days and hours. Attendance and punctuality are objective measures for
job performance evaluations.

39



CHAPTER Il :
PERSONNEL

2. Absenteeism or taimdess that is unexcused or excessive in the judgmeviSefis
unacceptable.

3. If a staff member cannot report to work as scheduled, hedsbaotify the immediate
supervisor as soon as possible after the reporting time. In the event notificatbmiade,
immediately upon return to work the staff memisaio show sufficient reasons for the lack of
notification.

General:

1. If selectecemploymentapplicantsagree to submit to a pemployment drug/alcohol screen
asrequested by my employer in conjunction with the hiring process.

2. Employeesvill participate in random drug/alcohol screeningseguested.

3. Employees are subject to testing based on (but not limited to) aliseisrby the supervision of
apparent workplace use, possession or impairment. HR will conduct all drug/alcohol screens. All
levels of supervision making the decision must use the Observation Checklist to document specific
observations and behaviors tlcatate a reasonable suspicion that the person is under the influence
of illegal drugs or alcohol. If the results of the Observed Checklist indicate further action is
justified, the supervisor shoulttcompany the employee to HR for screeniBgiployeesgree to
conform to the policies, procedures, rudesl regulations of Murray Stateollege andthe MSC

Board of Regents.

4. In connection with being considering for employment, continued employment, promotion, or
reassignment, MSC may obtain a somer report which may include information on character,
general reputation, personal characteristics, and mode of living from public record sources or
personal interviews with previous employers or associates. An Applicant or Employee will have the
right, upon written request, to receive a written description of the nature and scope of the
investigation requested and a written summary of my rights under the Fair Credit Reporting Act. If
consumer information from my credit report or another type of coasueport is used to deny
employment or if any other adverse action is taken the Applicant/Employee | will be given the name,
address, and phone number of the agency that provided the information.

5. Employees are subject to testing when they causentnitiute to accidents that damage a Murray
State College vehicle, machinery, equipment or property or result in an injury to themselves or
another employee requiring offsite medical attention. A circumstance that constitutes probable
belief will be presmed to arise in any instance involving a woekated accident or injury in which

an employee who was operating a motorized vehicle (including a forklift, pickup truck, overhead
cranes and lifts, etc.) is found to be responsible for causing the acdidemy of these instances,

the investigation and subsequent testing must take place within two hours following the accident, if
not sooner. Under no circumstances will the employee be allowed to drive himself/herself to the
testing appointment.

6. Employees who have tested positive, or otherwise violated this policy, are subject to discipline,
up to and including discharge. Depending on the circumstances and the employee's work
history/record, Murray State College may offer an employee who vidldteprocedure or tests
positive the opportunity to return to work on adakaince basis pursuant to mutually agreeable
terms, which could include followp drug testing at times and frequencies determined by HR for a
minimum of one year but not more thawo years. If the employee either does not complete a
required rehabilitation program as instructed or tests positive on another test, the employee will be
subject to immediate discharge.

7. Employees who refuse to cooperate in required tests or whpassess, buy sell, manufacture

or dispense an illegal drug will be terminated. If the employee refuses to be tested, yet the college
believes he/she is impaired, under no circumstances will the employee be allowed to drive
himself/herself home.

8. Thefirst time an employee tests positive for alcohol or illegal drug use, the result will be
discipline up to and including termination.
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FAIR LABOR STANDARDS ACT

Policy Statement (Board Approval Date: 03/22/11)

It is the policy of MSC to adopt and implement the Fair Labor Standards Act (FLSA) and its regulations, in
accordance with the policy of the state of Oklahoma as set forth by the Governor's Executive Ordef.No. 85
Further, it is the policy of this agepto adhere to the OPM Policy Guidelines of FLSA. Murray State

College will cooperate with any and all other state agencies and appointing authorities in the state's efforts to
maintain compliance with the FLSA and its regulations. This pddisybjectto revision as needed in order

to mahntain compliance with the Fairabor Standards Act and its regulations.

Procedure

Murray State College trasrappropriate agency personnel in the requirements and provisions of the Act, its
regulations and relevant court decisions. Further, this agencysenadwy reasonable effort to stay abreast of
changes in the legal requirements of the Act. Murray Stategeowill post appropriate information on the
FLSA, as provided by the Wage and Hour Division of the U.S. Department of Labor in order to keep
employees properly informed.

Record Keeping: Murray State College recndurs worked for compliance with BA for nonexempt and
hourly staff. Each supervisor, on a weekly basis, resanly time worked by their subordinates in excess of
the established work period(s). Such reder clearly state the employee's name, the amount of time
worked, and the datthe work was performed. Both the employee and the employee's supervisor must sign
and date the record as an indication of their agreement as to the time v@ugerdiisors will utilize the

Time and Attendance Forto record time workeds well as anyelave time taken

Overtime: Each employeés responsible foobtaining supervisor approval of any time they plan to viork
excess of the work hours established and posted as the official work period for their pdditionghany
authorized overtimgvorkedis properly compensated as required by law, all employees are cautioned that
overtime worked without prioapprovalmay lead to disciplinary actionVork schedules are adjusted by the
area supervisor to avoid overtime in most cases. If therbdsafide necessity for overtime, it must be
approved by the area supervisor, and any payment for overtime must be approved by the President. If
overtime is approved, pay is at the rate of one anehaifdimes the reguldnourly rate of pay

Compensatoryfime: Comptime may be utilized with the supervisor's approval in lieu of overtime pay. The
employee will be compensated at a rate oftitngs the rate of pay for hours worked to determine the comp

time that will be utilized.Due to theiijob responsibilities, some positions are exempt from thkeot®

workweek limitation. Comp hours are to be tracked by the area supervisor utilizing the Time and Attendance
Record MSC Common}.

Establishment of the Workweel:he workweekwill be five days within a seveday period, beginning at

12:01 a.m. on Sunday through 12:00 midnight on Saturday. Normal working hours are 8:00 a.m. to 12 noon
and 1:00 p.m. to 5:00 p.m., Monday through Friday, making-laod® workweek. Exceptions to the normal
working hours will be made when necessary to meet the needs of the institution.

Rest Break: Each area is to allow Classified employeesastigeriod during the first half of the work shift
andonerest period during the second half of the work shift. Rest periods should not exceed 15 minutes in
duration and must be taken by Classified employees. Such breaks may not be accumulated if not taken.
Lunch Breaks: Each Classified employee is to hasehaduled onéour lunch break daily. No work is to
be done for the institution during the lunch break. Lunch break time may not be accumulated if not taken.

FRINGE BENEFITS

Policy Statement (Board Approval Date: 03/22/11)

41



CHAPTER Il :
PERSONNEL

The Board has a fringeenefit package for employees which meets current state and federal laws; provides
various types of leave and holidays; and establishes and maintains plans for tenure and retirement of
employees at the College and for payment of deferred compensatiarthafraployees; and provides

hospital and medical benefits, accident health and life insurance, and annuity contracts, for such employees
and their dependents. The Board may also pay for all or a part of the cost thereof for employees with funds
available fom the operation of the College. Amounts payable by an employee for insurance or annuity
contracts may, with the consent of the employee, be deducted from his/her salary.

ProcedurgdUpdated 10/15/15)

1. Mandated BenefitsAll employees participate in state or federally mandated benefits such as social
security, workerds compensation, and Okl ahoma Teac
faculty/professional staff working at least hathe; this is optional for clafgeed employees working at
least halftime).

2. Paid Fringe Benefits:

a. Life Insurance: Fultime employees are provided life insurance including accidental death and
di smember ment at no cost to the empl owee. Cover

b. Individual Medical Insurance: Fulime employees are provided individual medical coverage at no
cost to the employee.

c. Retirement Contributions: Beginning with the em
empl oyer 86s OTRS emarimumiataurt iegquined oy paw.t As of duly 1, 1999, the
Coll ege will pay the total cost of the vempl oyeed

one (1)years of fulitime service with the institution. Current and future staff employed for less
than five years receive a $500 annual benefit paid toward their cost of OTRS contributions until the
time they are eligible for the full benefit (fiwv

3. PostRetirement Health Insurance Benefit: Employees eligible for retiremeffiasd by OTRS are
eligible for the PosRetirement Health Insurance Benefit until they are Medicare eligible. The health
insurance premium, minus the OTRS contribution, will be paid by MSC for employees who retire with
20 years of service with MSC and evhualify for unreduced benefits with OTRS. However, if MSC
reduces the percentage of the health insurance p
retireesd percentage would reflect tieeisdigbee r edu
for Medicare Insurance.

4. Ancillary Benefits: Other benefits are available at the option of the employee, such as:

a. Dental Insurance: Optional dental insurance fortinlle employees and their dependents is
availabl e at pansee empl oyeeds ex

b. Dependent Medical Insurance: Optional medical coverage for dependentstioidudimployees is
avail able at the employeebs expense.

c. Partt i me Empl oyeebs Medi-tinekmployesswhoajumalkfieunderthEhose part
i nsur an cprogranmaly élestrtofpay their own insurance premiums.

d. Long-Term Disability (LT) Insurance: Futime employees may enroll in losigrm disability at

their expense as protection against loss of income in the event of total disablement or iliness that
lasts longer than three months.
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e. Tax Sheltered Annuity: All employees who patrticipate in the OTRS are eligible to participate in the
OTRS TaxSheltered Annuity Plaar from another approved providert t he empl oyeebs o0\
expense.

d. Credit Union: Eligibé staff may participate in the Oklahoma Education Association (OEA) Credit
Union under conditions set forth by OEA. The Credit Union is a nonprofit organization for
employees and educational institutions.

e. Partial Fee Waiver: Partial enrollment fee wasvmay be provided for those filime employees
enrolled in forcredit courses at MSC. The h#lition waiver benefit for fultime employees is
extended to their spouses and children who have completed high school or GED and are currently
residing in he home may also be eligible for this benefit, with the stipulation that the benefit is
available up to two years from the date of high school or GED completion.

0. LEAVE AND HOLIDAYS

Policy Statement (Board Approval Date: 03/22/11)

Leave ofabsencdrom active employment may be granted to-fithe employees for reasons stated in the
Request for Leave of Absence forM$C CommondISC Forms). The Request for Leave of Absence form
must be completed prior to annul leave and as quickly as possilylectfitming from sick leave,
bereavement leave, etc.

Procedure

1. Holidays: The College provides annual holidays according to the College Calendar. Faculty-on nine
month appointment are entitled to regular college holidays.

2. Leave: The College provides certain types of leave for-finle employees, as noted below:
a. Annual LeavefFull-time, 12month employeeand all norfaculty 9month,10-monthand 11
monthfull-time employees accrue annual leave based upon months dfitapgat. During thefirst 5
years of employment, anal leave accrues at a ratel@hours per month; froré-10 years of
employment, annual leave accrues at 12 hours per mafteh10 years ofemployment, annual leave
accrues at 14 hours per monthn employee may accumulaterveximum of 160 hours of annual
leave during the firsbyears of employment. Beginning witne 6th through thelOth year of
employment, annual leave may accumulate to a maximutB4hours. Afted 0 years of service, an
employee may accumulate up to 200 hours of anleaak. Annual leave should be scheduled at
times convenient for both the employee anddépartment and that will not interfere with any critical
needs of the institution. Annual leavewillot be ficappedo at the maxi mum
days lost during the year due to reachimg cap); however, only the maximum allowed for length of
service may be carried over to thext fiscal year Leave will not be reset un#lugusteachyear All
leave will accrue at the end of the following month after the hiring anniversary.

Grant ProgramsPersonnel employed in such a program will accrue annual leave at the same rate as
other college employees. Annual leave may also accumuldte tionit established by MSC Leave

and Holiday Policy and Procedure. Grant employees requesting leave in the last month of the grant
must have prior approval from the grant director. Leave which is accrued, but not taken, may not
extend beyond the termation date of the program. Also, an individual terminating from the grant
program will not be paid for any leave balance that remains at the termination of the program. As a
result of this procedure, personnel employed in the sponsored programscar@aged to use annual

leave in a reasonable manner and avoid accumulating a large balance, which may eventually be lost.

b. SickLeave: Sick leave can be accumulated by alitfole employees at a rate D@ hours per
month of appointment not toxeeed 1,120 hours per year. Compensation for accrued sick leaste is
provided upon termination of employment. If the employee leaves the service of the @fikege
having used more sick leave than has been earned, a deduction for such excesgesigtlbe made
from his/her final salary payment.
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1. The Leave of Absence form is signed by any person absent because of illness, and a
statement from a physician may be required at the discretion of the institution for
absences of three days (24 wbours) or more in a row.

2.l n case of a brief illness, an employeeds
faculty or staff. In case of extended illness, a substitute may be employed by the

W (

appropriate administrator. In this case,¢hsmp| oyee6s regul ar pay wou

for a period of time in keeping with his/her accrued sick leave time.

3.l n case of a family memberds illness, an
to be charged to his/her accrued sick leave time.

Grant ProgramsPersonnel in sponsored grant programs will accrue sick leave at the same rate as
other college employees. Also, sick leave may accumulate to a maximum established by the MSC
Leave and Holiday Policy and Procedure. Sick leave kismafiy not extend beyond the termination
date of the program.

c. Employee Leave Bank and Shared Leave Program:

1. Purpose: An Employee Leave Bank has been established for MS®nieiémployees.

According to eligibility criteria, employees caark Sick Leave (including Sick Leave
that is accrued over the maximum 140 days/1,120 hours now allowed). In the case of a
serious health condition as defined, an employee who has exhausted all accrued paid
leave can withdraw his/her own banked leave.

TheShared Leave Program is a means for a College employee to donate paid leave
to a fellow College employee who is eligible for and requires leave while experiencing a
serious health condition as defined, and which has caused or is likely to cause, the
employee to take leave without pay.

2. Definitions:

a. Serious Health Condition: A serious, extreme, catastrophic, ehliéatening medical
condition is a period of incapacity requiring the employee to be medically unable to
work for a prolonged period &0 days or more. The medical condition includes
continuing treatment or supervision by a health care provider or continuing treatment
of a chronic or longerm health condition. The employee must be suffering from an
extraordinary or severe illness, injlimpairment, or physical or mental condition
which has caused, or is likely to cause, the employee to take leave without pay.

b. Employee Recipient: Recipients of leave donations must have been employed by
MSC for a minimum of one full year and musteue one half of their earned Sick
Leave annually with a maximum accrued leave of 30 days. Recipients must hold
benefitseligible positions that accrue Sick Leave, must have completed a Shared
Leave enrollment form, have received no disciplinary actionabuse of time, have
exhausted all earned paid leave and have shared leave recommended by their
supervisor and approved by the Employee Benefits Committee.

c. Employee Donor: To bank Sick Leave or donate leave to the Shared Leave program,
an employeenust be fullitime, have one year of continuous service, must complete a
Shared Leave enrollment form, and maintain a leave balance of no less than 80 hours
and be subject to approval by the Director of Human Resources. Total annual
donations may be made amounts no greater than half of the paid leave accrual rate in
any fiscal year. Unused leave at the cessation of employment cannot be donated.

d. Employee Benefits Committee: The Employee Benefits Committee monitors the
Shared Leave program, makes policy recommendations to administration and
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employee assemblies, and approves employee leave share requests. One member, by
position, is the DirectorfiHuman Resources. There will be one elected member each
from the respective MSC employee assemblies and one member of administration
appointed by the President.

3. General Guidelines:

a. Shared leave is meant to cover only the duration of the sdvéalth condition for which it
was approved.

b. Sixty days is the maximum number of days any member may receive in angrit@ period
and the maximum number of leave days any participant may receive during the life of their
employment is 180 days.

c. All donated leave must be donated voluntarily. No empleyikde coerced, threatened,
intimidated, or financially induced into donating paid leave for purposes of the Shared Leave
Program.

d. Employees who are receiving shared leave will not accruei@miipaid leave.

e. Persons involved in the administration of the Shared Leave Program are responsible for
guarding the privacy of leave recipients and donors, and HIPPA rules and regulations will
apply.

f.  Donations to the Shared Leave program wilirbeneday increments, and all leave donated
to the Shared Leave Program remains in the program and-iefusdable and nen
transferable.

g An employeeds eligibility to receive donated
upon their return to firtime or paritime employment or when they begin to receive income
from other benefits, i.e.Longer m Di sabi l ity Benefits, Workerd

h. Employees do not have expectation of entittement to Leave Sharing. Receipt of shared lea
is a gift from fellow employees and is not intended to constitute or obligate debt or
reciprocity.

i. Shared leave donations can be made from the Employee Leave Bank or from accrued Sick
Leave.

j-  The decision of the Employee Benefits Committee ialfamd not subject to the grievance
procedure.

d. Bereavement or Medical Emergency Leave: Five days (40 hours) per year without loss of pay are
allowable for leave of absence due to death or critical iliness of a person other than the employee. This
leave is discretionary and does not accrue. Additional absences of this type require personal leave (for
less than 12anonth faculty) or annual leavé?roof to validatehe Bereavement or Medical Emergency
Leavewill be required byHuman Resources.

e. Jury Duty or Required Court Appearance: No deduction in salary is made if an emplostesgppear in
court when subpoenaed as a witness or required to serve jury duty. This privilege does not apply to court
cases involving annessmWhenanempiygee ipgrantedeateave of Bbhgende for
jury duty, such leave will be without loss of pay. If an employee receives compensation for jury duty,
such payment must be turned over the College, unless the employee is on annual leavesderimgoth
jury duty.

f. Maternity/Paternity Leave: Female ployees are eligibléor a five-day (40 hours) maternity leave of
absence in addition to that provided through sick and/or annual leave policies. Male employees are
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eligible for five days (4Mours) of paternity leave to be taken at appropriate times during taagre
postdelivery period of his spouse.

g. Personal Leave for Fdllime 9-, 10, and 13Month Employees Not Eligible for Annual Leavé&ersonal
leave is limited to five days pgear. Requests for leave for personal reasams, Any activity which is
not of official College nature and which is not covered by other leave) must be submitted in writing on a
Leave of Absence form through proper channels. If approved, a sub&titathom the employee has
arranged with approval of the approprigiee president/area supervisor will be engaged to assume
responsibilities. If the substitute is not a College employee, the individual requesting personal leave is
responsible for compsating the substitute. Except in personal emergency, personal leave should be
scheduled at times convenient for both the employee and the department and that will not interfere with
any critical needs of the institution and student instruction. Additidays taken for personal leave will
be considered leave without pay.

h. Professional Leave: Professional Leave may be taken as outlined in the Request for Release Time
procedureThe Request for Leave of Absence form should be completed indi€atifigssional Leave
for advanced studies. This form must be completed for each class for which release time is being
requested. When completed, the Request for Leave of Absence must be approved through the appropriate
supervisor/administrative chain bedosuch release time may be taken. This form is available on the
MSC Commons/MSC Forms.

i. Sabbatical Leave and Neésabbatical Leave:

1. Sabbatical Leave:
Sabbatical leave may be requested by qualified faculty, professional, and admiristeti having
a minimum of six years service to MSC for the purpose of engaging in study or research to improve
his/her professional competence and increase his/her usefulness to MSC. The employee will receive
full pay for a onesemester sabbatical, one-half pay for a twesemester sabbatical. Such leave, if
granted, commits the employee to three years of subsequent service to MSC or repayment of the
sabbatical salary. Each employee receiving authorization for a sabbatical leave must give, prior to
the granting of the leave, a security for his/her return to employment. This is to be accomplished by
the recipient obtaining a sabbatical leave bond issued by a surety company recognized by the State
Insurance Commissioneoing business in thetatein the amount of the salary that the employee is
to receive. Under no circumstances will signature bonds be accepted.

2. Non-Sabbatical Leave:
a. After a faculty, professional, or administrative staff member has serviced the College for five
years, leag without pay may be approved for a period of one year to allow the employee to do
further graduate study if it is in the best interest of the College.
b. Any employee with proper approval may be granted leave time up to four hours per week to
pursueadditional studies without loss of pay.

j. Unpaid Leave of Absence: Unpaid leave may be requested by qualified employeesciangas.g.,
extenuating personal circumstances, pursuit of education beneficial toltbgeCetc.). Allowance of
such leave is subject to the ability of the College to find qualiidporary replacement staff.

k. Family and Medical Leave: Employees may use the provisions of the Family and Medical
Leave Act of 1993FMLA), whichgives certain job protections to employees when balancing
work responsibilitiesvith the demands of personal illness or injury or in caring for family
members. Fodetails on the current law, consult tHamanResource®irector. (Certifications
will be required) Any leave taken which would fall under the Family and Medical Leave Act
automatically qualifies under the Act after the 10th collective day of absadaaay be paid or unpaid
dependent upon current leave policies/procedures and the amount of accrued leave available to you.
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|. Administrative Leave: Administrative Leave with pay is sometimes given when it is deternmibedn
the best interegdf the College that an employee not return to work for a specified pefriode or for
designated emergency closings of the College. Time approved as Adminidtestixeis noto be
charged to paid leave.

m. Disciplinary Leave (Suspension): An employee may be placed on Disciplinary (®wsfgension)
with or without pay when it is in the best interest of the College to d®&wiplinary Leave (Suspension)
will be paid for a period of time not to exceadyaccrueddnnual Leave. Disciplinary Leave
(Suspension) will automatically become leave withoutwhgn no accrued Annual Leave is available.

n. Birthday Benefit: Fultime employees are entitled ¢®) eight hours leave as a Birthday Benefitis
leave can be taken by initiating the Request for Leave of Absence Form and s@&ethicgy Benefit.
As an additional benefit fulime employees are given a Birthday Benefit Discaufr&5% on any one (1)
purchase. This benefit will be taken aftiee Employee Discouritas been applied. This discount is
available for all retail merchandiséth the exception ofbooks. A letter will be sent to each employee
acknowledgindhis/herBirthday Benefit DiscountThe naotificationlettermust be preseed at the time of
purchaseo utilize the discount

P. VOLUNTEER SERVICE CREDIT POLICY

POLICY STATEMENT (Board Approval Dat€2/19/13)

Murray State College as part of our philanthropic progratiatives encourages staff to volunteer their time
andtalents in an effort to improve the quality of life for our campus community as well as the local
communities that we serve. As a result, the college will have a policy that provides work time credit for
volunteer service.

ProcedurdUpdated05/12/16

The mission of Murray State College is to provide opportunities for student learning, personal growth,
professional success, and community enhancement. Murray State College recognizes it is our responsibility as
good corporate citizens to help strengthieamcommunities in which we live and work. Consequently, we
encourage our employees to become involved in their communities, lending their voluntary support to programs
that enrich the quality of life and opportunities for all citizeSC Credit Requég-orm and the VSC Time

Sheet can be found @ommonsMSC Forms) VSC Hours are not compensated as overtime as it is the

employee opportunity to accumulate hours for holiday breaks antvoding days during summer flex time.

VSC participation is not nmalatory.

The following guidelines are for Murray State College-futie employees who serve as volunteers in
community programs that are either of personal interest or are corgpmatsored initiatives:

Description

A Personal Interest programs are those programs whose goals are considered strategically relevant to the
mission ofMSC, but may not be funded by the college.

A C o iSpopsoredtpegrams are those programs whose goals are considered of strategicatportan
MSC and for which the college has provided funding.

Volunteer Time

A Vol unt e e rcreaté meed fos dvestiméodflictrwithtthe peak work schedube work
responsibilitiesconflict with other employees' work schedule or woekponsibities.

A Time away from work for volunteering purposes may occur during lunchtime, before work, after work,
or on the weekends depending upon the type of volunteer program the employee is involved in.

A Annual | eave al | owicipateripthedr specHicsvolunteer pregtam. (*ipleasee t o
note that the amount of time given per month to employees for volunteering may be set by individual
supervisor if annual leave is being taken)
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AVSCHourswill be credited at a rate of 1.5 times pentact hour foExempt Non-Exempt employees
and 12 month FacultyAll VSCHours will be tracked through the Human Resource Office utilizing the
VSCTime Sheet.VSC Hoursmay be used during the week of Spring Brektkanksgiving Beak and

during the Summer Flex Scheduleday work weekvhenthe campuss closed.VSC Hoursmay beused

in lieu of annual leave axtended working hours during the Summer Flex Schedule (4) day work week.

AVSCHourscan be earned retro actively and will carry into each calendar year, unless the program is
amended or discontinueEmployees mayarryover 8 days or 64 houasnually The maximum
carryoveramountis 24 days or 192 hours. Tleage of this time or lkahereof does not affect vacation
accrual or sick leave usage.

Eligibility (the requirements can be altered by each individual supervisor with issues related to eligibility)
A Altinhe erfployees with satisfactory or above performance are eligible
A Employees should meet with their supervisors, discuss their volunteer choice, schedule, and receive
approvalusing theVSC Request Form

Ineligibility:
You are ineligible to participate in the Program, if:
A The employee is on a Performariogrovement Plan.

A TheVSC Program is discontinued. Murray State College reserves the right to amend or terminate this
program at any time without prior notice. Murray State College also reserves the right to revoke approval
if it is felt that the emmlyee is misusing the Program.

Approval Process:

Alf time from work will be utilized, employees must fill out t&C RequesForm and submit it to

his/her supervisdior approvalat least one week before the requested time off. The supervisor should

stbmit the approved form to the area Vice President. Upon approval, the Vice President will then forward

to theHuman Resource Director Approval is at the discretion of th
President, and thduman Resource DirectoiAfter VSC hours areeomplete, employees musibmit the

completed VSO'ime Sheet to the Human Resource Director.

AVSC Requests will be approved on a request to request basis.

A The employee mustomplete a VSC Time Shefetr each volunteer event they partidgan and have the
eventcoordinator sign off on hours workidlunteered

Volunteer Activities should be done on an unpaid basis and include some of the following options:
A Mentoring
A Tutoring
A Coaching

A Community service activities that aratfabased can be counted if you perform service to the broader
community. An example might be helping run a clothing donation program through the church or-an after
school program for low income youth in the community through a church or synagogue ietscthat

benefit just members of the faith community or that are inherently religious activities such as study groups,
Sunday school, religious worship, or proselytization are considered service to that organization and would
not be counted as service letbroader community

Exanples of appropriate uses fdSC:
A Competing in a charity run
A Donating your time at a food bank
A Cleaning up the beach, highway or park

A Coaching a little league sports team
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A Participating in Big Brother/Big Sist@rograms
Inappropriate examples:
A Taking a ski vacation and charitably giving ski lessons
AAttending your kidés PTA conference

A Attending a professional, religious, or personal interest conference

PROBATIONARY PERIOD

Policy Statement (Boaréipproval Date: 03/22/11)

All employees are employed on a probationary status during the first year of employment with MSC. Each

time an employee receives a promotion or transfers to another department, a new probationary period begins.
However,thimew probationary period does not affect the en
EMPLOYEEDEVELOPMENT

Policy Statement (Board Approval Date: 03/22/11)

1. Specialized TrainingMurray State College provides opportunity for professialeaielopment for staff
as deemed necessary and appropriate for their specific job and responsibilities. This is normally
considered a cost of doing business. However, some training specific to job responsibilities must be
provided which would only be coitered cost effective if the employee continues employment with the
institution and utilizes those skills for a period of timg},,esarious types of computer trainiagnd
HVAC training.

2. Employee Development SysteriMurray State College is committedttee continuing education or
training of faculty and staff. Generalized and seminar specific education occurs on a regular basis. It
may be necessary for employees to gain additional education to address specific needs. This can be done
by providing eduational options to the employee. When funding or professional development release
time is required or desired, refer to the appropriate procedural processes.

Procedure
1. Specialized Training:

a. Inthe event that some specialized training is necessaagraement/contract may be developed
with the individual receiving specialized training that identifies the total cost of said training and
specifies the service commitment required to the institution by the individual trainee upon
completion of training.The agreement will clearly state the specific terms including the
costs/consequences to the trainee for failure to meet the service commitment.

b. The training agreement is required in cases where the collective cost of training exceeds $1,000.

2. Fall and Spng Employee Development Sessioraill-time employees are required to attend employee
development sessions in the fall and spring (six hours each for fall and springtoidphiance with the
employee development requirements will result in forfeitdrany increase in or additional
compensation fothef ol | owi ng fi scal year and placement of a
of ficial per-somplkiancée. f oANpurposes of this proce
employee developmentquirements.

a. Fall Employee Development: Fall employee development is accomplished by employee attendance
as a group to a session coordinated and announced by the Employee Development Committee.

b. Spring Employee Development: Spring emploglegelopment is accomplished by employee
participation in superviseapprovedon- or off-campus training. Spring employee development
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supports the closing of campus for Professional Development Work Day, which is Friday before the
Easter holiday. Supewsars must submit a list of approved training for their employees to the

Human Resources Office by March 15 and submit documentation of completed training with the

empl oyeebs annual evaluation form (which is due

PROFESSIONAL LEAVERELEASETIME FOR ADVANCED STUDIES

Policy Statement (Board Approval Date: 03/22/11)

MSC provides opportunity for fulime employees to take up to four hours per week release time to pursue
education that falls within institutional guidelines (as cited in th@layee Salary Schedule procedure) and
is approved by the supervisor and administration.

Procedure
1. Release Time for Advanced Studies:

a. The Request for Leave of Absence form should be completed indicating Professional Leave for
advanced studies. This form must be completed for each class for which release time is being
requested. When completed, the Request for Leave of Absence mpgrineed through the
appropriate supervisor/administrative chain before such release time may be taken. This form is
available on thtASC CommondMSC Forms.

b. Indicate the class you will be attending in the section of the form marked Remarks or Special
Conditions. Attach a copy of the course description to this form.

2. RecordKeepingof Faculty Academic/Scholarly Continuing Education Units and Advanced Credit
Studies:

a. The Request for Leave of Absence form should be completed indicating Faculty Academic/
Scholarly Continuing Education UnitéASCEU) for advanced studies. This form must be
completed for each class/activity for which release time is being regueéthen completed, the
Request for Leave of Absence form must be approved through the appropriate
supervisor/administrative chain before such release time is taken. This form is available on the
MSC Commong¥SC Forms.

b. Indicate the class/activity yowill be attending in the section of the form marked Remarks or
Special Conditions. Attach a copy of the course description to this form.

c. Faculty members must provide documentation of completion of approved ASCEUs, advanced
disciplinerelated College crt, or other approved educational activities. This documentation must
be provided to the chief academic officer.

d. The chief academic officer will place records of the documentation in the faculty member's
personnel file and, if applicable, in their teadile and academic rank application file.
"Approved ASCEUs and other appropriate nationally recognized designations may be utilized to
record and report educationally related fooedit activities when it is ensured that the standards
associated with tiee designations have been met. The ASCEU is defined for MSC Faculty as ten
contact hours of participation in an organized academic/scholarly related continuing education
experience under responsible sponsorship, capable direction, and qualified irswugh@®senters.
It does not include general continuing education activities such ateaohing and nodiscipline
related workshops or meetings on or off campus. Contact hours used to calculate ASCEUs must
include only those hours of actual partidipas in sessions, not total hours in attendance at the
workshops, seminars, professional meetings, etc. A Request for Leave of Absence form indicating
Faculty ASCEU must be completed and approved in advance by the apprdpigitan chair and
the chiefacademic officer.
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REQUEST FOR PAY LEVEL ADVANCEMENT/CHANGE IN COMPENSATION
Procedure

1. Request for Pay Level Advancement:

a. After completing requirements faylevel advancemnt,a full-time employee may complete an
Application for Pay LeveAdvancement form.The Application for Pay Level Advancement form is
available on tht1SC CommondSC Forms.

b. Documentation of credit hours completed must be attached to the Application for Pay Level
Advancement form, and forwarded to the Human Reso@f#fase by April 1 of the spring semester
prior to the request being applicable for the following academic/fiscal year. Requirements for Pay
Level Advancement include completion of 15 credit hours of college course work.

2. Change in Current Employee Compation:

a. At times a supervisor or administrator may recom

compensation &signment of extrauty payor increase pay level) due to a significant
increase/dcrease in responsibilitie®structuring or reorganization job responsibilitieor market
conditions In some instances, such increases may be on a temporary basis during assignment of
certain responsibilities.

SECONDARY EMPLOYMENT

Policy Statement (Board Approval Date: 03/22/11)

members, this would mean that suppletaéwork must be limited to hours outside theHyI8 a.m. to 5

p.m. time frame for most College business. Similar time restrictions apply to staff members in positions
requiring different hoursStaff members who teach classes within their regular weriogswill receive

no additional compensation, unless by agreement witn glupervisor,they use annual leave time for

the teaching time or make up the lost work time during the same pay p8tafflmembers who teach
classes outside their regular rkgoeriods do receive additional compensation.

Staff members wishing to hold secondary employment involving a number of hours equal to more than 20
percent of their standard college working time in any pay period or to earn an amount of money equal to
more than 20 percent of their college pay for aay period must obtain in advance the permission of their
Supervisors.

Supervisors may grant exemptions to these rules for the operators of private businesses and agricultural
enterprises, equivalent to family farms and ranches.

PAYROLL INFORMATION

Procedure
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Althoughfulkt i me empl oyment at MSC is considered to be one

engage in secondary employment provided tt@émployment does not interfere with assigned duties and

responsibilities or constitute a conflict of intste

Procedure

1. Secondary empl oyment, including employment by MSC
primary,fulkt i me empl oyment , must occur outside of the si
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1. Automatic Deposit of Paycheck: All fulime employees are required by law to participate in automatic
deposit of payroll checks.

2. Supplemental/Overload Pay: A current-ithe employee who is eligible for any type of supplemental pay
mustbe paid as payroll with appropriate taxes, retirement, etc. withheld.

3. Pay Date: All fulltime employees are paid on a monthly basis with the pay date being the last working day
of the month. Employment paperwork must be submitted to the Human ResDifice on or before the
16" day of the month in which payment is desired. Paperwork received aftef"tb&tthé month will not
be processed until the following month with the pay date the last working day of the month as designated
by thestate ofOklahoma.

4. Change of Addresg&tc.: Any change of address, telephone number, marital status, number of dependents,
etc. should be promptly reported to the Human Resources Office.

TIME AND ATTENDANCE REPORTS

Procedure

All non-exemptemployees are required to complaféime and Attendance Record form (availableM®&C
CommondSC Forms). The Time and Attendance Record will be signed by the employee and will be
maintained by the supervisor to ensure all working hours and leave time taken are documented.

VIDEO VIEWING REQUIREMENT
Procedure

All new employees are required to wi@ series of videggrovided bythe Human Resources Office. The
viewing must be completed prior to the first payroll date after employarght signed acknowledgement of
the employees viewing will be part of the employee personnel file

VOLUNTARY RESIGNATION ORJOB ABANDONMENT
Procedure

Employees who resign voluntarily should give the College ten working days notice. Staff members should
present written resignations to their supervisor, who will arrange an exit interview with the Human Resources
Office. Staff members, who fail to repaotwork for three consecutive dayg)l have abandoned their

positions without notice.

Employee resignations should be in writing stating the reason for the resignation, addressed to the immediate
supervisorwith copies to the appropriatéce presicent and the President.

On the | ast day of employment, t h avaiabgodtlieM®Ce must cor
Commond\ISC Forms) to obtain final release from employment and provide approval for release of the final

payroll check at the apppoate time. Payment for a partial momltalculated in accordance with the

Oklahoma Office of State Finance formula.

EMERGENCY PREPAREDNESS

Procedure

Employeesare required to contact théSC Bookstoreat 580387.72430 obtain an MSC Parking

Permit. Each employee will be provided and a copy of the MURRAY STATE COLLEGE Emergency
Operations Plan Crisis Management Reference for Employees when their Parking Permit has been issued.
Human Resourcesill inform each employee of the required NIMS testing required for their level of
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employment. Emergency Preparedness is a serious matter and each employee is required to complete the
required testing within 30 days of employment. Each NIMS testing lmadmpletion document should be
printed and submitted to the Human Resource office for inclusion in the employee file.

AA. EMPLOYEE EDUCATIONAL REIMBURSEMENT PROGRAM (EERP)

Policy Statement (Board Approval Dat@6.19.12

Employee Education®&eimbursement Program: Murray State College is committed to the continuing
education of faculty and staff. When faculty and staff are employed in positions that generally require a
certain level of education and do not hold the credentials for the pogitaon the necessary credentials,
Murray State College may assist in providing educational options. Procedure 1. Program Overview 2.
Eligibility 3. Allowable Expenses 4. Application Process 5. Reimbursement Process 6. Tax Implication 7.
Status & Duratiorof Employee Educational Reimbursement Program

Procedure

. Program Overview

. Eligibility

. Allowable Expenses

. Application Process

. Reimbursement Process

. Tax Implication

. Status & Duration of Employee Educational Reimbursement Program

NOoO O~ WNE

1. Program Overview

This program (EERP) supports employee development by providing partial or full reimbursement of the cost
of courses that enable employees to improve performance in current jobs, prepare for career development, or
meet requirements degree programs related to current position or planned position advancement. The EERP
has been developed to help MSC Employees maintain or improve the skills they need to perform their jobs.
This program applies only to courses taken at other instigifmmcollege credit and is completely separate

from the MSC Employee Tuition Program (50% off of tuition). The goal of the program is to reimburse

eligible employees for tuition, fees, and book expenses not covered by any other source of educational
assigance.

A Eligible employees may request EERP support for
requirements at a fully accredited college, university, career techs, or institute, special skills school, or

adult education school when temployee is admitted to the degree program. Employee Educational
Reimbursement Program (EERP) 2016 Murray State College Page 2

A A mé Eligille employees will be reimbursed up to the allowable amount. Reimbursements shall not
exceed amounts set throutjie budgetary process, requested by the CFO, and approved by the President.

A Rel e d freligibie eneployee may be granted a maximum of four hours per week of release

time, with pay, for approved undergraduate or graduate course(s). Approval offtimast be approved

through the appropriate supervisor/administrative chain before such release time may be taken.

General Sequence

Time ltem
Prior to Registering for Courses and Submit and review with supervi
EERP
making Application to EERP Degree Plan of Study
Prior to Registering for Courses Complete EERP Application an
for
approval
Upon EERP Application Approval Register for Courses & Complete
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Coursework
Upon Satisfactory Completioof Submit EERP Request for
Reimbursement
Coursework
2. ELIGIBILITY

To be eligible for the program, an employee must meet all of the following criteria:
A Be per maelgiblg, full-timeempldyeet s
A Receive no financial assistance from other sourc
(scholarships, grants, and departmental funds may augment but not duplicate progtamca$si
A Have compl e t-émk seoviceeat Mugray Btate Gollegelbéfdre course begins or is
employed in a critical needs area.

3. ALLOWABLE EXPENSES

A The current maxi mum r ei mliyaarbasedwe availableundihg@t er mi ne d

A Costs of tuition, fees, and textbooks are all owa
each fiscal year.
A - The maximum per employee per semester is not to

A Tnmtaxémum per employee per calendar year is not to exceed $3000.

4. EERP APPLICATION PROCESS

MSC Human Resources and the College CFO are responsible for the administration of this program.
Employees are to use the following steps when applying for ttiertueimbursement benefit:

a. Reviewi An employee planning a development activity should discuss development and
performance objectives with his/her supervisor before registering for the course or program. Decisions
regarding applicability of trainingnd issues regarding release time should be made at this time. The
employee and the supervisor should review career development plans before registration.

b. EERP Degree Plan of Stu@lyAt this time, a supervisor may request that a Degree Plan of Beudy
completed. The document can be obtained by access MSC Forms on Commons or by contacting the
Human Resources office.

c. EERP Applicationi The application may be obtained by accessing MSC Forms on Commons or by
contacting the Human Resources office.

a. Employees need to complete the section on the application regarding tuition cost and how this
course is related to their present job.

b. A description of the course to be taken and associated document giététiom expenses and
associated course costs must be attached to the application. The most acceptable attachment is the
institutionds brochure or catalogue.

d. Required Supervisory SignatirE mp| oyees are required twalobtain a
applications. The signature is to certify that an employee is in fact eligible for the program and to ensure

the supervisor is aware of the employeeds educatic
required when release time/time offvit pay i s requested. a. |l mportant N
does not imply EERP application approval.

e. Required Area VP SignatuireA| | appl i cations must signed by the

f. Required VP for Administration & Finance/CFO Sigrrati All applications must be signed by the
college CFO.
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g. Required President Signattréll applications must be signed by the College President.

h. Submission InstructiorisCompleted applications for the program must be submitted to the
P r e s s Office dt last fifteen (15) days before enrolling or making a financial commitment to an

educational institution. Once the application is approved, the employee making the request will be
notified.

5. REIMBURSEMENT PROCESS

Employee Educational Reimatsement Program (EERP) 2016 Murray State College Page 4 Requests
for reimbursement will be processed and returned to the employee within a reasonable processing time.
After processing is complete, reimbursement will forwarded and paid through MSC AcPayatsle.

For reimbursement, the employee must complete the following:

1) Submit a current copy of EERP Employee Degree Plan previously signed and approved by
supervisor (MSC Forms on Commons)

2) Submit a current copy of approved EERP Applicationipresty signed and approved by necessary
parties (MSC Forms on Commons)

3) Complete EERP Request for Reimbursement (MSC Forms on Commons)

4) Provide a copy of cancelled check or other verification proving payment has been made for the
education expenses.

5) Proof of Satisfactory Course Completion

A Ti ming of iR progamwikreimbarsetthe employee for allowable expenses
upon receipt of proof of payment and satisfactory course completion.

A Empl oy e e Whdnlhe oliegeireimburses an employee for education costs, the
employee assumes an obligation to complete the coursework in a satisfactory manner. An
employee who does not complete Collegembursed coursework must repay the College the
total amount of the reimbursement.

A Evidence of SaitBmpldyees utilizingyfunds omeducagidn expenses
through the program must provideidence of satisfactory completion as soon as possibld
no later than four weeks after the course has been completed. Evidence of satisfactory
completion must be provided to the supervisor for inclusion in the reimbursement process. Such
evidence may be a copy of the transcript from the institution or provider of the course. If that is
not possible, written confirmation of course completion from the instructor or institution will be

accepted. For academic courses, a grade C @rpettpass grade in a pass/fail course is
required.

A Lengt hi DofquaByefar reimluesement through EERP, the employee must work in a
full-time capacity at MSC through the end of semester for which they are requesting
reimbursement.

6. TAX IMPLICATIONS

EERP is intended to provide benefits that are, to the extent possible, excluded from taxation under federal
and state laws. Accordingly, this procedure constitutes a separate written plan for the exclusive benefit of
employeesinder section 127 of the Internal Revenue Code and its regulations, to provide such employees
with educational assistance.

7. PRIORITY LIST
MSC will utilize a priority list for employees to receive tuition reimbursement as follows:
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a. Full-time employeeseeking graduate credit hours to meet credentialing needs to teach courses in
critical need courses and programs.

b. Fullti me employee completing Masterds degree in
in subject areas with shortage of quafied applicants. Full-time employee seeking additional
certifications or licenses that amequired in order to perform duties.

ar

e

c. Fullti me employee with Masterébés degree seeking addi

responsibility to meet credeating needs.

d Full-ti me employee seeking advanced degree to perfor

e. Full-time employee seeking degree or advancement degree not associated with credentialing or required
certifications or licenses.

BB. EMPLOYEE SERVICE AWARDS

Procedure

Employee Service Awards are ordered through the Recognition Company in May each year for award
distribution at the Fall All Employee MeetingR will initiate an employee report in April to determine the
anniversary dates for award eligibility in the FalEmployee Service Awards are acknowledged and

awarded in increments of five years. To determine award distribution HR will identifyl ainfie

employees who are eligible to receive an award based upon their hire date and their longevity as of June 30
of the year. Example 1: Jane was employed January 1, 2000 and her five year anniversary is January 1,
2005; awards are given in the Falleach year so although her anniversary is January 1, 2005 she would not
receive an award until Fall 2005 after the anniverdatg Awards willnot begivenout prior to the

anniversary but they will be given at the next available Fall All EmployediiMgpe
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A. FACULTY PROMOTION IN RANK & TENURE
Policy StatementApproved by the MSC Board of Regents June 17, 2014)

Murray State College recognizes four classifications of academic rank: 1) instructor; 2) assistant professor and
tenure; 3) associategfessor and tenure; and 4) professor and tenure. Reguiéinfelpermanent faculty are
ranked as an instructor upon employment in atfole permanent faculty position. Regular ftithe permanent
faculty have the opportunity to apply for promotioracademic rank andrare as outlined in the FaculBromotion

in Rank and Tenure Procedure. Monetary incentives for promotion in rankramd teay be provided based upon
the specified procedures and the availability of funds.

Procedure

The criteriafor the rankings, as well as procedures for advancement of rank, are included in the following
procedure.

1. Procedures for Recommendation for Promotion in Rank and Tenure:

a. The faculty member submits a letter of intent to apply for advancementkiaréimedivision
chairby December 1 if eligibility criteria are met.

b. Thedivision chairsends a recommendation for rank advancement to the Vice President for
Academic Affairs (VPAA), who then forwards it to the chair of the Academic Rank/Tenure
Commitee (AR/TC). The AR/TC then sends notification to the faculty member. The AR/TC is a
standing committee composed of advanced rank/tenured faculty with three members elected by
the Faculty Assembly and two members appointed by the VPAA. In the evetitetteaire more
than eight applicants for advanced rank/tenure, a second committee will be formed in the same
manner.

c. The faculty member under consideration for promotion in rank must submit the following to the
Office of Academic Affairs by January 2% the application year:

A written cover letter,

A current vitae including listings of criteria to be considered for advancement,

A reference letter from his/hdivision chair(or the VPAA when alivision chairis applying for rank)

and a fellov MSC faculty member,

4 . Documentation of the required minimum number of

5. A written narrative explaining fulfillment of the criteria for rank advancement.

6. Submit four narratives regarding professiat@lelopment experiences for each year of service being

considered in the advancement.

7. Additional evidence supporting or proving advancement criteria may be requested by the AR/TC.

a. The faculty AR/TC reviews the written narrative and supposirigence and presents its
recommendation to the VPAA by March 25. The AR/TC may recommend a rank lower than the
one for which the faculty member is applying, but may not recommend removal of any rank that
the faculty applicant has already earned; i.anifipplicant applies for the rank of associate
professor, but the AR/TC feels that the applicant does not meet the qualifications for associate
professor, but does meet the qualifications for assistant professor, the AR/TC may recommend the
rank of assistat professor.

b. The VPAA forwards, with any additional comments and recommendations, the list of candidates

to the President by April 15.

The President makes all final decisions regarding promotion in rank.

. Tenure will be granted with the facultyermb er 6 s f i r st successful advanc
defined as the status that may be granted to a faculty member to continue in a position in which
he/she has been employed, based on availability of funds and job performance.

e. Incoming Faculty: Ater one year of successful faculty performance, incoming faculty can apply for

a specific rank commensurate with their past academic rank and/or experience.

f. Existing Faculty: Existing tenured faculty can apply directly for any specific higher rank for

which they meet both combined time and other requirements, even if they did not formally apply

for those intervening ranks.

wnN e
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2. Guidelines in Determining Qualifications for Promotion in Rank per Level

The following guidelines are presented foruseinder mi ni ng an i ndividual 6s qu
promotion in rank.
a. Instructor: Faculty employed at the rank of instructor must present evidence of scholarship,

teaching ability, and practical experience. The official academic transcript must include

evidence of course concentration (i.e., major or equivalent) and/or technical specialty within

the discipline in which that person is required to teach.

b. Assistant Professor: The candidate eligible for rank of assistant professor must fulfill the

following requirements:

1. For faculty teaching within the Associate in Science/Arts (general education) programs:
earned at |l east a masterds degree from an ac
to be taught. For faculty teaching within the Associat&gplied Science programs:
earned at least a baccalaureate degree from an accredited university relevant to the
coursework to be taught.

2. Have completed at least four years-fiie faculty employment in higher education,

and/or career and technologyugation, at the end of the current academic year, with at
least 2 years at MSC.
. Complete a minimum of four professional development experiences each year and provide
a onepage narrative of its application to the instructional process for each exqeerie,
if the faculty member is engaged in completi
degree, provide four oRgage narratives regarding four specific applications learned in
the graduate coursework.
4. Make a significant contribution to institutidrealvancement through leadership.
5. The following items must be submitted:
a. A written cover letter,
b. A current vitae including listings of criteria to be considered for advancement,
c. Areference letter from his/hdivision chair (or the VPAA when alivision chairis
applying for rank) and a fellow MSC faculty member,
d. Documentation of at | east three AExpect e
. A written narrative explaining fulfillment of the criteria for rank advaresin
Submit four narratives regarding professional development experiences for each year
of service being considered in the advancement.
g. Additional evidence supporting or proving advancement criteria may be requested by
the AR/TC.
c. Associate Pradssor: The candidate eligible for rank of associate professor must fulfill the
following requirements:

1. Earned a masterd6s degree from an accredit
taught and eight years fitiime faculty employment in higheducation, and/or career
and technology education, two of which at MSC; or earned a doctorate with four years of
faculty employment in higher education, and/or career and technology education, two of
which at MSC.

2. Complete a minimum of four professimevelopment experiences each year and provide

a onepage narrative of its application to the instructional process for each experience; or,
if the faculty member is engaged in completi
degree, provide four oAgage @rratives regarding four specific applications learned in
the graduate coursework.
Make a significant contribution to institutional advancement through leadership.
Active participation in a disciplinbased state, regional or national organizatismmake
significant contribution to the academic discipline at a regional, state, or national level.
The following items must be submitted:
A written cover letter,
A current vitae including listings of criteria to be considered for advancement
A reference letter from his/hdivision chair(or the VPAA when alivision chairis
applying for rank) and a fellow MSC faculty member,
Documentation of at | east three fAHiIi gh Per
e. A written narratig explaining fulfilment of the criteria for rank advancement.
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f. Submit four narratives regarding professional development experiences for each year of
service being considered in the advancement.
g. Additional evidence supporting or proving advancerogtgria may be requested by the

AR/TC.

d. Professor: The candidate eligible for rank of professor must fulfill the following
requirements:

1. Earned a doctorate from an accredited university relevant to the coursework to be
taught and eight years faculty employment in higher education, and/or career and
technol ogy education, four of which at
accredited university relevant to the coursework to be taught and twelve years of
full-time faculty employment in higir education, and/or career and technology
education, four of which at MSC.

2. Complete a minimum of four professional development experiences each year and
provide a ongage narrative of its application to the instructional process for each

experienceor, if the faculty member is engaged in completing graduate hours beyond
the master 6s d e ¢age marratiyes regardind éour pecific o n e
applications learned in the graduate coursework.

3. Active participation in a disciplineased state, ggonal or national organization; or
make significant contribution to the academic discipline at a regional, state, or
national level.

4. Make a significant contribution to institutional advancement through leadership.

5. The following items must be sultteid:

a. A written cover letter,

b. A current vitae including listings of criteria to be considered for

advancement,

c. Areference letter from his/hdivision chair (or the VPAA when alivision

chairis applying for rank) and a fellow MSC faculty meer,

d. Document ation of at | east three

evaluations,

e. A narrative supporting criteria being reviewed for advancement.

f. Submit four narratives regarding professional development experiences for

each year ofeyvice being considered in the advancement.

g. Additional evidence supporting or proving advancement criteria may be

requested by the AR/TC.

e. Evaluations: If there are not a sufficient number of completed faculty
evaluations on file, requirements fminimum number of evaluations may
be reduced in lieu of a letter of verification by theision chairor a
reference letter by the acting VPAA or two letters of recommendation by
peer department members. Any available completed faculty evaluations
within the past four years should be produced for application.

Professional development narratives: In the first year of implementation,
applicants for advanced rank must submit from the previous year a
minimum of four onepage narratives of professionalveé®pment
experiences. For each succeeding
worth of experience narratives, up to the fourth year of implementation.

—h

3. Evidentiary Criteria for Promotion in Rank
The following are examples the candidate mightingsébbcumenting continuing performance in

MS

AHI g

year

specific areas. These are only examples, and the candidate is not confined to the use of only these

examples. The items used must be documented.

a. Superior Teaching and ClassroBelated Duties:

Positivepeer and/or student evaluations.

Improve or develop techniques in teaching and learning.
Develop supplemental materials for instruction.

Unsolicited letters from students or others.

Student advisement/tutoring activities beyond the norrpsatation.

agr®ONE
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b. Professional Growth and Development:
1. Complete annual faculty evaluation.
2. Participate in seminars and workshops, including written narrative of application to the
instructional process.
3. Participate in the Oklahoma AssociatiorCafmmunity Colleges (OACC) activities, etc.
4. Participate in professional organizations within area of specialty.
5. Present paper(s) to professional organizations.
c. Scholarship:
1. Formal educational pursuits that result in a quality transcript.
2. Continuing education.
3. Certification(s) in area(s) of specialization.
4. Publish papers, articles, etc.
5. Regional, state, or national recognition in field of specialization.
d. Leadership through Institutional Service:
Serve on standing and hoc committees.
Participate in professional organizations.
Appear on TV, radio, or other media.
Provide graduation advisement.
Participate in recruitment activities.
Sponsor student organizations, judging teams, etc.
Organizespecial days/activities, such as: Scholastic Contests, Business Day, Academic
Bowl, Speech Contests, etc.
8. Participate in campus activities.
e. Leadership through Institutional Responsibilities:
1. Serve as officer (chair, etc.) of institutional coitted.
2. Serve as chair of an academic department or program.
3. Serve on institutional committee/council.
4. Provide assistance in policy/procedure development.
5. Promote and perpetuate a positive culture within the institution.
Leadership throug@ommunity Service:
1. Speak to community or professional groups.
2. Participate in civic groups.
Provide consultation within academic field to a community group.
Participate in Chamber of Commerce, City Council, etc.
Sponsor organization(siich as 4H, Boy Scouts, etc.
Compensation for Promotion in Rank
a. After final approval by the President, the faculty member will receive the following amounts
added to annual salary, beginning at the start of the next academic year:
1. Assistant Prfessor$1000
2. Associate Profess&2000
3. Professof3000
b. These amounts added to the annual salary are cumulative. If a faculty member advances
directly to a rank more than one level above the current rank (e.g., from AsBisifagsor to
Professor), the faculty member does receive the added amounts attributable to the intervening
rank(s). Compensation for Promotion in Rank is considered a stipend for payroll purposes,
not an increase to the base salary; and, it is basedti@@vailability of funds.
5. Procedures for Renewal of Advanced Rank Faculty Pay
a. Atthe end of five years subsequent to being granted advancement in rank, the faculty member
is formally reviewed by the AR/TC. Faculty members who have achievedlavalaation
performance points equal to or above an expected (70%) rating and who have received no
annual rating below expected (70%) during the-frear period will automatically be
renewed for an additional five years without further review. Shoulfathdty member have
annual evaluation(s) that fall below expected (70%), the faculty member being reviewed has
the opportunity to provide a written narrative providing justification and documentation for
any faculty evaluation that falls below the expddfe0%) rating.
1. The Rank Advancement Committee will obtain a list of eligible candidates from the MSC
Human Resources Department by January 25 during the fifth year of rank advancement.
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2. The Committee will notify eligible candidates by February fli®@iew requirements.
3. The candidate will submit any requested information or documentation by the first
Monday after the scheduled Spring Break.
b. During thedivisionchaib s annual performance review of
division chairdeternines if he/she supports continuation of advanced rank faculty
pay. Thedivision chairmay send a request to the AR/TC to review the renewal of
advanced rank faculty pay for a faculty member, if deemed necessary, before the end
of five years at a given r&n
c. After reviewing the documentation, the AR/TC makes recommendations to the
VPAA, who then forwards recommendations, with any comments, to the President.
The recommendation includes one, or more, of the following:
1. Continued advanced rank pay.
2. Continued advanced rank pay with stipulations pertaining to professional improvement to
be attained by a definite period.
3. Probation for a definite period of time to make appropriate professional and/or personal
adjustments.
4. Discontinuance of adwaed rank pay.

B. TENURE
Policy StatementBoard Approval Date: 3/22/11)

The state of -@kl abomapl syan, iand aswidl 9t atmgMiadgemcy AMSC
employment is terminable at the will of either the employee or employer. Further, promises or representations made

by anyone concerning the condits of employment, express or implied, does not negate the right of the

College to dismiss employment at any time, with or without cause. However, the Board of MSC recognizes the
importance of establishing personnel procedures which provide thefacolty ot her empl oyeesd pro
arbitrary and capricious acts of administrators, employees, peers, Board members, legislators, and members of the

lay public; and provide the institution protection against indolence, complacency, incompetence, and

unproductiveness of faculty and other employees. (See Chapter Ill: Personnel.)

Procedures an@eneral Overview

1. A faculty member is granted tenure with the first successful advancement in rank. Tenure is defined as the status
that may be granted to a faculty member to continue in a position in which he/she has been employed, based on
availability of funds and jo performance as indicated by annual faculty evaluation. Librarians and other
learning resources personnel with similar responsibilities are considered as faculty members for tenure and rank
advancement purposes. Tenure does not apply to an adminigb@itien.

2. Because of the budget balancing amendment of the Oklahoma Constitution, the Board cannot obligate funds in
excess of the unencumbered balance of surplus cash on hand. Consequently, the Board may not obligate itself
by binding appointmentseyond a current fiscal year for salaries or compensation in any amounts to its
employees. The Supreme Court of Oklahoma has strictly construed this constitutional provision by ruling that
any liability sought to be incurred in excess of current reveandsmnd is void.

3. The terms and conditions of every appointment should be stated in writing in the job description and be in the
possession of both the institution and the faculty member before the appointment is consummated. Tenure is
granted only i written notification.

C. ACADEMIC FREEDOM
1. The faculty member is entitled to freedom in the classroom and in discussing his/her subject, but he/she will be
objective in his/her teaching of a controversial matter which has relation to his/heat,sobj@ntroversial

topics introduced by students, and will not introduce into his/her teaching controversial matters which have
little or no relation to his/her subject.
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2. Each faculty member is an individual, a member of a learned profession;egrdsentative of an educational
institution. When he/she speaks or writes as an individual, he/she should be free from institutional censorship
or discipline, but his/her special position in the community imposes special obligations. As a persoingf lear
and as an institutional representative, he/she should remember that the public may judge his/her profession and
his/her institution by his/her utterances. Hence, he/she should at all times be accurate, should exercise
appropriate restraint, shouldash respect for the opinion of others, and should make every effort to indicate
that he/she is not an institutional spokesperson.

D. FACULTY GUIDELINES AND EXPECTATIONS

Procedure

1. Absences from Duty Any facultymembeithat will be away from his/hatuties should file (five days
before departure) a Request for Leave of Absence form (available M&8«€ommondISC Forms)
Any facultymembemwho deliberately misses a class, makes a habit of dismissing early, does not maintain
proper office hours, arho is absent from the campus without clearance will be subjdisrtissal

2. Adjunct/Overload Pay Installments Adjunct instructors requesting to be paid in installments for the fall
semester are paid the last working day of the month (as desiggdtezstateof Oklahoma) in
September, October, November, and December. Installments for the spring semester are paid the last
working day of the month (as designated bydfia¢eof Oklahoma) in February, March, April, and May.
This schedule is contiegt upon receiving the employment paperwork on or before thef Eeptember
for the fall semester and the16f February for the spring semester.

3. Adjunct/Overload Pay Lump Sum Instructors for the fall and spring regular semester who are paid one
lump sum will receive payment on the date that semester grades are due provided employment paperwork
is submitted to the Human Resources Office on or before thefibe previous month.

4. Adjunct/Overload Summer Paysummer instructors are paid in onstallment the last working day in
July (as designated by teateof Oklahoma) after grades have been submitted to the Registrar provided
the employment paperwork is received on or before theflthe month.

5. Advanced Study and Professional Growthis recommended that each faculty member improve his/her
professional status by accumulating as many hours in his/her major field of concentration as possible.
Faculty members are encouraged to pursue continuing education in their major field of study.

6. Assessment of Courses by Studerfach semester, students complete course assessment surveys.

7. Cancellation of Classes Due to Insufficient Enrollméltte recommendation for canceling a class must be
made in concert with the appropriate supervisora ¢iass is cancelled, a student is not penalized.) Prior
to cancellation, the following items will be considered:

Will the instructor remain fully occupied if the class is cancelled?

Is the instructor's load beyond 15 hours?

How will the instructor beome fully occupied if the load is less than 15 hours?

Is the class necessary for graduation?

Can the load be balanced within the division?

®caoow

8. Class SchedulesThechief academic officewith the assistance of the Academic Council, will arrange and
publsh the schedule of classes each semester. The schedule will reflect an attempt to equalize the teaching
loads and class size, balance the work of instructors and students daily throughout the week, eliminate
course conflicts, make maximum utilizationsplace and physical properties, and addresses student needs.
The class schedule, as printed, must be followed as to meeting time, days, and length of the class meetings.
Any deviation from the printed schedule should be an unusual occurrence and nppsbbechby the
appropriate supervisor.

9. Class RostersClass rosters may bea@esseanlinethroughCampus Connect
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Classroom AssignmentClassroom assignments are made on the basis of space available, type of course,
and anticipated enrollment for arpeular class. Request for change of classroom because of crowded
conditions or other reasons should be made t@ffiee of Academic Affairs.Classroom assignments

and/or changes must not be made until cleared with the appropriate bfftreictorsshould consider it

their duty to protect the furniture and equipment in the room in which they are teaching. Needed repairs
should be reported to the appropriate supervisor. No tobacco, food, or drinks are allowed in classrooms
laboratories

Commenement ExercisesAll members of the faculty (and designated professional staff) must participate
in commencement exercises. Measurement for graduation regalia will be given to the Registrar.
Facuty/professional staffurnish their owrcaps, gowns, anabods. For those who don't own hoods,
contact theRegistrar's Office foordering and purchasing

Course Syllab A course syllabus for each course must be filed witlthief academic officels e e A Gui de
for Preparation of QeM3SCCemnmdnadlSCERaoimg.sEachaourad syllabbsl e o n
should be reviewed and revised according to need andfitbé beginningf each academic year. All

instructors in a given coursectionwill use the same course syllabus.

Criteria for AdditionalOnetime Payment Recommendations with respect to payments in addition to
contractual salaries are then the responsibility of the appropriate area supervisor. These recommendations
will follow the normal and proper channels of communications establishttte organizational structure
of MSC. The recommendation with justification will be made in writing and will include but not be limited
to the following:
a. That the payment is for a specific service rendered that contributes significantly to MSC and is a
time payment.
b. That, whenever possible, the compensation be approved prior to the activity.
c. That the contribution represents significant overtime.

Education In keeping with generally accepted standards throughout the country, the minimum educational
training expected of all members of the faculty is a master's degree with the equivalent of a major in their
teaching field at both the undergraduatd angr aduat e | ev el ssdegfeewitelBc hi ng,
graduate hours in the subfield that therinstor will be teachingOccasionally, it is necessary to make an
exception to this standana technical occupational fieldd=aculty members employed in technical

programs are also expected to have had experience in industry in the area in whietkhey te

Emergency Dismissal of Classda the event that classes must be dismissed when students are on campus,
instructors should follow this procedure: 1) explain the nature of the dismissal to students; and 2) ask them
to take their personal belongingith them. In an event an emergency condition dictates taking immediate
shelter, directions should be given to the closest shelter.

Evaluations by Area $ervisors Annually all employees are evaluated by their area supervisor regarding
performance of aties.

Examinations and Grading-inal examinations for all classes {campusandat theAHEC) must be
administered according to the final examination schedule printeé @tass scheduleOther examinations
should be given during the regular classeting hours at the instructor's determination. It is strongly
recommended and is a good practice to provide students with a schedule of regular examinations or
evaluation sessions and an explanation of the method of determining final grades.

The matteof determining grades is left to each individual instructor, and each is expected to employ
his/her best judgment and the most fair technique known to him/her in assigning student grades that
represent student achievement as accurately as possible dradeaeon defendable criteria.

Methods of grading should be in conformance with course syllabi. Final grades are reported for each
student for every course undertaken under the following grading system:

3 grade points per credit hour
2 grade points per credit hour
Do POOr......ooiiiiiiis 1 grade point per credit hour
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F o Failure.........ccooueee. 0 grade point, no credit hours. An "F" is calculated into the GPA.
P Passing.......cccocvene Indicates hours earned, no grade points. It doesamtibute to GPA.
| Incomplete............... No grade points. Used at the instructor's discretion, an "I" indicates the student is passing

and has completed a substantial portion of the course work but has been unavoidably
detained from completion of the course. Tdtadent ha®ne yearto make written
arrangements with the instructor to satisfy all course requirements. After requirements are
satisfied, the instructor submits a change of grade to the Registrar. "I" grades that are not
changed remain as a perman#hand will not contribute to GPA.

S Satisfactory/
Unsatisfactory......... Reserved for courses that do not count toward graduation or retention GPAs (i.e. PE
activity courses).
AU ... Audit ..o, Students enrolled to audit a course will receive the grade of "Addet not contribute to
GPA.

No credits or grade points; indicates official withdrawal.

No credits or grade points, GPA neutral. Grades of "AW" must be approved dyi¢he
academic officeto indicate that atudent has been "involuntarily" withdrawn (see Page
31 for procedure) for disciplinary or financial reasons or inadequate atterfdance.

18. Faculty LoadFaculty load is reviewed and analyzed at various times during the academic year, including
analysis of omputer data and when the Academic Council approves the class schedules.

19. Faculty Overload The faculty member is to teach classes and/or provide professional services at such times
and locations as may be required to achieve the ednabbbjectives of the Colleg&Compensation for
instruction and other services is outlined in the letter of appointment; however, compensation for overload
may be approved upon the recommendation of the area supervisor when:

a. A course is essential to miing the needs of the stents as determined by the Deard/or the MSC
coordinator of th&JCSQ, and/or theChair andDean; and

b. A course has sufficient student enrollment to be cost effective as determined by the appropriate
officials; and

c. The course isdded to the faculty member's ftilhe teaching load. Generally, a ftilne teaching
load is considered to be fifteen credit hours. There may be exceptions to that due to program
enroliment, options, etc.

NOTE: Faculty will generally only be permittéalteach a maximum of one overload course eatiester

unless extraordinary circumstances dictate otherwise.

20. Adjunct Faculty Load: Adjunct faculty should not teach a load equivalent tetanfelfaculty member,
and load consideration should be giveprimary responsibilities of employment.

21. Field Trips Field trips in academic courses can be an important educational experience. These experiences
should be carefully planned so that students will not have too much difficulty in making up waerksiescl
missed. The following procedures are used in organizing field trips:

a. Approval from thechief academic officemust be obtained one week in advance of the trip if it is at
a time other than regularly scheduled hours of the particular class involved.

b. Alist of names of faculty and students participating in the field trip are to be submitted one week in
advance in order that the list may be distributed to instructors.

c. Arrangements to use a College vehicle must be made through the Business Office.

d. It is the responsibility of the instructor planning a field trip to inform participants that it is their
responsibility to contact instructors regarding makeup work necessitated by their absence, before
leaving on the trip.

INo record of a course is indicated on a transcript if the student withdraws during the add/drop period (first 10 daysaofsemeester and a proportional time for
shorter terms). Permission of the academic adviser is required faritthisawal.

Students will receive a grade of "W" who withdraw after the 10th class day and until the end of the 11th week of amepiéarasel a proportional time for shorter
terms. Permission of the instructor and the academic adviser is refiuithid withdrawal.

Students withdrawing after the 11th week of a regular semester and a proportional time for shorter terms will receioé '&\§radéF," depending on the student's
standing. Permission of the instructor, academic adviser, ardeAta Vice President is required for this withdrawal. A grade of "W" is GPA neutral; a grade of "F" is
calculated into the GPA.

2Administrative withdrawals due to inadequate attendance may be assigned (with the appropriate approval) at any timertagatei®made that a student cannot
achieve a passing grade even if attendance is resumed. Students should note that any withdrawal can result in teregiagtienoof financial aiceceived.
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e. Each student participatinginafiel t ri p must sign a AMurray State C
(available on thé1SC CommondMSC Formg and the travel roster.

22. Grade Books Grade books must bept electronically online. They should be maintained and kept
current. Grade books must submitted to the chief academic officer after the semester is complete.
Attendance records and grading information should be in ardeaccessible

23. Grade ReportsFour Week grades are submitted after week four @adelerm grades are submitted lagt
end of the eighth week. These grades are not mailed but are awailateehroughCampus Connect
Students with a grade of "D" or lower are sent notificatipthe Retention Coordinataith a request to
confer with their instructor(s) aratademic advisorFinal grade reports are issued at the close of the
session. Each student listed on the final grade report must receive aSjtatbnts who have officially
withdrawn from clas should be assigned a graades are confidential astiould be posted in code.

24. InstructionalDuties

a. Demonstrate scholarly standards of academic excellence and rigor, and exhibit the traits befitting

that of a distinguished faculty member.

b. Demonstrate experience and/or willingness to learn and useo$tiieart technology in the

delivery of instruction and other office duties.

c. Demonstrate awareness of and sensitivity to cultural diversity as it impacts curricula and
instructional practices and show a willingness to work effectively in a culturally diwendglace
and not discriminate on the basis of race, color, national origin, sex, sexual orientation, genetic
information, age, religion, disability, political beliefs, or status as a veteran.

Support the mission of the college.

Promote and maintain a ptige attitude of service toward students, coworkers and others.
Participate in community service activities and programs.

Promote and support service learning activities.

Develop and use assessment of student learning methods at least every two weeksibnotedo
campuswide assessment projects.

Use appropriate evaluation instruments to measure student progress at specified intervals.
Maintain in coordination with other department faculty (adjunct and fulltime) &o-dpate,
complete, and welbrganizd syllabus for each course taught as set forth by the VPAA.

k. Develop and maintain curricula that appropriately reflect current knowledge in the discipline.
Cooperate with departmental faculty in the selection of textbooks and teaching materials.
m. Maintaina minimum of six scheduled office hours. Provide flexible office hours by appointment to

accommodate studentsod6 schedules when necessary.

se~oo

[ —

n. lnclude a writing component in each course and e

0. Incorporate the usef the MSC library in all courses and make recommendations for library
purchases.

p. Assistin recommending purchases and maintaining an accurate inventory of all equipment and
supplies.

g. Actively support clubs and extaurricular activities.

r. Serve on and cdribute to campusvide committees.

s. Support the Presidentds Scholars Program.

t. Implement strategies to enhance college recruitment, retention, and graduation rates.

u. Participate in applicable professional development activities, including the All Employemdéee

v. Carry out assigned duties and responsibilities and duties associated with the annual interscholastic
contest.

w. Following institutional policy, efficiently use a work study position(s) (when available) to help in

the accomplishment of other generapensibilities.

X. Serve as a mentor to adjunct faculty.

y. Attain ability to commute to distance learning sites.

z. Participate in strategic planning initiatives (including TaskStream) and align instructional, program,
and departmental goals with the MSC Straté&jan.

aa. Contribute to the overall institutional focus to perpetuate student success.

bb. Support the institutional General Education program.

CC. Perform other duties as may be assigned by supervisors.
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Intersession Payntersession instructors are paid the lastking day of the month (as designated by the
stateof Oklahoma) in which their session ends provided the employment paperwork is received on or
before the 18 of the month.

Library/Learning Resource Center (L/LRGFaculty are urged to make use of the L/LRC as a means of
cultural and professional development ancetuire their students to use 8taff members are expected to
follow the standard procedure in withdrawing books. They may withdraw any volume baokp of

general reference, periodicals, or books on resérvaddition to library services, the L/LRC provides
audicvisual aids for classroom instruction. Every faculty member should become familiar with the
resources available for the particul@saipline to which he/she is assigned. Direct arrangements should be
made with the L/LRC staff for the utilization of equipment and other instructional aids.

Limiting Class SizeChairsshould notify theOffice of Academic Affairof any classes that have a limit in
enrollment size.

Mid-Term Grades (Also see information under Grade Reports.) fiian grades (determined during the
seventh week and submitted at the end of the eighth week) should: (1) be based on at Isesistires

of student performance; (2) represent student achievement as accurately as possible; and (3) be based on
defendable criteria. Both migrm and final grades may impact the status of students attending College
under a special talent program. éSholarship Required of Representatives in Part VIl of the College
Catalog for more information.)

Office Hours Faculty are expected to arrange a schedule and post office hours in order that they may be
available for conference with students. Offimirs should be arranged as nearly as possible on a daily
basis. The schedule should be observed as conscientiously as that of a class.

Student AbsencesAttending class and being on time are essential to being a successful student. There is
no "safe"number of absences. A student who misses only one class, but misses a major examination could
find his/herfinal grade lowered drastically as a result. Thus, it is the expectation of MSC that students be

on time for and attend all meetings of all clagseshich they are enrolled. More than emaur absence

per course hour enrolled is excessive. When a student's absences become excessive and the instructor
determines that the student cannot achieve a passing grade even if attendance is resurtredtdhenizng
recommend that the student be administratively withdrawn.

If an administrative withdrawal takes place prior to disbursement of aid, which is normally during the
first four weeks of a regular semester and the first two weeks of a summethieisbursement will be
held until a recalculation of eligibility is completed. After aid disbursement, students who are
administratively withdrawn may still be subject to termination or repayment of financial aid received.

Any student who is not admigiratively withdrawn or who does not withdraw him/herself will be
maintained on the rolls and assigned the appropriate letter grade at the end of the semester. Students should
consult with individual instructors regarding their specific application efabsence policy and review
academic and financial aid policy regarding how course withdrawals or course failures affect satisfactory
progress.

Absences are either excused or unexcused. With the exception of &ptegmred activities,
individual instuctors will determine whether an absence is to be excused. An excused absence allows a
student to make up, within a reasonable length of time, any course requirement missed because of the
absence. An unexcused absence means that a student will nohbieede¢o make up course work missed
as a result of the absence. However, when absences (either excused or unexcused) become so excessive
that in the judgment of the instructor the student cannot perform the requirements of the course, the
instructor mayecommend that the student be administratively withdrawn from the course.

Student Appeal of Graded he policy for addressing student appeal of gradesis t he A MSC Proced
manual and th&8tudent Handbook.

Suggestions for Improving thieducational ProgramAll faculty members are urged to be on the alert for

ideas to improve the educational program, and are invited to make suggestions to supervisaty staff.
faculty are requested to report any circumstances, which are adverselgagffegir instructional area.
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Summer SchoolFor appointments other than-fribnth, faculty are employed for summer school under
separate personnel action. Salaries are established prior to the ensuing fiscal year.

Teaching ExperienceThe preferred qualifications forfiast time faculty member upon initial employment
at MSC will include at least two years of verified successful teaching experience.

Transcripts Faculty are required to keejpdatedbfficial transcripts of college avk on file in theoffices of
the chief academic officer and Human Resourdd®ese transcripts must show all college credits earned,
both graduate and undergraduate. When faculty members earn additional credits, records should be
provided to supplememther information on file.

Tutoring Services Available to Studentcademic and peer tutoring and counseling are offered through
the Academic Advisement Centan Tishomingo and Ardmore and the Help Center in Tishomingo.
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STUDENT DISCIPLINARY REGULATIONSAND APPEAL

Policy Statement (Board Approval Date: 03/22Mpdated 07/30/14

Students enrolled at MSC are expected to follow polamsprocedureas outlined in thé1SC Student
Handbook. Thé&SC Student Handbookan be found on the MSC Web site at www.mscok.edu.

1. Disciplinary RegulationsThe following constitutes the disciplinary regulations of MSC and the
administrative procedure pertinent to the regulations alicigs

a. |Introduction: Murray State College has regulations reflecting the values to which the College is
committed and which are designed to help ensure order in the College community. Students enrolled
at MSC are expected to conform to the ordinaitgs of polite society, to be truthful, to respect the
rights of others, and to have regard for the preservation of state property, as well as the private property
of others. This judicial system has been established to deal with students who ar afodoating
College policies and is comprised of students and College employees. Members of this system are
committed to conducting fair hearings and following due process, as well as being concerned with
both the education and personal developmeimddfidual students, and upholding the values to which
MSC is committed.

A student disciplinary case is not considered a case for criminal law, nor is a disciplinary hearing
considered to be a courtroom procedure. The procedures used at MSC cortiscipfigary action
are directed toward assurance of a fair judgment for the student through complete case information,
opportunity to be heard, opportunity for friendly counsel, and such safeguards of rights as may be
easily understood by educators, laymand students who have mutual confidence in one another.

If at any time the College views a student with a disability as a potential threat to others, and the
risk of harm to others is not imminent (i.e., not a situation the College deems to be geramylkthe
college will make an individualized assessment of the threat the student poses to others and whether
their misconduct is related to the a disability before taking disciplinary action against the student. The
Vice President for Student Affaiig conjunction with the Vice President for Academic Affairs,
A.D.A. Compliance Officer, Campus Police Chief, and General Counsel (as needed) will assess any
student conduct situation where the student has a documented disability. Under Section 54 and Titl
Il, a person is not a qualified individual with a disability if the person poses a direct threat to the health
or safety of others and cannot be eliminated by modification of policies, practices, or procedures, or
by the provision of auxiliary aids orrséces.

A determination will be made by the College ifiwhen a student with a disability poses a direct
threat to the health and safety of others. This determination will be based on an individualized and
objective assessment of the student and on rabsmrudgment that relies on current medical
knowledge or the best available objective evidence.

The College will consider whether a student with a disability poses a direct threat to the health or
safety of others will include: the duration, natuaed severity of the risk of harm to the health or
safety of others; the probability that the potential injury will actually occur; and whether reasonable
modification of the College's policies, practices, or procedures, or the provision of auxiliandaid an
services, will mitigate risk.

The purpose of Direct Threat Assessment is to determine and implement interventions in a timely
manner. Once the initial assessment has taken place, the team must decide the appropriate next steps.
Interventions may nekto be staged (e.g., immediately bringing the student in question under adult
supervision versus recommending mental health counseling). Considerations should include whether
or not the student can stay in school, what alternatives may be needed, dhewda notify others,
when and if to contact law enforcement, and what mental health, social service, anebaskdol
interventions are needed to reduce/eliminate the student's risk of becoming violent.

The goal of threat assessment is not only to keep the campus safe, but also to help potential
offenders overcome the underlying sources of their anger or hopelessness. Effective threat
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assessm provides the team useful information about a student's risks and personal resources. The
assessment process should incorporate referral to appropriate mental health and social services, as
well as a system for following up on the effectiveness of interventions. Among the other potential
risks that can be identified and prevented are suicide, alcohol and drug use, physical abuse, dropping
out/withdrawl, and criminal activity.

MURRAY STATE COLLEGE
Direct Threat Assessment Model

The VicePresident for Student Affairs as the Chair of the Direct Threat Committee will utilize the Murray State
College Direct Threat Assessment Model to conduct an assessment of any possible direct threat from any student on
the Murray State College campus.

1. Personality of the subject

il

Behavioral Characteristics

Capacity of cope with stress and conflicts

Ways of dealing with anger, humiliation or sadness, disappointments

Level of resiliency related to failure, criticism or other negative experiences
Responséo rules and authority

Need for control

Capacity for emotional empathy or respect for others

Sense of selimportance compared to others (superiority/inferiority)

O O0OO0O0OO0OO0Oo

Personality Traits

Tolerance for frustration

Coping skills

Focus on perceived injustices

Signs of depression/other mental illness
Self-perceptions (narcissism/insecurity)
Need for attention

Focus of blame (internalizes/externalizes)

O O0OO0OO0O0OO0O0o

2. School Dynamics

=A =4 =4 -8 -8 -89

Student's attachment to school
Tolerance for disrespectful behavior
Approach to disciplinéequitable/arbitrary)
Flexibility/inclusiveness of culture
Pecking order among students

Cole of silence

Supervision of computer access

3. Social Dynamics

=A =4 =4 -8 -9

Peer group relationships and culture
Use of drugs and alcohol

Media, entertainment, technology
Leveland focus of outside interests
Potential copycat effect of past incidents

4. Family Dynamics

f
f
f
f

Parenichild relationship

Attitudes toward pathological behavior
Access to weapons

Sense of connectedness/intimacy
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1 Attitude toward/enforcement of parental autho
1 Monitoring of TV/video games, or internet
5. Types of Threats

91 Directthreat identifies a specific act against a specific target delivered in a straightforward, clear,
and explicit manner.

1 Indirectthreat tends to be vague, unclear and ambiguoudende is implied, but threat is

phrased tentatively, and suggests that a violent act could occur, not that it will occur.

Veiledthreat is one that strongly implies but does not explicitly threat violence.

Conditiond threat is often seen in extortionsees. It warns that a violent act will happen unless

certain demands or terms are met.

f
f

6. Levels of Risk

1 Low Level of Threat
o0 Poses a minimal risk to the victim and public safety
Is vague and indirect
Information is inconsistent, implausible or lacetail
Lacks realism
Content suggests person is unlikely to carry out a threat

O O 0o

1 Medium Level of Threat

Could be carried out. although it may not appear entirely realistic

More direct and more concrete than a low level threat

Wording suggests the individulahs given some thought to how the act will be carried out
Includes a general indication of place and time but signs still fall well short of a detailed plan
No strong indication that the individual has taken preparatory steps

Statements seek to conveytthize threat is not empty: "I'm serious?" or "l really mean this?"

O O0O0O0OO0Oo

1 High Level of Threat
o Direct, specific, and plausible
0 Appears to pose imminent and serious danger to safety of others
0 Suggests concrete steps have been taken, i.e., stalking or acqaofsitiegpon
o Almost always requires bringing in law enforcement

b. Scope of Regulations:

1. All students who are enrolled in the College are subject to the rules and regulations of the
institution.

2. The Director of ResidenLife is responsible for initial investigations concerning any allegations
of violations of College disciplinary regulations by any student or group of students. Based
upon the findings of the investigation, the DirectorRédsidentife may impose a combation
of the penalties cited in these disciplinary regulations.

3. The Student Conduct/Appeals Committee is appointed bgttieé¢ student affairs officewhen
deemed necessary, to consider the case of students involved in a violation of College
regulatbns. A general conduct disciplinary decision involving suspension or expulsion made
by the Director oResidentLife may be appealed by the student involved to the Student
Conduct Appeals Committee. The request and reason for the apgsthe made irwriting to
the Chair of the Student Conduct/Appeals CommitBmdlege Sanctions for Students: The
following sanctions may be imposed by any of the following: Director of Resident Life, chief
student affairs officer, the Student Conduct/Appeals Commiiteay the President. The
severity of the imposed sanctions will be appropriate to the violation; possible sanctions include
probation, suspension, expulsion, | oss of inst
activities or privileges. Studentslinbe charged for all damages or misappropriation of
property, which occurs in the violation of a rule or regulation. Restitution may be monetary
compensation, replacement, or repair. Community service hours will be performed in an area of
the College oma community agency for a specified number of hours. Professional counseling,
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referral to a rehabilitation program, and/or specific restrictions may be used in conjunction with
various sanctions.
4. The regulations for the administrative procedure ofingaand the statementsgarding
provision for counsefor due process and for appeals are on file in the ired ResidentLife
office and are available to anyone who wishes to read them.

c. When the Coll egeds Rul es atqedrolledergthe ICallége, theirs Gover n:
guests, and other visitors are subject to the rules and regulations of the institution while on College
premises or engaged in a sponsored activity. Conduct off campus phgitidely reflectthe
reputation of the indidual or the College.

Procedure

1. Handling of Complaints of Violations of Disciplinary Rules and Regulations:

a. Any student or College employee may file a report of a College policy violation. The report form is
available from residence hall staff, Camaice and the Student Life Officand is also available
on theMSC CommonsMSC Forms The report asks for ¢hname of the accused student, the
specific details of the violation, and the signature of the person filing the report

b. Allegations of violations must be referred to the Dioeof Residentife.

c. Upon receipt of the allegations, the DirectoiR&fsdentLife will investigate the alleged violations,

i.e. gather additional information and witnesses, if necessary, and determine whether or not there is
sufficient evidence and information to charge a student with the alleged violation.

d. After the initial investigationthe Director oResidentLife may:

1. Take no action.

2. Take administrative action to counsel, advise, or admonish the student.

3. Take disciplinary action against the offending student ranging from reprimand to recommending
suspensionroexpulsion.

e. Employeeswill forward a recommendation for disciplinary action concerning student attending
MSC in Ardmore to the Director d@esidentife.

f.  Where suspension or expulsion is recoemdedand when applicable, eviction from College
housingis not automatic. However, should the circumstances warrant, in the estimation of the
Director ofResidentife and the Presidendr his/her designee, a student may be immediately
suspended from the College campus pending the College's due procedsnamc&uch action
must be authorized by the President (or in the event of his/her absence the President's designee).
Such extreme measurageimplemented when, in the opinion of the above mentioned College
officials, the student is considered to be dangs, hazardous, a menace to others and/or
himself/herself, or interferes with the educational process or orderly operation of the College.
Criminal charges against a student on or off campus may result in suspension when in the judgment
of College officals the individual poses a threat to the safety of himself/herself or the safety or
functioning of the campus community.

g. Incases where direct action involving suspension or expulsion is taken by the Director of Student
Life and the President, the studevill be informed of his/her right to appeal and to have a hearing
before the Student Conduct Appeals Committee. This does not preclude the right of the Director of
ResidentLife to suspend a student temporarily until a hearing is arranged, providing suc
opportunity for a hearing is within a reasonable time (usually five working dag#iege Sanctions
for Students: The following sanctions may be imposed by any of the following: Director of
Resident Life, chief student affairs officer, the Student Qaotidppeals Committee, or by the
President. The severity of the imposed sanctions will be appropriate to the violation; possible
sanctions include probation, suspension, expulsion, loss of institutional aid, and/or restriction of
student 0s idlegesi Students avill be ahargedl for all damages or misappropriation of
property, which occurs in the violation of a rule or regulation. Restitution may be monetary
compensation, replacement, or repair. Community service hours will be performear@aaf the
College or a community agency for a specified number of hours. Professional counseling, referral to
a rehabilitation program, and/or specific restrictions may be used in conjunction with various
sanctions.

h. Informal disposition may be made afiy case by stipulation or agreement betweeregell
authorities and the studemt by consent or default on the part of either party, and in such instances a
hearing is not necessary.
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i. In cases where the Director REsidenLife takes action against student, the decision of the
Director ofResidentife will be furnished to the student, or students, in violation of Collelgs in
writing within sevenworking days after the decision.

j. Students against whom the DirectoRdsidentLife has takerdisciplinary action may appeal the
decision of the Director dResidentife to the Student Conduct Appeals Committee. In cases
involving a reprimand, restitution, or probation, the Committee on Student Conduct may request a
hearing if they feel a hearirig warranted. In cases involving suspension or expylsitmer the
student or the committee may request a hearing.

2. Student Conduct/Appeals CommitteEhe Student Conduct/Appeals Committee must consist of four
College employees, appointed by tteef student affairs officemwhose primary duties do not involve the
administration of student conduct and affairs, and three student members nominatestigehe
Government Associatioand appointed by thehief student affairs officerThe Vice Pradent for Student
Affairs will designate the committee Chatollege Sanctions for Students: The following sanctions may
be imposed by any of the following: Director of Resident Life, chief student affairs officer, the Student
Conduct/Appeals Committeer by the President. The severity of the imposed sanctions will be appropriate
to the violation; possible sanctions include probation, suspension, expulsion, loss of institutional aid, and/or
restriction of student 6 slbexhatgéedvor all dasmagesmrmispppropviatidne g e s .
of property, which occurs in the violation of a rule or regulation. Restitution may be monetary
compensation, replacement, or repair. Community service hours will be performed in an area of the
College ora community agency for a specified number of hours. Professional counseling, referral to a
rehabilitation program, and/or specific restrictions may be used in conjunction with various sanctions.

3. Appeal to the Stdent Conduct/Appeals Committee:

a. Request for HearingAny student adversely affected by the decision of the DirectBesident
Life may file a written request for a hearing before the Student Conduct Appeals Committee within
ten working days.

b. Hearing Scheduling: Upon receipt of tlegjuest for an appeal hearing, the DirectdResidenLife
will schedule a hearing and notify the student requesting the appeal of the day and time of the
scheduled hearing as soon as is reasonably possible. At the same time, the student will & inform
as to the procedure used at the hearing and the student's right to legal counsel. If the student is to be
assisted by legal counsel, notification must be made to the Vice President for Student Affairs at least
five days prior to the scheduled hearing.

c. Usual Hearing Procedure:

1. The Student Condu&ppeals Committee Chair distributes a short synopsis of the case in
writing to the student and to the Committee. The Chair will then request an oral presentation of
facts from the Director dResidentife.

2. Questions are asked by the Committee to clarify the facts and allegations.

3. An opportunity is provided for the student to speak to, explain, or contradict allegations; to
appeal for understanding or clemency; to present contrary evidence; to meake the
existence of other testimony; or to raise clarifying questions.

4. The Committee will then deliberate and make a decision on the appeal. The decision of the
Committee may be one of the following:

a. Uphold the decision of the Director Besidentife.

b. Modify the decision of the Director étesidentLife by reducing the penalties, changing
the penalties, or increasing the penalties.

c. Dismiss the charges against the student.

d. Take other action as deemed appropriate.

d. Attendance at the Appeal Hearin§:typical appeal hearing involg®nly the appearance of the
Director of Student Life, the student (with legal counsel, if desired), and the members of the
Committee. Deviation may be made from this by the committee Chair on consultation with the
commitiee members when in his/her considered opinion such is necessary in order to ensure
complete information and fairness. Either the DirectdRedidentLife or the student may request
the appearance of others alleged to have relevant knowledge of thefmasete committee. The
honoring of these requests is at the discretion of the committee. Any withesppeasto make
statementss open to questions by all parties, and any documentary evidence prasaued to
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examination by all parties. Tlwwmmittee itself may call upon expert assistance or may call before
it any person having helpful information or knowledge.

e. Counsel: The student has the right of counsel during the hearing procedur@oufisel may be a
parent, other adult, or a liceed attorney ahestudent's own expense. Appearance of an attorney
on behalf of a student also entitles the Student Conduct Appeals Committee to the presence of legal
counsel throughout the proceedings. No student or their counsel has the righk tor Spteave
discourteously or disrespectfully to the Committee or any other person involved in the hearing.
Breaches of common courtesy or respect by a party in a hearing may result in the offending party's
removal from the proceedings by the committeai€and the termination of the party's rights to any
further hearing in the disposition of that particular case.

f. Records: The records of a hearing are to be a summary and not a transcript. However, records
should be sufficient enough to include theresignificant facts presented, allegations made,
statements of views, and decisions reached. Hearings must re¢apded and such recordings
preserved for a minimum of two years. A copy of the record of the case must be placed in the
disciplinary reord file of the student, and the Chair of the Committee must keep copies of all
records. Such records are open to review by a higher College authority, such as the President, but
will not otherwise be available to any person or party except on court ohtleexception to this
procedure may be if the student applies for admission to any other college or university and requests
that a clarifying statement be sent to explain a notation that may appear on the student's transcript in
regard to his/her probanary, suspension, or dismissal status.

g. Notice of Action: The Committee may notify the studestballyof action not involving
suspension or expulsion. Notification of suspension or expulsion must be in writing and signed by
the Chairman of the Committee, the DirectoRefsicent Life and the President. Notice of action
must be given within ten workingagts. Suspension or expulsion of a student is not final until
written authoriationby the President

h. Appeal leyond the Student Conduct/Appeals Committee: An appeal of any action taken by the
Committee may be made to the President within five workaygd Reasons for the appeal must be
stated in writing and presented to the President. The President may exercise whether or not to re
open the case, to adjust the penalty, to set aside the penalty, or to order a reconsideration of the case
or a new hedng by the Committee. The President is not bound by the formal rules of hearing in
his/her investigation or appraisal.

S T UD E NRC&®B IN DECISION MAKING

Policy Statement (Board Approval Date: 03/22/11)

The Board subscribes to the basic principle stadents should be provided an opportunity to be informed
and heard. The avenue for information shargtgrough the Student Government Association according to
established procedures.

STUDENT EDUCATIONAL RIGHTS

Policy Statement (Board Approvakiie: 03/22/11)

1. Confidentiality of Student Records:

a. FERPA Rights In accordance with the Family Educational Rights and Privacy Act (FER##o
known as the Buckley Amendment), students of MSC are guaranteed certain rights with respect to
theireducation records. These rights include:

1. The right to inspect and review the studentos
receives a request for acce&sceptions to the right to inspect and review records are (a)
confidential letters andtatements of recommendatibmegarding admission, application for
employment, or receipt of an honor or honorary recogritidnhe student has waived Higr
right to inspect and review those letters and statements; and (b) fir@coials of higer
parents.

Students should submit to the registrar, chief academic officer, head of the academic

department, or another appropriate official, written requests that identify the record(s) they wish

73



CHAPTER V
STUDENT RELATED

to inspect. Positive identification of the studentequired prior to examination aecords. The
official makes arrangements for access and notiffes student of the time and place where the
records may be inspected. The student is not guaranteed the right to seclusion in examining the
records or the right toemove any records. If the official to whom the request was submitted

does not maintain the records, that offiésato advise the student of the correct official to

whom the request should be addressed.

2. Theright to request the amendment of the stéilent e ducati on records that
is inaccurate.Students may agke officialto amend a record that they believe is inaccurate.
They should write the official responsible for the record, clearly identify the part of the record
they want chaged, and specify why it is inaccurate.

If the official decides not to amend the record as requested by the student, theistudent
notified of thedecision and adviskof hisher right to a hearing regarding the request for
amendment. Additional infanation regarding the hearing procedures will be provided to the
student when notified of the right to a hearing.

3. The right to consent to disclosures of personally identifiable information contained in the
student 6s educati on hatd-ERPA authorieex diselgstre wittwoutt he ext e
consent One exception, which permits disclosure without consent, is disclosQalege
officials with legitimate educational interests.céllegeofficial is a person employed by MSC
in anadministrative supervisory, academic or research, or support staff position (including law
enforcement unit personnel and health staff); a person or company with whom MSC has
contracted (such as an attorney, auditor or collection ggepgrson serving on the Boadt a
student serving on an official committee, such as disciplinary or grievance committee, or
assisting anotharllegeofficial in performing higher tasks.

A collegeofficial has a legitimate educational interest if the official needs to review an
educdion record in order to fulfill hi$her professional responsibility.

4. The right to refuse the release of directory informatiifrihe student chooses to exercise that
right, he/she must appear in person in the Office of the Registrar by the tentiegiasshe
fall or spring semesters, or the fifth class day in the summer term, and sign a form (Directory
Information Hold Form) stipulating that information not be releaseds fohm is available on
theMSC CommondISC Forms

5. The right to file a compiint with the U.S. Department of Education concerning alleged failures
by MSC to comply with the requirements of FERPPhe name and address of the office that
administers FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400Maryland Avenue, SW
Washington, DC 20202605
Procedure
1. Releas of Student Information:
a. Release of Directory Informationn accordance with FERPA, pristudentconsent is not required
to release directory information. Directory information is a category of information and does not
refer to a publication known as a fAdirectory. o
1. Students have the right to refuse the release of directory informatéxplasned above.
2. Information that MSC has declared to be directory information is letefdllows: St udent 6 s

name, address, telephone number, electronic mail address, date and place of birth, photographs,
participation in officially recognized acities and sports, field of study (major), honors and
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awards, weight and height of athletes, enroliment status, (falittime), dates of attendance,
most recent previous schamdllegeattended, classification, degrees and awards received and
dates of reeipt, and anticipated date of graduation based on completed hours.

b. Release ConsenFERPA requires the signed and dated consent of the student for the release to
anyone (including parents) with the following exceptions:

1. othercollegeofficials within the educational institution who have legitimate educational
interests;

2. tofederalstate and local authorities conducting an audit, evaluation, or enforcement of
education programs;

3.in connection with a stafdmantialad application for

4. organizations or educational agencies conducting legitimate research, provided no personal
identifiable information about the student is made public;

5. accrediting organizations;

6. parents of a dependent student upon proof of dependency (exclusive of international students)
(The Proof of Dependency form is available onM®C CommondSC Forms

7. to comply with a judicial order or lawfully issued subpoena;

8. in connection witran emergency when such information is necessary to protectzttle be
safety of the student ather persons;

9. directory information;
10. results of a disciplinary hearing to an alleged victim of a crime of viojence
11. final results of a discipfiary hearing to an alleged victim of a crime of violence
12. final results of a disciplinary hearing concerning a student who is an alleged perpetrator of a
crime of violence and who is found to have com

policies; and

13. disclosure to the parent of a student under 21 years of age if the institution determines that the
student has committed a violation of its drug or alcohol rules or policies.

c. Transfer of Information to a Third Partyersonal informéon will only be transferred to a third
partyon the condition that such party will not permit any other party to have access to the
information without written consent of the stude
Records to Third Partiderm is available on thM1SC CommondSC Forms)

D. NON-ACADEMIC CRITERIA FOR ADMISSION

1. In addition to the academic criteria the institution shall consider the followinggamemic
criteria in deciding whether an applicant/studsiit be granted admission:

a. Whether an applicant has been expelled, suspended, denied admission or denied
readmission by any educational institution.

b. Whether an applicant has been convicted of a felongroricted of any lesser crime
involving moral turpitude.
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C. Whet her an appl i can atthetime of thelcorddct qheatisn, been s u:
the applicant had been a studerthatinstitution to which application is made, the course of

conduct would have been grounds for expulsion, suspension, dismissal or denial of readmission.

2. If the institution finds that an applicant has any of the above, then the institutionestyall d

admi ssion to applicant iif it decides that any o
unfitness, at the time of application, to be a student at the institution.

If the applicant is denied admission any of the foregoing grounds, there must be substantial
evidence supporting the basis for denial. In addition, the Admissions Review Team made up of

the Registrar, MSC Police Chidfxecutive Directoof EnrollmentServicesanda representative
from Studentffairs will:

a. Afford the applicant an opportunity to be heard.
b. Advise the applicant the grounds for denial.
c. Advise the applicant the facts used to form a basis of the denial.

The Admissions Régew Team has been established as a mechanism to guarantee the proper
administration of the procedural safeguards outlined in this sedfitime student wishes to appeal
this decision they may appeal to the Admission and Appgatsmittee.

E. PUBLICATION OF STUDENT RIGHFTO-KNOW

MSC has a responsibility to disclose information with respect to completion or graduation rates and
campus safety policies and procedures to current and prospective students and employees for
enrollment or employment. The College prepares, publishes, and distributes information regarding
completion or graduation rates and campus policies, procedures, and crime statistics as regeired by th

Student Righto-Know and Cley (Campus Security) Act of 199hd as amended by the Higher
Education Technical Amendment of 1991.

F. STUDENT APPEAL OF COURSE GRADE PROCEDURE

The evaluation of student performance reflected in the final course grade becomes a part of the permanent student
record and is recorded on the college transcript for the student. This grade is based upon several specified grading
factors identified in theourse syllabus. If a student believes those grading methods were not consistently and

accurately foll owed when the faculty member deter mi ned
be used to resolve the issue.

Step 1:

A. The studenshall within thirty (30) days following the issuance of the grade in question, confer with the
instructor who issued the grade and outline the reasons why it is felt the grade has been incorrectly issued.
Within ten (10) working days following this conéarce, the instructor shall advise the student in writing

of his/her action. The instructor may leave the grade unchanged or specify the grade change made as a
result of the appeal. In either case, the instructor will specify the reasons for the aatibimn

B.If the student remains dissatisfied following Step 1A, he/she should contact the appticaditen

chaiperson within five (5) working days of receiving the written response from the instructor. The

chairperson shall arrange a conference withstudent, instructor, and the chairperson. A written record
of the meeting and decision is to be kept.

Step 2:
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I f the studentdés dissatisfaction persists, he/ she may
Committee by filing aGrade Appeal. The student shall obtain the Grade Appeal Form available in the Academic
Affairs Office. Filling out an issue/concern form is not a grade appeal.

The Grade Appeal form must be received no later than ten (10) working days following teeecoafwith the
division chair Submission of the grade appeal should be made to the Vice President for Academic Affairs, and the
Review Committee shall hear the case within twenty (20) working days thereafter.

The Review Committee shall consist of thie&/President for Academic Affairs as chairperson, the chairperson of
the department involved, two faculty, and two students chosen by the Vice President for Academic Affairs.

At such review, the student shall be allowed to appear in person and prgsevidance, including the testimony of
others, which is reasonable and relevant in determining whether or not the grade in question is, in fact, correct. The
burden of proof rests with the student. The proof shall be a preponderance of evidence.

The instuctor who issued the grade will be given the opportunity for further clarification as to how the grade was
determined.

The Vice President for Academic Affairs will communicate the decision of the Review Committee in writing within
ten (10) working dayafter the hearing is closed.

Step 3:

If the student is dissatisfied with the decision rendered in Step 2, he/she will have an additional five (5) working days
after notification of the decision to contact the President of the college in writing the iegppeal. After receiving
the report of the Review Committee, the President will determine if Steps 1 and 2 were followed. If Steps 1 and 2
have been followed, the President may:

A. Meet with the student to gain further clarification of the problem.

B. Meet with the faculty membedjvision chaiperson and Vice President for Academic Affairs to gain
additional clarification of the problem.

After careful consideration of all facts, but within ten (10) working days, the President will render a decigitngn
to the student. The decision of the President will be to:

A. Sustain the action of the Review Committee,
B. Refer the appeal back to the Review Committee if new information is brought forward in Step 3,
C. Refer the appeal back to the Review Cotteni for additional study and review of procedures followed.

The President shall take any other actions necessary
right to academic freedom.

Step 4:
If the student is dissatisfied withe decision rendered by the President in Step 3, he/she may appeal the decision to

the Board of Regents for Murray State College. The procedures for addressing the Board of Regents are outlined in
the Manual of Governing Policies (available in the Presiled s o f f i ce. )
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MURRAY STATE COLLEGE
STUDENT COURSE GRADE APPEAL FORM

This form should be completed and submitted to the Student Course Grade Appeal Review Committee, Academic
Affairs Office, Room AD 304.

A concise statement explaining the reasmmajppeal should also be submitted with the form.

Name

Date

Classification

ID #

Address

Phone Number

Course ID

Section No

Course Title

Instructor

Semester

Grade Received

Year

Grade Expected

Maintain a record of dates and signatures of all persons identified below who were included in the discussion

process.

Signature Date

Instructor

Date

Departmental
Chairperson

Date

Vice President for
Academic Affairs

Date

Student 6s

Signatur e Date
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G. ATHLETIC INSURANCE AND RISK MANAGEMENT
Procedure

All MSC Athletes who participate in any sport will provide proof of primary health insurance to the Athletic Director
before any practice or official play takes place. Athletes are expected to maintain primary health insurance while they
are active in thathletic program at MSC. Any athlete who does not provide proof of coverage to the Athletic Director
will not be allowed to practice or play. MSC PROOF OF COVERAGE FOR HEALTH INSURANCE
ACKNOWLEDGEMENT.

The Athletic Risk Management Group consists of &tkletic Director, Vice President for Administration and
Finance, and the Vice President for Student Affairs. When any athletic injury occurs the injury must be reported by
the coach to the Athletic Director who will convene the Athletic Risk Manage@mnip for a consultation prior to

any athlete being referred for treatment. The Group will document the injury type and course of action to be kept on
file in the office of Student Affairs. Murray State College insurance is secondary and will be afflezettie primary

health insurance has been utilized for an injury claim.

Example:
ATHLETIC DEPARTMENT

One Murray Campus
Tishomingo, OK 73460

PROOF OF COVERAGE FOR HEALTH INSURANCE ACKNOWLEDGEMENT

Academic Year:

As a student athlete engaged in physical activity on behalf of Murray State College | understand that it is a
mandatory requirement to provide proof of health insurance coverage. This proof of coverage will be
submitted to the Athletic Director before lIWbe allowed to practice or play my sport during any semester
that | am an active student currently enrolled.

Student Name (Printed)

Student Signature Date Signed

Circle your sport:
Men's Basketball Men's Golf Men's Soccer Baseball

Women's Basketball Women's Golf Women's Soccer oftbatb
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A.  AMERICANS WITH DISABILITIES ACT

Policy Statement (Board Approval Date: 03/22/11)

MURRAY STATE COLLEGE NOTICE OF NORDISCRIMINATION:

Murray State College, in compliance with Title VI of the civil Rights Act of 1964, Executive Order 11246 as amended of itte|Education
Amendments of 1972, Americans with Disabilities Act of 1988 other federal laws and regulations, does not discriminate on the basis of race,
color, national origin, gender, sex, age, religion, handicap, or status as veteran in any of its policies, practicesspesttierhiion programs, or
activities. Thisncludes, but is not limited to, admissions, employment, financial aid, and educational services. Compliance resgonsibilitie
regarding Section 504 and Title IX of the Education Amendments Act of 1972 are assigned to and maintained by:

Michaelle GrayVice President for Student Affairs/Title IX Coordinator
MURRAY STATE COLLEGE

One Murray Campus

Tishomingo, OK 73460

580387.7131

Procedure
1. The Studentds Responsibilities:

a. The student must seidentify the disability and submit a signed requissing any accommodations
requested to the Academic Advisement (MSC or AHEC). This should be done upon registration,
but in any event it should be done not later than the end of week one of a semester. On classes
shorter than a semester in length, figdtion is required at registration. The earlier this is done, the
greater the opportunity MSC has to respond to the need following documentation.

b. The studentds request must be accompanied by

professo nal 6s evaluation must include a diagnosi s

2. MSCb6s Responsibilities to the Student:

an

wi

a. When the Academic Advi sement receives the studen

diagnosis with recommended accommaalaf$), a thorough individualized assessment is conducted.
This may be a collaborative process involving the counseling staff, the student, and the instructor.

b. If costis involved in the requested accommodativhC must approve the request.

c. TheAcademic Advisement Center completes the ADA Accommodations/Responsibilities form and
forward it to the studentdés instructors.

d Al | information regarding a studentds disabi
secure files with linted access. Information is shared only on a #iedghow basis.

e. The Academic Advi sement Center mai ntains the

f.  The chief academic officer ensures that all course syllabi include the following statdiivemtay
State College is committed to providing equal access to College programs and services for all
students. Under College policy and federal and state laws, students with documented disabilities
are entitled to reasonable accommodation to ensure tltest has an equal opportunity to perform
in class. 0

g. When a student seiflentifies a disability, faculty members should direct the student to the
Academic Advisement (MSC or AHEC).

3. MSC Empl oy e e 6sAnRMSCrmplogee havirg a disghility that falls within the A.D.A.

guidelines should visit with the A.D.A. Compliance Offitéce President Michaelle Graggarding job
accommodation requests.
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4. Americans with Disabilities (ADA) Grievance Proceduhurray State College has adopted an internal
grievance procedure providing for prompt and equitable resolution of complaints alleging any action
prohibited by the U.S. Department of Justice regulations implementing Title Il of the Americans with
Disabilities Act (ADA). Title |l states, in part, that no otherwise qualified disabled individual will, solely
by reason of such disability, be excluded from the participation in, be denied the benefits of, or be subjected
to discri minat i onsksponsoredhyaopgblicemity. or acti vitie

a. Students with ADA complaints should follow the Student Grievance Procedures as publishéd$Cthe
Student Handbook and on file in thifices of the Director of Student Lifehief sudentaffairs officer,
and Registma

b. Employees with ADA complaints should follow the Employee Grievance Procedure as published in this
manual.

c. Other individuals with ADA complaints concerning MSC should address the complaints to the Vice
President for Student Affairs, Murray State College, One Murray Campus, Tishomingo, OK 73460.
Telephone 58@871-2371, ex. 191, and follow the procedures listetbty:

1. A complaint should be filed in writing, containing the name and address of the person filing it,
and briefly describe the alleged violation of the regulations.

2. A complaint should be filed within a reasonable amount of time after the comptidiacomes
aware of the alleged violation.

3. Aninvestigation, as may be appropriate, follows a filing of complaint. The investigation will be
conducted by the Vice President fetudent Affairs. These rulesntemplate informal but
thoroughinvestigations, affording all interested persons and their representatives, if any, an
opportunity to submit evidence relevant to a complaint.

4. A written determination as to the validity of the complaint and a description of the resolution, if
any, is b be issued by the Vice President for Student Affairs and a copy forwarded to the
complainant no later than 15 working days after its filing.

5. The Vice President for Student Affairs maintains the files and records of MSC relating to the
complaints filed

6. The complainant can request a reconsideration of the case in instances where he/she is
dissatisfied with the resolution. The request for reconsideration should be made within ten
working days from the date of receipt of the written determinaticegforth in Item C.4.

7. The President reviews the materials presented, interviews individuals as deemed appropriate,
and renders a decision within ten working days.

NOTE: The following applies to all complainants: The right of a person to a prochptaitable
resolution of the complaint filed hereunder is not
such as the filing of an ADA complaint with the responsible federal department or agency. Use of this

grievance procedure is not a y@guisite to the pursuit of other remedies. These rules are construed to

protect the substantive rights of interested persons to meet appropriate due process standards and to assure
that MSC complies with the ADA and implementing regulations.

B. DISABILITY SERVICES PROCEDURE
1. Equal Access: Murray State College is committed to inclusion and equal access of individuals with
disabilities. Individuals will not be discriminated against on the basis of disability or be denied equal

access and appropriate aggoodation to the educational opportunities available at MGlo ot her wi s e
qualified person with a disability in the United States shall, solely on the basis of disability, be denied

81



CHAPTER VI :
ADDITIONAL POLICIES AND PRO CEDURES

access to, or the benefits of, or be subjected to discrimination umgdpragram or activity in any
institution recei vi ngSettiendse4drobttie RéhabilitatiorcActadfi1978.ssi st ance.

Admissions: Admission decisions are made without regard to disabilities. All prospective students are
expected to apply to MSC presenting all necessary documents and testing scores required. Prospective
students with disabilities are not required toniify themselves to the Registrar Office upon admission or
the Academic Advisement Office upon enrollment. However, those interested in receiving academic
accommodations are encouraged to meet with, or cahadlSC Testing Centers early as possible t

allow for a review of documentation and the formulation of an accommodation plan.

MSC Disability Services Offered: Murray State College works to make programs and facilities available to
all students. The Director of Academic Advisement or a desigretademic Advisor is responsible for

receiving a request for academic or physical accommodations. These individuals will work with the

student to obtain and review the required documentation and will assign reasonable accommodations based

ondocumentatio t hat supports the studentds request. Acad
limited to:

a. Alternative testing formats

b. Allowance to tape lectures

c. Volunteer student note takers

d. Copy of lecture notes

e. Adaptive technology

Facilities Most facilities ardully accessible to students with physical disabilities by incorporating
automatic doors, elevators, and wheelchair friendly restrooms.

Intellectual Disabilities In addition to physical disabilities, MSC can provide reasonable services and
accommodabns for students with intellectual disabilities such as learning disorders, attention deficit
disorder, and other medical disorders.

Requesting Accommodations and ServicEgst and foremost, the sooner you notify the Academic
Advisement Office of youdisability the better prepared we can be to meet your need.

All faculty have incorporated into their course syllabi an ADA Statement giving information about what to
do if you have a disability and are wanting to request accommodationDirElaeor of Resident Life

requests (90) days to complete the process of determining necessary housing arrangements for students
with disability requestsStudents are required to provide appropriate documentation for their disabilities to
the Academic Advisement Offic The amount of required documentation will be based upon the nature of
a disability and the nature and duration of the requested adjustments. Documentation must be sufficient
enough to support the requesGenerally, documentation must be within tyemars of the first request to

MSC. Older documentation will be evaluated on an individual basis. The purpose for current
documentation is to determine current functional limitations. It is understood that the original diagnosis
may not have changed, kthe effects that it had had on major life areas may have changed over time
through treatment and adaptatidhormal written documentation is required by a certified licensed
professional. Such documentation must be typed on letterhead of either thi@peaor agency hosting
practice. The documentation must be current, and the testing instruments must be appropriate for use with
adults. In general, the documentation of a disability should include the following:

a. A diagnostic statement identifyinge disability, date of the current diagnostic evaluation,
and the date of the original diagnosis;

b. A description of the diagnostic criteria used,;

c. A description of the current functional impact of the disability for use in establishing the need
for and thedesign of accommodations;

d. Treatments and medications, assistive devices currently prescribed or in use;

e. A description of expected progression or stability of the impact of the disability over time;
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f.  The credential of the diagnosing professional

Pleask eep in mind that high school | EP6s do not count
disability but they will be considered on an individual basis.

Any accommodations will be considered. In order for an accommodation to be granted, it must be

suppated by the documentation provided and it must be deemed as reasonable. Reasonable means that it
meets the specific need of the student, does not present an undo financial burden to the college, and does

not alter a core component of a class or acadeunitccalum of the college.

Contact Information

Academic Advisement

One Murray Campus, Tishomingo OK 73460
580-387-7201

C. CAMPUSHEALTH AND SAFETY
Procedure

1. General Safety: These safety procedures are designed to provide a safe environment feasididen
employees. These procedures are distributed to aliriudl employees by-mail (campus mail if the
individual does not have-mail). The procedures are also distributed to the student body. Questions
concerning environmental safety proceduttesudd be directed to thehief facilities officer Additional
information can be found on thSC CommongEnvironmental Health and Safet@uestions
concerning public safety procedures should be directed to CdPagice Each supervisor and the
Library/Learning Resource Centetustkeep a copy of the Safety Procedures on file for ready reference.

2. Tobacco UséEffective: 7/1/1{Updated: 08/22/11 To protect the health of studematsd employeesf
MSC, and to maintain the appearance and attractiveness of the buildings on the campus, tobacco is not
allowed in any buildings or on the grounds of MSC. For the purpose of this tobacco policy, all parking
areas and roads are not considered grounds.

3. Blood-Borne Pathogens: College employees and students will take precautions against the spread of
blood-borne pathogens on campus.

4. Hazardous Waste: Murray State College adheres to state and federal requirements regarding hazardous
waste.

5. BurningCandleson Campus:Due to risk management and safety issues, and in compliance with the Fire
Prevention Code, employees, students, and visitors to campus are prohibited from burning candles in
college offices and in instructional or areas.

6. Violation: A violation of these guidelines may result in the same disciplinary actionadbampany
infractions of other college policies and procedures.

D. CAMPUS SIGNAGE BULLETIN BOARDS, BANNERS ETC.
Procedure
1. Signage:

a. Purpose:To provide a campus that is safe, understandable, and welcoming for students, employees,
and visitors.

b. Applicability: This procedure applies to all interior and exterior campus signage.

c. Background: Interior and exterior signage for the MSC campusvtdged over time without
guidance or controls, often resulting in visual clutter such as poorly located signs and mismatched
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letter sizes, colors, shapes, and mounting techniques. Therefore, a comprehensive signage procedure
has been developed to provigie important community service and help make a favorable public
impression.

Interior Building Signage: A modular, flexible, recyclable system of standardized signs will be used
in all new buildings. This system will be implemented gradually in exidtifglings as funds

become available or as replacement is required. The system consists of a series of directories,
directional signs, and destination signs that use proverindiyng techniques to guide firsime

campus visitorso building destinations.

1. New Buildings: For new construction, the cost of signs, including AB#npliant signs, is a
capital expense funded by the project budget.

2. Existing Buildings: After installation, the user groups will be responsible for funding any
component or name chges.

Exterior Campus SignageA modular, flexible, recyclable system of standardized signs will be used
throughout the campuas funds become availablehe system will consist of a series of directories,
directional signs, building identification sigrend stateand federally mandated signs.

2. Bulletin Boards

a. Purpose: To ensure appropriate display of materials within public areas and corridors of College

b.

buildings.

Applicability: All departments or individuals desiringpostmaterials infon campus facilities for
the display.

Background: Haphazard and uncontrolled posting of bulletins, notices, posters, schedules,
temporary signs, etc. in campus buildings creates a number of problems and hazards including:

Undue clutter,

Corfusion resulting from the proliferation of printed information,
Unfavorable aesthetics,

Fire hazards, and

Damage to building finishes.

aorwdPE

Interior/Exterior Building Postings:

1. All displayed materials must relate to Collegg@proved organizations, activitiesd programs
(see additional information in the solicitation procedure in this manual).

2. Printed materialsnust be appropriately display®n a bulletin board or insidedisplay case
and not on doors or walls

3. The use and control of bulletin boards within each building will be the responsibility of facilities
management or the department(s) to which specific bulletin boards are assigned. Specifically
assigned departmenmtaulletin boards wilbe marked with a name tag on the upper right hand
corner designating the department responsible for the bulletin board.

4. Printed materials will be permitted for posting in buildings only upon the specific approval and
stamp of facilies management or the department(s) responsible for the particular departmental
specific bulletin board.

5. Materials posted in any area other than approved bulletin boards or display cases and/or those
that do not have the proper approval stamp will be x@t@nd disposed of. This may also
result in the individual(s) responsible for the posting the materials being charged a fee for the
removal of the item(s) posted.

6. Individuals posting items in any area are also responsible for the removal of the possed ite
a timely manner. Failure to remove posted items in a timely manner may result in the
individual(s) being charged a fee for the removal of the items they posted.
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3. Banners
a. Purpose: To define the guidelines governing the display of banners g tibetion of campus
facilities.

b. Applicability: All departments or individuals desiring to use banners in/on campus facilities for the
display of signage, art, logos, etc.

c. Campus BannersBanners are displayed on campus to convey festive decorationfardational
messages in support of the Coll ege®anneraatet ur al , a
permitted on campus subject to the following restrictions:

1. Location and installatiomustbe aesthetically pleasing in its context

2. Attachmento exteriorinterior of buildings may be made only at previously approved locations

3. Installationmustbe made in a previously approved fashiopreventdamageo thebuilding or
building components

4. Attachmenimustnot compromise building safety and&gcurity requirements

5. Attachmenimustnot be made to light posts, sign posts, trees, other plant materials, or to
structures or art pieces not associated with buildings

6. Banners with a commercial message are prohibited

7. Bannergnustnot contain languagsymbols, or graphics that are obscene or discriminatory in
nature

8. Quality and design of the banner must be fiege andnustpresent an image consistent with
the collegebs prominence in the community

9. Size of bannemustbe appropriate for the intendéxtation

10. Time of displaymustnot exceed 30 days in any calendar year withdditional review and
approval.

11. Anyrepair ofdamage to the building or building componemisstbe paid by the banner
sponsor.

d. CampusMuseuniExhibition Facilities Museuméxhibition facilities on campus are defined as
those units that routinely present professional visual arts and science exhibitions that remain on view
for tendays or more. These include the MSC Art Gallery, laddMluseum, Campus Center
CommondDisplays and may include other areas that present exhibitions in a similar manrée
spirit of informing the college community about exhibitions and bridging the college and the
community, these museum/exhibition facilities may display permanent or temparargrb on the
exteriors of the buildings in which exhibitions are presented.

1. Permanent banners identify the building as a site for exhibitions rather than those related to a
specific exhibition. If these banners are to remain in place for more than sikanthrey must
be reviewed by the Campus Beautification Committeetahde Pr esi de ntTéan. Admi ni

2. Temporary banners identifyg a specific exhibitioormay remain in place for the duration of the
exhibition, with a tweweek maximum leatime preceding the opening of the exhibition. These
banners need not be reviewed by the Campus Beautification Committee, assuming that these
exhibitors are in the business of presenting exhibitions in a professional way and are therefore
knowledgeable about apypriate graphic design for such use.

3. Temporary banners do not need to include the college logo in the design, because having found
the museum/facility one is already on campus and does not need to be provided this information
through the presentation dfe logo. Permanent banners will include the logo in the design.

e. Reviews and ApprovalsAll banner locations, designs, methods of building attachment, and
graphicsmustfirst be reviewed and approved by the vice president wighsight of the banner
sponsr. Approved banner design, size, and graphics along with proposed location and method of
attachmenmustbe submitted to thehief facilities officerfor review and approval at least one week
beforedisplay Additional information may be requested toesthat the banner meets college
policy, guidelinesand requirementslf the banner is intended for losigrm use (longer than 30
days in any calendar year) and is deemed to be in a visually significant location, requests must be
additionally reviewedy t h e P AdmmistrdtveTeam.3 he Pr esi dent Deam Admi ni ¢
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may suggest additional requirements for kb@gm banners. In these cases, final permission is
granted by thé@resident

f. Specifications Banner pecifications are as follows:

1. Materiat Materialmusthave sufficient density to allow for printing as intended. Wind cuts are
required to reduce wind resistance and the tendency of the banner to billow or sail. Material
mustbe colorfast and not run or rub off on adjacent surfaces.

2. Paint or Ink Paint or inkmustbe permanent anaiustnot run or rub off on adjacent surfaces.

3. Lettering and GraphicsLettering and graphics must clearly reflect the intended message or
purpose andnustbe of sufficient size to be readable by the intehaledience.

4. RoofPaintingDisplays A roof is designed to protect a building from the elements. Roofing systems are
intended to provide a watertight covering to contain and protect from rainwater and moisture the
buil dingds roof iroofsleck, ant huitdimg cortehte Raofing coveringsrare |
somewhat fragile and may be damaged from improper use and/or excessive foot traffic.

The responsibility for maintenance of all academic and support building roofs has been given to
Facilities Managment. Since roofs may be easily damaged, it is inappropriate that they be used as
billboards or art surfaces for the painting or displaying of signs, logos, pictures, or murals. The
deterioration of roofing membrane is greatly accelerated by the applicdtezrtain types of paint and

dark colors that absorb heat from the sun. Consequently, the use of campus roofs for signage, logos, or
art is prohibited.

E.CELL PHONE REQUIREMENTS

Policy Statement (Board Approval Date: 03/22/11)

Due to the naturef certain positions, it is required that the persons employed in these positions be available
to both MSC staff and persons in the community we serve. Therefore, these employees are responsible to
acquire and pay for a personal cell phone, the numbehigh will be made available towide range of
constituencies.

Procedure

The College will provide a monthly payment (dAadditi\
the cell phone for College business. This payment is determinethfigiatration based on historical usage

and will include an amount to partially offset the cost of the phone, accessorigg feet and telephone

insurance. The payment will be separatf r om an i ndi vi dandi$ paid frommPedrsoripee e 6 s s ¢
Action form. Employees who are required to carry a cell phone will be required to sign a written agreement

to participate in the additive payment program.

F. COPYRIGHTCOMPLIANCE

Policy Statement (Board Approval Date: 03/22/11)

The Board policys to adhere to the provisions of the current copyright laws and congressional guidelines.
Procedure

1. The College recognizes that unlawful copying and use of copyrighted materials contributes to higher costs
for materials, lessens the incentives foralepment of quality educational materials, and fosters an attitude
of disrespect for law, which is in conflict with the educational goals of MSC.

2. MSC employees should adhere to all provisions of Title 17 of the United States Code entitled,
fi Co p y r and diherselative federal legislation and guidelines related to the duplication, retention, and
use of copyrighted materials. Therefore:
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a. Unlawful copies of copyrighted materials may not be produced on Calleged equipment.

b. Unlawful copies otopyrighted material may not be used with Collegaed equipment, within
Collegeowned facilities, or at Collegsponsored functions.

c. No legal or insurance protection of the College will be extended to employees who knowingly copy
and use copyrightechaterials.

3. Employees who make and/or use copies of copyrighted materials in their jobs are expected to be familiar
with published provisions regarding fair use and public display, and are further expected to provide to their
respective supervisors, upa@yuest, the justification under Sections 107 or 110 of USC 17 for copies that
have been made or used.

4. Employees who use copyrighted materials that do not fall within fair use or public display guidelines are to
substantiate that the materials meet orth®following tests:

a. The materials have been purchased from an authorized vendor by the individual employee of the
College, and a record of the purchase exists.

b. The materials are copies covered by a licensing agreement between the copyriglanather
College or the individual employee.

c. The materials are being reviewed or demonstrated by the user to reach a decision about possible
future purchase or licensing, and a valid agreement exists which allows for such use.

G. DRUG-FREE CAMPUS/WORWRLACE (DRUG AND ALCOHOL ABUSE PREVENTION

Policy Statement (Board Approval Date: 03/22/11)

All Students and Employees Regarding the Difuge School and Communities Act: The Board, recognizing

that the illegal possession, use, or distribution of deugsalcohol by students or employees is not only

harmful to oneb6s health, but also subjects the indi\yv
the DrugFree Schools and Communities Act and Amendments of 1989 (Public Lag26)1

Murray State College is committed to providing an alcelaold drugfree environment in which to learn and
work. Therefore, employees and students of MSC are expected to abide by all applicable local, state, and
federal laws prohibiting use of alcohol andgi drugs.

Procedure

1. Standards of Conduct: The illegal possession and/or illegal use of alcoholic beverages or illicit drugs on
College property, in College housing, or at any CoHsgensored activity by students and/or employees
of the College aréorbidden.

2. Sanctions:

a. College Sanctions for Students: The following sanctions may be imposed by any of the following:
Director of Resident Lifechief sudentaffairs officer, the Student Conduct/Appeals Committee, or
by the President. Thegerity of the imposed sanctions will be appropriate to the violation; possible
sanctions include probation, suspension, expulsion, loss of institutional aid, and/or restriction of
studentds activities or privi kesognasappropridionofdent s wi
property, which occurs in the violation of a rule or regulation. Restitution may be monetary
compensation, replacement, or repair. Community service hours will be performed in an area of the
College or a community agency for gesified number of hours. Professional counseling, referral to
a rehabilitation program, and/or specific restrictions may be used in conjunction with various
sanctions.
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b. College Sanctions for Employees: TBeardhas adopted a Drdgree Workplace Policthat the
MSC workplace is to be free from illegal manufacture, distribution, dispensation, possession, or use
of any controlled substance. Such actions are grounds for disciplinary action up to and including
dismissalof employment. A workplace is defined any place an employee functions within the
scope of his/her job responsibilities. Employees convicted of any workmkted drug offense,
which does not result in discharge or forfeiture of position, may be required to successfully complete
a recogized drug treatment or rehabilitation program. A video is available for checkout in the MSC
Library/Learning Resource CenteAll employees must notify the employer of any criminal drug
statute conviction for a violation occurring while performing witthie role and scope of their
respective responsibilities.

Any employee or student found to be in violation of the federal and/or state laws pertaining to the use or
abuse of alcohol and/or illicit drugs may be referred to the legal system for prosecutio

3. Legal Sanction$ Drugs: Federal and state laws impose grave penalties on those who illegally possess,
use, or distribute drugs or alcoh8kcording to the Oklahoma Criminal Laws, a person found in
possession of a controlled, dangerous substaithen this state, such as marijuana, cannabis, or
methamphetamine, and/or drug paraphernalia (pipes, roach clips, cocaine spoons, etc.) will be placed
under arrest. All vehicles or any other means of transportation used to transport a controlled, slangerou
substance and money, weapons, or devices therein, are subject to forfeiture. Upon conviction, penalties
range from fines to a year in the county jail, to life in the state penitentiary, and/or both. The Uniform
Controlled Substance Act sets up five salied of controlled substances based on dangerousness and
medical uses. It prohibits the manufacture, distribution, sale or acquisition by misrepresentation or
forgery of controlled substances, except in accordance with the Act, as well as the knowiagigosse
controlled substances unlawfully acquired. Penalties fortfirst violators of the Act range from not
less than 5 years imprisonment and fines of not more than $250,000 or both for possession or distribution
of a small amount of marijuana ordhash, not for sale, to 40 years or $10 million or both for the
manufacture or delivery of a Schedule | or Il narcotic. (Marijuana is a Schedule | controlled substance.)
Second offense penalties range from not more than 10 years imprisonment and$B6& @30 to not
less than 10 years imprisonment and fines of not more than $10 million, or both, to not less than 20 years
imprisonment and fines of not more than $20 million, or both.

H. EMERGENCY NOTIFICATION PROCEDURE

1. Procedure StatemeAs safetyand emergency notification practices are under greater scrutiny at

institutions of higher education, it is the position of Murray State College that at least one emergency
contact person must be |isted f or celphonbnusbtevigasmt enr o
part of the emergency notification protocol in case the college should need to contact the student via text
message about critical incidents on campus. Information gathered remains confidential to the extent

allowed by law.

2. SopeThis procedure applies to all admitted and enrolled students of the College. This procedure
provides for two distinctly different types of emergency notification. First, it details all the ways the
College provides notification about emergenciesudestits, employees, and visitors. Second, it indicates

the way the College wild.l notify a studentds desi gna
or missing person status.

3. College Communication of EmergenEynergencies may range from iagient weather to building
evacuations to campus closures, and the College has a variety of tools to communicate with the public in
the event of these and other possible emergencies. The institution will without delay, and taking into
account the safety dfie community, determine the content of the notification. Students, employees, and
visitors will be immediately notified upon confirmation of a significant emergency or dangerous situation
involving an immediate threat to health or safety. Depending otypleeof emergency, some or all of the
following tools may be used to communicate with students, employees, and visitors (unless issuing
notification will compromise efforts to assist a victim or to contain, respond to, or otherwise mitigate the
emergency)
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a. Siren SystemThis system is tested at about noon on the first Wednesday of every month. It
delivers a siren warning and public address in the event of certain outdoor emergencies.

b. Emergency Web Site PostifAthe college Web sitdattp://www.mscok.eduwill be updated with
information during actual emergencies or campus closures.

c. College Information Line for Emergency Notifications, (580)-23Y1- Students and employees
may call this main number for inforation about emergencies and campus closures. The Assistant
VP for Facilities will record the appropriate emergency notification should it become necessary.

d. Campus Television Emergency Announcement SysEmergency announcements will be
displayed on.ED monitors across campus, instructing the viewer where to go for additional
information.

e. Campus Group-Bail - During emergencies, a groupail will be sent to every student and
employee. The message, marked urgent, directs individuals to thaN8Gitefor additional
information and instructionswww.mscok.edu

f. Voice Mail to Office TelephonedA voice mail message can be utilized to send emergency
messageotemployee office telephones on the MSC Campus.

g. Local News MediaThe Public Information Officer sends press releases and makes calls to

contacts on a local media list. Because of the transient nature of its population, the College depends a
great deabn broadcast media to notify students, and employees of emergencies before or during

their commutes.

h. Public Safety Vehicle Announcemenritdurray State College Police/Security vehicles are
equipped with public address systems that officers can useviae instructions to pedestrians
during emergencies.

4. Emergency Contact Informatielvery student must provide the College with the name and contact information

of at least oa individual who could be contacted in the event of an individual emergency. This information will be
collected during the admissions process and during the enrollment process. This information will be input into the
operating system and a report will penerated by the Registrar at the end of each enrollment period. The
Academic Advisement Office will contact any student who has omitted emergency contact information.

5. Updating Emergency Contact InformatiStudents are required to update their prin@atly phone and
emergency contact information during the enrollment process.

6. Privacy and Confidentialit@fficial use of emergency contact information is subject to the same privacy and
record retention requirements as other official College informatio

7. Authoritative Sourcd he authoritative source of this policy and responsibility for its implementation rests with
the Vice President for Student Affairs. The College emergency protocols are managed by the Vice President of
Student Affairs.

8. ForAssistanceQuestions about data security should be directed to the registrar at (583 737éxt. 171.
Questions about acceptable use standards should be directed to the Office of the Vice President for Student Affairs
at (580)387-7131.

I. FACILITIES/FOOD SERVICE UTILIZATION
Procedure

Persons wishing to schedule use of campus facilities or food service ,si®€dd in advance as possible,
complete the Facilities/Food Service Use Form (availabhe MSC CommonsdISC Forms) and distribue

it to the appropriate offices. Thoseserving such should call théioe of thechief facilities officerat
Extension 221 and the Cafeteaianinimum of two weeks in advant®verify the reservation has been made
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and to confirm food service arrangents. Failure to provide complete setup information a minimum of two
weeks in advance and to verify that the information has been received by facilities and the cafeteria may
result in the desired facilities being unavailable and/or the user of théidadileing assessed additional fees

J.FALSE ORBAD FAITH ACCUSATIONS
Procedure

1. Anindividual (campus employee or student) who believes that he or she has been wrongfully accused
may file a complaint by use of the established grievance procedure.

2. Badfaith allegations or use of this procedure for purposes other than those for which it is intended may
result in disciplinary action against the accuser. Disciplinary actions against employees may include but
are not limited to: warnings, reprimand, deimo, suspension, or dismissal. Disciplinary actions
againsttemployees and/@tudents may include but are not limited to: warnings, megrd, probation,
suspension anexpulsiordismissal

K. FIRE SAFETY EDUCATION/POLICY STATEMENT PROCEDURE

Policy Statement (Board Approval Date: 03/22/11)

In compliance with the Higher Education Opportunity Act of 2008, the Murray State College Police/Security
Department will publish information concerning student housing fire safety systems, fire drills, fiyepsdifdes
and, education and training programs.

On-Campus Housing Fire Safety EquipmeMurray State College residence halls have networked fire alarm

systems and/or sprinkler systems as indicated below. When a networked fire alarm is activatach theualds on

a panel at the Campus Security office, which is staffed 24 hours a day, 365 days a year. An officer responds to the
building and determines the cause of the alarm. The fire department is automatically notified and responds to all fire
alarmsin residence halls.

Residence Hall System Description
MSC Aggie Suites Full sprinkler and networked alarm system.*
McKee Hall Networked alarm system. No sprinklers.*

* Fire extinguishers are located on every floor in each residence hall.
Supervised Fir®rills

Mandatory, supervised fire drills are conducted for each residence hall in the fall and spring semesters by officers
from the Department of Campus Security. Additionally, each time new residents occupy a building during the
summer for camyelatedactivities, a fire drill is conducted to ensure the temporary residents are familiar with
evacuation routes and procedures. Every student must participate in these drills. Drills are conducted without notice.
If a fire alarm sounds, everyone must exit. @ may reenter the building until permission is given by a security

officer or member of the residence life staff. Failure to evacuate a building during a fire alarm will result in judicial
action.

Evacuation Procedures

In the event of fire or other evaation emergency on campus, all persons in the affected premises must evacuate.
You will be notified of a fire emergency by an audible alarm signal. Other emergency evacuation notifications may
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be issued by text alert;raail, and phone communications (veimail) if appropriate. When evacuating during a fire
alarm, do not use the elevators. If you are on the first floor, exit the building via the nearest door. If you are above
the first floor, use the nearest staircase to exit the building. Use anotteassaf your first choice is blocked. Do

not open the door if it is hot to the touch. Look for another exit.

When notified to evacuate, leave the building and assemble in an area where you will not hinder the approaching
emergency response personnel apgaratus. Depending on the nature of the emergency, you may be directed to
proceed to a particular building or other area of safety.

Students and employees should attempt to account for individuals that are known to be in the building, including all
visitors. Any missing individuals should be reported to the Office of Campus Security or emergency personnel. In
addition, security personnel will conduct a sweep of all floors if sufficient personnel are available and if it is safe to
do so.

Wait for campusecurity officers or emergency personnel to tell you when it is safe to return to the affected
building. Even though the alarm may stop, the building may not be safetdar Fire Safety Violations and

Prohibitions (including rules on portable electieppliances, smoking and open flames)

The residence life handbook contains a section addressing prohibited fire safety violations. The cooperation of
everyone is needed in order to avoid fire hazards. Please follow these rules to prevent fire daimadjéydram.

Prohibited items
The following items are prohibited in the residenceshalle to possible fire hazards: hot plates, halogen lamps, electric

blankets, space heaters, incense, firearms, explosives, dangerous chemicals, rice cookevsettastacrowaves, grills,
candles.

Fire Safety Education and Training Programs

All members of the residence life staff receive fire safety training at the beginning of the academic year. All
residence hall rooms are equipped with evacuation pegted on or near the back of the door which indicate the
safest and most direct exit routes from the room in the case of an emergency.

Reporting

In addition to the information listed above, the Department of Campus Security will maintain a log andgsublish
annual fire safety report that contains: The number and cause of any fire occurring in a residence hall.

1 Number of injuries requiring medical caiddumber of deathsThe value of property damaged.

If you have any questions about fire safety, pleaséacb®€ampus Security at 4B32-5360.

L. INFORMATION TECHNOLOGY

Policy Statement (Board Approval Date: 03/22/11)
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The Board encourages the development of products, processes, and ideas for such technologies that are
deserving of investigation by tt&ollege and directs the administration to develop those procedures
necessary to meet the mandates of the Oklahoma Technology Transfer Act (70 O.S. 2001 § 3206.3).

Procedure
1. Use of College Computers, Network, and Communications:

a. Computer Acceptablgse: All computer users are requested to sign a document indicating they
have received a copy of the MSC AAcceptable Use
Communications. 0

b. Emp | o Aweaptakde Use2015:

1. Introduction: Murray State Collegesicommitted to maintaining our progressive, modern
information technology systems in a manner that facilitates successful achievement of the
mission of our college. A critical aspect of this is a responsible use procedure for students,
faculty, stafffad ot her s who use MSCds computers, networ
other communications technology.
All technology users have the responsibility of using technology in an effective, efficient,
and ethical manner. The standards stated irptiisedure are derived from common sense and
common decency that apply to the use of all public resources within the College.

2. General Rules:

a. Purpose:The purpose of developing and maintaining information technology at MSC is to
promote access, use, and exchange of knowledge and information. This technology is
intended to: a) promote learning, research, and other scholarly activities and b) conduct
official MSC business and activities. Resources and technology for this purpose include
telephones, FAX machines, photocopiers, computers and peripherals, distance learning
resources, a local area network, and network connections to the Internet via thent2kla
St ate Regents for Higher Educationds OneNet.

b. User Responsibilities, Violations, and AbudRules and conditions apply to all users of
MSC technology. Violation of any of these is unethical, and some violations are unlawful.
The use of technolggand related facilities at MSC &sprivilege, not a rightand MSC
seeks to protect legitimate technology users by imposing sanctions on those who abuse the
privilege. These sanctions ensure that legitimate users will have the maximum resources
possible

To retain the privilege of technology use, individuals must accept responsibility to

protect the rights of all users by adhering to all rules and conditions for use. The following
are examples of abuse:

interference with the intended use of technology;

violation of copyrights, patents, authorization agreements, licensing agreements, and/or

other actual or implied contractual agreements;

unauthorized removal/use of MSC property;

unauthorized access or attempted access to confidential resources andtiofgrm

unauthorized modification of any technology, programs, files, or other resources;

attempt to restrict/remove access rights from the IT department;

unauthorized destruction, dismantling, or disfigurement of any technology, programs,

files, or other esources;

8. violation of privacy of other individuals or entities who are users or providers of
information resources;

9. harassment of another individual on the network or connected systems and/or

developing or using programs which harass other computer users;

N

Nook~®
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10. use of technology, including telephones, to send fraudulent, harassing, obscene,
indecent, profane, intimidating, or other unlawful messages according to state or
federal law;

11. any personal/feprofit use, including but not limited to transmission of conuiag or
personal advertisements, invitations, solicitations, and promotions;

12. use of home directory account for storage of personal items;

13. transmission of messages in support of illegal activities; and

14. transmission of destructive programs.

Copyrights: Additional elaboration on copyrights is warranted. All software protected by
copyright is not to be copied except as specifically stipulated by the owner of the copyright.
Protected software is not to be copied onto, from, or by any MSC system except in
accordance with applicable licensing agreements. Thus, the number and distribution of
copies of programs may not be done in such a way that the number of simultaneous users
exceeds the number of original copies purchased unless otherwise stipulagegurctrase
contract. Images and written materials available via electronic resources are most often
subject to copyright laws. Individual users are responsible for acquiring, maintaining, and
submitting a copy to their appropriate supervisor, the peionisgor any uses of such
materials. Additional information on copyright information is available in a separate MSC
copyright procedure.

Display of Offensive MaterialsDisplay of potentially offensive ethnic, sexual, or
otherwise offensive materials is prohibited. Special arrangements may be made for
research or projects that require viewing such potentially sensitive materials. Students,
faculty, staff, and other ess of MSC technology and facilities may complain of sexual or
racial harassment by virtue of being exposed to obscene images, video, or text. In such
cases, the user responsible for publicly displaying such material may have their user
privileges revokedf evidence is presented that substantiates the complaints.

LimitingUse: MSC reserves the right to |Iimit a comp:
insufficient resources or if the user violates or abuses user rights. The protection of rights

of all computer and other technology users depends on the protection of the integrity of the

MSC system as a whole. Users are responsible for reporting any abuses by other users,

defects in system accounting, or defects in system security to the IT department

immediately upon discovery.

Monitoring: The IT department iauthorized to electronically monitor information

technology resources at MSC. Reports of suspected violations of this procedure are to be
reported to the appropriate direct supervisor/adnmatist. It is the responsibility of all

users to visually monitor information technology resources and report any misuse of
resources to the appropriate supervisor/administrator and/or the IT department. Violations
supported by evidence will be handledlie same manner as any other violation of campus
procedure according to the applicable procedures for counseling students, staff, faculty, and
administrative personnel.

It is to be noted that a supervisor/administrator will be notified of any violatiods
may at any time request to view or know of any violation(s) committed by any individuals
under their direct supervision.

Itis also to be noted that once the supervisor/administrator is aware of any violation(s),
it is the responsibility of that supésor/administrator to determine the appropriate course
of action. If action is not taken by the supervisor/administrator within ten working days,
then the next appropriate supervisor/administrator will be notified.

Passwords: System security is ntained in large part by password protection of computer

accounts. You are required to change your network logon passworchéveryydays
When your password expires, at the next attempted logon, you will be prompted to set a
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new password before beingnnitted to logon. Passwords are required to be at8east

more characters in length. By law, a computer user who has been authorized to use an
account may be subject to both civil and criminal liability if that account is made available
to unauthoried persons. The authorized user of the account is responsible for activity that
occurs under that account.

Passwords may be changed through-selp. Employees must first set up security
guestions to enable sditlp function. Please visit the MSC Email webpage to set up
security questions, and perform sk#lp password resets. This capability is availédle
employees only; students must contact the IT Department for account assistance.

Protect your passwords as you would a key to your car or house.

h. Web Page Developmenthe World Wide Web offers MSC the opportunity to provide a
broad spectnm of information in the multimedia format to large numbers of people.
Institutional information published on the Web by MSC users must meet certain basic
standards and represent MSC in a coherent, positive, and appropriate manner. These
standards are pented in a separate MSC Web Page Development Guide.

3. Computer and #Mail Accounts:

a. E-Mail: Murray State College provides email service through Google (GMail). All
employees therefore have the range of Google services, including calendaring, cloud
storage, Google officgype programs, and video/chat conferencing.

b. Employee Accounts: These accounts are for MSC employees. They are the property of
MSC and are to be used for academic or administrative purposes in accordance with
applicable policies,apyrights, intellectual property rights, and federal and state laws.
Authorization for these accounts is the responsibility of the appropriate area supervisor who
will request accounts for persons under their supervision.

c. Affiliate Accounts: These accounts are for individuals or groups who are not directly
associated with MSC but whose access to the network has a clear and distinct connection to
the accomplishment of the mission of the college. Affiliate accounts aredperty of
MSC. Users must sign an Acceptable Use Policy and record pertinent information with an
authorized college official before being allowed to utilize the affiliate account. Affiliate
users are subject to all applicable policies, copyrights, iotabé property rights, and
federal and state laws. Authorization of affiliate accounts is the responsibility of the
appropriate dean, vice president, or the college President who will provide the names of
authorized individuals or groups to the IT Depanine

d. Home Directories: One home directory will be issued to each employee account. These
directories are designed for MSC business and academic affairs. MSC reserves the right to
monitor all contents of these directories. Additionally, users haveniteti storage
available through their MSC Google accounts.

e. Right to Revoke Account Rights: MSC reserves the right to revoke the account of any
technology user who does not abide by applicable policies, copyrights, intellectual property
rights, andiederal and state laws. The following steps shall be enforced when a violation
occurs:

1. Firstviolation-l ndi vi dual é6s account is disabl ed.
appropriate supervisor/administrator. A statement acknowledging the violation
wilber equired to be signed by the violator.
enabled once the IT department receives a copy of the signed acknowledgement
and a request for reinstatement of the account from the appropriate
supervisor/administrator. If theolation involves an illegal program or copyright
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violation, the program and related folders or files will be removed by or in the
presence of IT department personnel.

2. Secondviolationl ndi vi dual 6s account is disabl ed.
appropriate dean or vice president. Upon resolution, the user will receive a restricted
account for a period of one calendar year.

3. Thirdviolationi The i ndi vi dual 6s a-boccommitteei s di sabl ec
comprised of two peers, one representative feaich of the campus assemblies, and
one administrator (excluding the President) will review the series of events, and
recommend the appropriate disciplinary action to the President.

If an individual is uncertain if a planned action is a violation, ithditzidual is encouraged to contact the IT
Department before taking that action.

f. Inactive Accounts: Individuals no longer employed by MSC, whether by retiring, resigning, or
termination, and have retained information on the MSC netwalk igtease all stored data totheir immediate
supervisor or VP over their area of employment.

4. Telephones
Desk telephones and institutisued cell phones are the property of Murray State
College, and follow the same acceptable use guidaimesmputer and network devices.
Phones are to be used for official institution business. If individuals are incurring charges
due to personal calls, the institution can and will levy those charges upon the individual.

5. "Bring Your Own Device" (BYOD)
Murray State College does not support BYOD, nor requires employees to use their
personal phone or technology devices. Employees who choose to set up their personal
devices to accept email, or use their personal phones to conduct institution business, do
soof their own choice and will not be reimbursed.
The IT Department will not provide services or software for personal devices to
connect to the MSC network. Laptops and other devices are available forochelk
it is necessary for personal devicep&oconnected to the network, a request by both
the individual and the department head will be submitted; and the device will be
imaged/configured to meet MSC security policy requirements.
Murray State College and its IT department accept no liabilitgrigrdamage, lost data,
etc. incurred while reonfiguring personal devices to meet MSC security policy
requirements.

6. IT Support Requests
Requests for IT assistance can be submitted through the MSC website on the Information
Technology webpage; onay be emailed to: help@mscok.edu. If internet or email is
unavailable, please call the IT Department to submit your request.

a. Include your name, contact email and/or phone number, and a detailed description of the
request. Include as much informatian@ossible, including the scope and impact to
operations.

b. Requests are handled on a priority basis. Whenever possible, target completion dates will
be met considering that the date is reasonable.

1. The IT Department will assign a priority to yowguest based on scope and impact to
operations.
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2. Normal. These issues do not impact ability to continue operations, and/or affect a small
portion of the institution community. Response time is typically within one business
week.

3. Medium. These issuedfect an entire department, major area, and/or safety and
security of the institution. Response time is typically within 72 hours.

4. High. These issues affect one or more departments, major areas, and/or safety and
security of the institution. Respongme is typically within 24 hours.

5. Emergency. These issues affect the entire institution. An immediate response is

required.
c. Please not e: I f a request would typically be |
request until the last minute does NOT constitute an upgraded priority. The priority system
all ows the I T Department to mdanange udvai Irelglue s

may not be honored because assets or resources may not be available.

d. If an individual feels that his or her request has not been handled appropriately or in a
reasonable amount of time, the individual should contact the CIO/Exeditigctor for IT. If
still unsatisfied, contact the Videresident for Financial Affairs.

7. Personal Equipment
IT service on personal technology devices can sometimes result in damage to the
empl oyeebs personal d e v i addor therinstgutioh beinghhgld i n t he
liable. Therefore The IT Department will not provide service for/on employee or student
personal technology devices.

M. INFORMATION TECHNOLOGY: SOCIAL SECURITY NUMBERS

Policy Statement (Board Approval Date: 03/23/11

The Board is committed to maintaining the confidentiality of sensitive and personal information. This policy
applies to all individuals and area units that collect, use, store, and transmit Social Security Numbers (SSNs).

1. Objectives:

a. Increase awareness of the confidential nature of SSNs and the risk of identity theft related to
unauthorized disclosure and reduce collection of SSNs except where authorized by law or approved
administrative exceptions.

1. Laws governing the authorizedaiand storage of SSNs are listed under Section 4 of this policy.
2. Exceptions for the use and storage of SSNs are listed in Section 5 of this policy.

b. Reduce the use of SSNs in records and information systems, including display screen and printed
reports, and reduce electronic storage of SSNs to a minimum number of locations with the goal
being one location.

c. Create proceduraggarding the collection, storage, use, and disclosure of SSNs throughout the

College and increase the confidence of students, employees, and affiliates/guests that their SSNs are
handled in a confidential manner.
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2. Procedure

a. The MSC InformatioTechnology departmeiikT) has the oversight responsibility for the use of
SSNs.

b. Every MSC department that collects, stores, or transmits SSNs must report that use to the IT
department. A centralized inventory will be maintained for all approval®aception requests.
Systems that collect or store social security numbers, which have not been approved by the IT
department, will be in violation of this policy.

c. All electronic systems requiring a unique MSC systeite identifier for faculty, stdf and students
must use the campuweide identifier (CWID) as assigned by the enterprise administrative system.
Therefore, the collection and use of SSNs will be limited to what is authorized by law or
administrative exception. No one should ever acaatsa file that contains SSNs without a
legitimate business purpose.

d. Any system using SSNs requires authentication for system access, masking or encryption for
transmission, and encryption for storage. Temporary exceptions may be granted ordpithe
owner adheres to alternative security measures. Zip files will suffice for the encryption but they
must be password protected.

e. New purchases or development of software systems that necessitate the use of SSNs require prior
approval from the IT deartment.

f.  Social Security Numbers should never be stored on auxiliary storage devices such as thumb drives
and CDs or sent in plain text vianeail.

g. All security breaches and inappropriate disclosers of SSNs will be reported to the IT department.

h. Approval: Al'l approval requests for new and/ or
department.

i. Conversion: Systems currently using SSNs as primary identifiers that do not fallthed
exceptionsection must convert to CWID.

j. Annual Review: The IT department will conduct an annual review of all production systems
authorized to use SSNs.

k. Access and Transmission:
1. If the network is accessed remotely, a virtual private network (VPN) is required.

2. Social Security Numbers are rtotbe transmitted over the network/Internet unless they are
encrypted or the connection is secure.

3. Departments that fall in the exception category must ensure that the SSNs are encrypted and
only stored on MS@wned computers/servers.

4. Mobile devices,dptop computers, PDAs, etc. that house SSNs must employ adiblole
encryption solution, such as that offered by the IT department.

I.  Responsibilities: All employees are tasked with keeping sensitive and personal information
confidential.

m. Assistance: Please contact IT support personnel or the IT Help Desk for assistance with any of the
preceding security measures.
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3. Related Laws, Regulations, and Palicies:

a. Federal: Privacy Act of 1974; Family Education Rights and Privacy Act (FERPA); Giaaoh
Bliley Act (GLB-A); and the Health Insurance Portability and Accountability Act (HIPAA).

b. State: Okl ahoma Law: Ti t | e urédfSec@ity Brpacteof 4 9,
Personal Computer Datd\otice to Owner or Licensee of Personal Datax c ept i on; 0 Okl aho
Law: Title 74, Chapter 49, Section 3111, AUse
Subdivisions ProhibitedEx c e pt i on s ; 0: T@&40,Chapter®, Skcdow 173.1,

AEmpl oyees' Social Security Numbers; 0 and OKkI

iwWorkers Compensation. 0
4. Exceptions:

a. While the collection and use of SSNs may be required for certain legal and business activities,
approved use does not include retention of this information by departments without specific approval
as required within this policy. Approved uses of the ®8the College, which may be limited to
specific departments, are listed below.

1. Admissions Process: Information systems used by the College admissions process is permitted
to use SSNs.

2. Employment: Social Security Numbers are required for a&waaf employment matters, such
as proof of citizenship, tax withholding, FICA, or Medicare.

3. Application and Receipt of Financial Aid: Students applying for student aid usifigdéeal
Free Application for Student Assistance (FAFSA) are requirgadeide SSNs. Students must
also provide SSNs when applying for student education loans.

4. Tuition Remission: Social Security Numbers are required for state reporting of taxable tuition
remission benefits received by employees, their spouses antdeéepe and by graduate
assistants.

5. Accounts Receivable Management: The College maintains contractual agreements with
accounts receivable management entities. These entities require SSNs to perform their activities
for the College.

6. Benefits Adminstration: Social Security Numbers are often required for verifying enrollment,
processing and reporting on various benefit programs, such as medical benefits, health insurance
claims, and veterans' programs.

7. Internal Revenue Service (IRS) Reportirgpcial Security Numbers are used for federally
required reporting to the IRS. For example, the College reports the value of all taxable-and non
taxable scholarships and grants awarded terasident aliens to the IRS.

8. Student Information Exchange: Social Security Numbers may be used for the exchange of
information from student academic records between appropriate institutions, including other
colleges and universities or certification and licensure programs.

9. The IT department is authorized to possess SSNs for law enforcement requests, internal
investigations, and security breaches.
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N. INVENTORIES
Procedure

Area supervisors, assisted by employees in their area, must submit an annual inventory to trstrAtionini
and Finance Office.

0. KEY CONTROL

Policy Statement (Board Approval Date: 03/22/11)

The need for access to facilities must be balanced with an equally critical concern for the security of all
facilities, contents, and their occupants. In general, keys will be issued to eligible individuals based on a need
and not solely for conveniencélaster or submaster keys will only be issuadth approval form the

President.

Procedure

1. Applicability: All individuals who are issued keys for property or facilities belonging to MSC.

2. Exceptions: Exceptions may be granted by Facilities Maintenarancurrence with MSC Campus
Police and the President.

3. Responsibility for College Access and Key Control:

a. The primary responsibility for policing and security of buildings and grounds rests with the MSC
Campus PoliceFacilities Management in cooperatiaith Campus Policeareresponsible for
College key distribution andreauthorized to iitiate and implement this procedu@ampus Police:
1. Conducts investigative reviews for each loss or theft of.keys
2. Conducts periodic audits of campus departmentsterméne status of authorized keys
b. The primary responsibility for maintenance and service of buildings and grounds rests with Facilities
Management. Facilities Management is responsible for all maintenance, repair, and installation of
locking systems. Aditionally, it:
1. Facilitatesall key requests.
2. Issues keys tapprovedndividuals or departmental designees.
3. Maintains current and accurate key control records.
4. Creates and maintains a keying system that provides security and reasonable access to
departmets occupying campus facilities.

Manufactures all keys and/or controls all cylinders.

Maintains a secure file for original keys furnished with all new buildings, additions, or

renovations.

Issues periodic reports as required.

Performs all maintenance arngbairs of locking systems.

Consults with Campus Police concerning records of lost or stolen keys and decisions to rekey.

0. In consultation with Facilities Management, approves all new access control systems and

modifications to existing systems.

c. All College property using locking devices will be capable of being combinated to the College
master key system.

d. The liability for issued keys rests with the department to which they are given. All keys remain the
property of the College, and criminal prosecution mayrought against those in possession of keys
when not authorized to possess them. Obsolete or unneeded keys must be returned to Facilities
Management to clear the account of the person to whom they were assigned. Keys are not to be
transferred within @epartment from one employee to another.

e. Individuals are limited to one key per room or area with the understanding that they may be held
personally responsible for all keys issued to them.

Hoo~N

4. Approving Authority for Keys:
a. The following unit administratorsr@ authorized to control the issuance of keys to individuals within
their assigned areas:
1. President
2. Vice Presidents
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3. Dean(s)

4. Directors

5. Department Supervisors or Chairs

This authority is recognized by means dfey Action Form(available on thé1SC CommondSC
Forms)submitted to Facilities Management. No key will be issued without the written approval of a
unit administrator mentioned above.

Keys will not be issued for access to the followdémgas unless approved by the President:
Office of the President

Boardroom

Office of the Chief Financial Officer

Office of the Chief Academic Officer

Office of the Chief Student Affairs Officer

agrwnRE

Unauthorized Use and Reproduction of Keys:

a.
b.
c.

Individuals arenot allowed to possess an unauthorized key to property owned by MSC.
Individuals are not allowed to duplicaey key toproperty owned by MSC.

Violation of these this policy and procedure will result in disciplinary action leading to dismissal of
employmat and may include criminal prosecution.

Requests for Rekeying:

a.

b.

When circumstances warrant, departments may request rekeying of locks. These requests may arise
from new access needs, lost keys, change of personnel, or other conditions.

A Key Action Form(available on th&1SC CommondMSC Forms)

must be given to Campus Police before rekeying of an area will be authorized.

Requests for rekeying should be submitted in wgitmthe PresidentAll requests are reviewed to
determine th@ppropriate action to be taken.

Requests for rekeying are not considered routine maintenance, and departments requesting rekeying
will be billed for the work.

Keys to Areas Removddom the Master Key System:

a.

When it is deemed absolutely necessary to remove an area from the master key system, the
requesting department will send a written request listing the appropriate justification to Campus
Police. Campus Police will perform an &uaion of the request. Campus Police will send the

original request, their evaluation, and recommendations to the responsible unit administrator for
approval/disapproval. If approval is granted, the documentation will be sent to Facilities
Management formplementation. No extra keys will be kept by Facilities Management or Campus
Police for these areas, nor will any keys be cut except those authorized by a properly approved key
request.

Once approved, the requesting department will furnish Campus Pdticthesnames and phone
numbers of at least two people who will be available to respond tehaftercalls should an

emergency arise in the area. In the event that Campus Police or Facilities Management is unable to
reach these individuals and the safetyhe building and/or its occupants make it necessary to force
entry, the department originally authorizing removal of the area from the master key system will be
liable for and will be required to pay for all cost of repairs necessitated from forcgdreatthe

area.

Special Door Locks:

a.

All requests for special door locks must be approved by the appropriate unit administrator and sent
to Facilities Management with written justification. Facilities Management will determine if there is
a demonstratederd that cannot be met by the existing locking systems. Departments may not order
and/or install any locking device without written approval from Facilities Management in
concurrence with the Campus Police.

Departmental Keys:

a.

Departmental keys are thosseed by several people within a department. Departmental keys will be
kept in a secure area during Aemsiness hours and will not be removed from the College.
Departmental keys will be issued to one person within the department who will be responsible for
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those items. Departmental keys will be kept in a secured cabinet or like area and should be signed
for when removed. Individual desks are not considered secure storage for College keys.

10. Vendor and Contractor Keys:

a.

Vendors and contractors who need actesgmortions of College property (telephone service,

elevator service, vending, etc.) may be issued keys through Campus Police. Vendors will be
responsible for rekeying costs if the issued keys are lost or not returned upon the expiration period.
Vendors wil be required to sign a written agreement prior to receiving any keys.

11. Lost or Stolen Keys:

a.

b.

Lost or stolen keys must be reported to Campus Police within 24 hours of the discovery of the loss
or theft using thé.ost or Stolen Key(s) Forifavailable on tht1SC Commond1SC Forms)

Individuals are responsible for safekeeping and will be responsible for associated charges if their
keys are lost, stolen, or not returned when leaving the instituReplacement fees for keys missing

or stolen from a desk, cabinet, locker, or similar place are assessed as outlined in this policy.
Chargedor lost, stolen, or unreturned keys are set by Facililanagementapprovedy the chief
financial officer, and will be reviewegainnuallyfor adequacy and adjusted as deemed necessary.
Current minimum charges for each key are as follows:

1. Individual Door: $50.0R. Ouside Door: $75.00 3. SubMaster: $150.00

2. Building Master: $500.00

Lost or stolen keys will require the rekeying of affected areas unless otherwise approvedrtty the
administratotin concurrence with Facilitieslanagemenand Campus Police.

An investigative review will be conducted by Campus Police in eatéinos of lost or stolen keys.
Mandatory rekeying can be waived only upon written notification bytfitadministratorCampus
Police, and FacilitieManagement

A maximum amount of $10,000.00 per department affected will be assessed to the individigal who
actions necessitated rekeying of affected areas.

In the event an individual forgets their keys or is otherwise locked out of a facility for which they
have been assigned a key, Facilitidégintenance and/or Campus Police will be availablenlock

those particular facilities specifically for and in the presence of the individual who has been assigned
the key. There will be a fee levied for the unlocking service that the individual must pay at the time
of and/or pror to the unlocking service being performdauring normal business hours the

unlocking service fee will be $25.00 for each door unlocked. After normal business hours the
unlocking service fee will be $50.00 for each door unlocked.

12. Miscellaneous Requirements and Prohibitions:

a.
b.

The exchanging or lending of keys between individuals is prohibited.

When keys are no longer needed by an individual or department, they must be retéammlities
Management

Upon dismissal of an employee, theykwill be returned immediately teacilities Management

It is always the responsibility of the individual assigned to an office or laboratory, and those using
facilities after hours, to ensure that doors are locked when leaving the area arcatcthsion of

their work.

KEY REQUESTS

Procedure

1. Individual/Departmed€ommunity Member

a.
b.
c.

Complete a Key Action Forrfavailable on th&1SC CommonaSC Forms).
Forward the Key Action Form to the unit administrator for signature.
Upon approval, send the original Key Action Forntaxilities Management

2. Campus Police:

a.

Will evaluate any key request from a community member or organization and determine the
appropriateness of that request. Campus Police and Facilities Managamtobapprove all
community related key requests for the campus.
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3. Facilities Management:
a. Maintain a sequence file for each key code, listing the names of all people issued a key cut to that
code, along with the key numbers and status of each key.

4. Authorized Key Holder:
a. Pick up the key in the Office of Facilities Management by showing photo identification.
b. Return the key to the Facilities Management when key is no longer needed or authorized key holder
is leaving the institution.

P. MISSING STUDENTPROCEDURE

Missing Student Notification Policy and Procedures 20 USC 1093€ption 488 of théligher Education
Opportunity Act of 2008

Any institution participating in a Title 1V federal studdmancial aid program that maintains on campus housing
facilities must establish a missing student notification policy and related procedures for those students who live in on
campus housing.

For purposes of this policy, a student shall be consideresingig a roommate, classmate, faculty member, family
member or other campus person has not seen the student in a reasonable amount of time, reports the pertinent facts
to at least one of the staff and/or offices listed below, and, if after investigggd3ICPD determines that the

student has been missing for more than 24 hours. A reasonable amount of time may vary with the time of day and
information available regarding the missing person's daily schedule, habits, punctuality, and reliability. lisdividua

may be considered missing immediately, if their absence has occurred under circumstances that are suspicious or
cause concerns for their safety. If the initial report that a person is missing is made to a MSC department other than
the Murray State PoleeDepartment or designated office listed below, the MSC employee receiving the report shall
contact the MSCPD immediately.

Procedures for designation of emergency contact information

1. Students age 18 and above and emancipated minors. Students livengmuscshall be given notice of this policy

and an opportunity during the first seven days after rimeach semester to designate an individual or individuals

to be contacted by the university fin edconfidetidlly, e mer genc
shall be accessible only to authorized campus officials, and may only be disclosed to law enforcement personnel in
furtherance of a missing person investigatidn.the event a student is reported missing, the MSC Police

Department orheir designee shall attempt to contact his/her emergency designee no more than 24 hours after the

time that the student is determined to be missing in accordance with the procedures set forth below. An emergency
contact designee shall remain in effect luchienged or revoked by the student.

2. Students under the age of 18. In the event a student living on campus who is not emancipated is determined to be
missing pursuant to the procedures set forth below, the university shall (is required to) noti§dekcpatent or

guardian no more than 24 hours after the student is determined to be missing in accordance with the procedures set
forth below.

Official notification procedures for missing persons

1. Any faculty, staff or student who has information thaesidential student may be a missing person should notify
one of the following offices and/or staff members immediately:

Director of Resident LifeResident Housing Manager, Vice President for Student Affairs, or MSC Police
Department. If the noticeomes to any department listed above other than the MSCPD, that office shall notify the
MSCPD within 24 hours.

2. The Murray State College Police Department shall gather information about the residential student from the
reporting person and from the stud's acquaintances (including, by way of example, description, clothes last worn,

102


http://www.nacua.org/documents/heoa.pdf
http://www.nacua.org/documents/heoa.pdf

CHAPTER VI :
ADDITIONAL POLICIES AND PRO CEDURES

where student might be, who student might be with, vehicle description, information about the physical and mental
well being of the student, an #p-date photograph, classhedule, etc.). Appropriate campus faculty and/or staff
shall be notified to aid in the search for the student.

3. If the Murray State College Police department determines that a residential student has been missing for more
than 24 hours, they or tine@lesignee shall notify the emergency contact (*for students 18 and over) or the
parent/guardian (for students under the age of 18) that the student is believed to be missing. This notification must
be made no later than 24 hours after determination @ent&€ontact is contingent upon the correct emergency

contact information being made available by the student.

Campus communications about missing students

In all cases when the student is declared missing by the Murray State College Police Depagnantrifial
investigation and in consultation with other law enforcement agencies as appropriate, MSCPD will coordinate with
the MSC Public Information Office to provide information to the media that is designed to obtain public assistance
in the searclHior any missing student. This coordination will insure that investigations are not impeded by the
release of informatian

Q. MAIL AND MAIL ANNOUNCEMENTS
Procedure

Only official college mail can be mailed through the College postal mB&nsonal mail is accepted with

postage attached. No mailings of personal boxes will be performed by the MSC Copy Center/Mail Room.
Please be aware of the cost of postage and use the most economical mailing rate. Large mailings should be
sorted andbundled for lower rates. The office mailing the items is responsible for the preparation.

Incoming mail will be ready for pickup each morning about 11:00 a.m. in the MSC Copy /@ilt&oom
Outgoing mail will be picked up by the U.S. Postal Servioeeoa day at about 1:30 p.nAfter 1:30 p.m.
mail delivered to th€opy Center/Mail Roorwill be taken to the Post Office by Copy Ceftésil Room
personnel at about 4:GOm.

Several announcements pertaining to MSC activities will be included in cangludelivery; therefore, it is
important that each person check his/her mail daily. Mailboxes are located in the CopjM2érRaom

R. MEETINGS HELD ON CAMPUS INVOLVING DIGNITARIES
Procedure

When dignitaries such as state or federal legislagongernment officials, or other prominent citizens are
involved in a meetingn campusthe following steps must be taken:

1. Generally, the initial call to arrange the meeting will be made to the President's Office. However, if any
College employee learnsata dignitary is visiting campus or is involved in a meeting on campus, the
President's Office must be notified.

2. The Presi dent adviseelfin advanceroftetmediirgg so arrangements may be made to
welcome the dignitary to the campu#lso, the President may wish to waive the fee for the meeting
room. If so, the President's Office will notifyacilities Managemenand the visiting group of that
decision.

S. NEWS RELEASES TO THE PUBLIQUpdated 1604-11)
Procedure

Informationconcerning the operation, direction, personnel, and practices of MSC should be consistent with
the policies and attitudes of the Board. Responsibility for carrying out the policies is assigned to the
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President. The President may delegate authority farsto issue statements concerning segments of the
College's business, but only the President or designee may speak for MSC and its actions. News or a news
release is defined as:

1. Recent or coming events, happenings, courses, programs, or pronegpesdlly those that are unusual
or notable).

2. Information about recent or coming events, happenings, courses, programs, or promotions of general
interest (especially as reported by newspapers, radio, or television).

3. A presentation or broadcast afch information.

4. New information about anything previously unknown.

5.  News also includes internal mass communicafions anyMSC employee to all employees or all
students.

With these generally accepted practices and definitions in mind archtiwledge that MSC must be aware
of its positive public image, several guidelines have been set concerning public announcements (news) about
MSC and its business:
1. All news should be released through the Public Informadifficer.
2. Clearance revievor releases in various areas should be made as follows:
a. Academic matters, schedules, enrollment, new programs, community serviceslegi@ance by the
chief academic officer.
b. Student affairs, activities, housing, clubs, etearance by th¥ice President of Student Affairs.
c. Athletic events clearance by thBirector of Ahletics.
d. Campus development, trends, goals of MSC, budgetary or financial matters, projects, federal or
other grants, policy matters, future developments -efearance by the President.

The Public Information Officer will serve as the publicity director aflimake news releases to public
newspapers and radio and television stations. Employees are requested to report all presumably newsworthy
events to that officesThe Public Information Request Form with Guidelines can be found diSi&Commonsrea.

T. NOTIFICATION OF ALLEGED VIOLATIONS OF POLICIES AND PROCEDURES
Procedure

MSC employees or the general public or an MSC student and who has a complaint regarding a violation of
College policy or procedure may complete a report form and submitiiritan Resources. The form is

available to the public in Human Resources and requests the name of the person making notification, the
name of the accused violator, the nature of the alleged policy or procedure violation, and the signature of the
person filng the report. The completed report is to be forwarded by Human Resources to the appropriate
administrative office for review before being presented to the President with a recommendation for action as
needed.

U. PUBLICATIONS
Procedure

1. All employees are requested to study the following MSC publications for information on procedures and
policies:

a. MSC Institutional Policies and Procedures Manual (The most current version is available through
the MSC Web site atww.mscok.edu Two copies are available in the reference area of the
Zimmerman Library/Science Building.)

College Catalog (available through the MSC Web site)

Student Handbook (available through the MSC Web site, and includes the Resident Handbook
Academic Advisors Handbook (available in the Academic Advisement Center)

Environmental Health and Safety Manuals (availavéhe MSC CommongEnvironmental Health
and Safety)

Emergency Operations Plan

Pooo

—
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2. Publications for Distribution:
a. Anydocuments such as, brochures, recruiting materials, purchase orders, etc. distributed by MSC
should include the following compliance statement:

AiMurray State College, in compliance with Titles
Executive Ordefl1246 as amended, Title IX of the Education Amendments of 1972, Americans with
Disabilities Act of 1990, and other federal laws and regulations, does not discriminate on the basis

of race, color, national origin, gender, sexual orientation, age, relighamdicap, or status as a

veteran in any of its policies, practices, or procedures. This includes, but is not limited to,

admi ssions, employment, student financial aid, a

b. Also, any printing completed by a firm off campus shoualdude the following:
AiThis publication was pr epar e#desaentbMuraysStatei but ed o
College as a part of the work of the institution. There weopies printed by (name of firm) at a

costof$ 0O

NOTE: If prining was paid from funds other than College appropriations, that information should
be included in the printing statement.

V. PURCHASING

Policy Statement (Board Approval Date: 03/22/11)

It is the intent of the Board to purchase, for the leapenditure of funds, the optimum quality for the
function to be served.

The following principlesapply:

1. The President may assign responsibilities for initiation and review of requests for expenditures as he/she
sees fit to best implement the internalanization developed for the College;

2. Thechief financial officer with the approval of the President, is authorized to negotiate and enter into
operating and capital leases basedtatestatutes;

3. Whenever feasiblestatecontracts are to be utilized imggchasing and procurement of goods and
materials;

4. When the item or items to be purchased can be furnished by only one company, agency, or individual in
an amount greater than the limit establishedtatestatute, a sole source affidaigtrequired

5. |If, in the judgment of the chief financial officer and the President, a situation exists that requires
immediate action to purchase, expend, or lease in an amount greater than the limit estabdisied by
statute, the action is authorized provided anghsactionis reported to the Board at its next regular
meeting;

6. Personnel appointmergsid Professional Services Contraats exempt from the requirements set forth
in this section;

7. Contracts let and purchases made on the basis of bids will be awatbHedawest and/or best bidder in
all cases. The Board recognizes service as being an important consideration in the determination of the
lowest and/or best bid,;

8. Exempt from Board approval are purchases ofifdorage, veterinary suppliggems for resa,
gasoline, oil, fuel, and utilities.

Procedure
Murray State College has established procedures to be followed when purchases are made on behalf of the

institution. These guidelines are written to conform to applicable Oklahoma Statutes, federal law, and MSC
Board policies. College personnel who tailfollow these procedures may be held personally and/or legally
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liable for any unauthorized purchase. (See the Purchase Order form availabl®&CtBe@mmondMSC
Forms).

1. Purchasing Procedwse The following proceduearenecessary to pay collegebts promptly and to
ensure that the College is in compliance with applicable Oklahoma statutes regarding the College
purchasing procedure.

2. Committing Institutional Resourceginy employee committing institutional resources in violation of
federal, tate, or MSC policies and procedures will be subjeBEERSONAL RESPONSIBILIT Yor
such decisionEEmployees are requested to work wvittle Busines©ffice when committing institutional
resources to ensure compliance with applicable polariesproceduresSome ommitments require the
approval of the Board of Regeratad/or the President or designee.

Title 74 O.S. 2001, Section 85.3a, exempts the institutions, centers and other constituent agencies of The Oklahoma
State System of Higher Hdation from compliance with the provisions of the Oklahoma Central Purchasing Act

As a result, Murray State College has developed the following guidelines as acceptable procedures to be followed
when purchases are to be made on behalf of the colldgeinient of this guide is to assist college personnel in the
procurement of items, and to insure that both the college and the vendor are protected in the process. Exceptions to
these procedures may be made if approved by the President or his/heredegigneircumstances warrant or when

it is in the best interests of the institution to grant an exception.

Having the authority to commit institutional funds has a responsibility that accompanies it. It is the responsibility of
the purchaser to follow éhprocedures to ensure continued authority to commit fuBd#ege personnel who fail to
follow these procedures may be held personally liable for any unauthorized purchase and may be subject to
disciplinary actions including dismissal, and/or, crimimdlarges.

Emergency purchases, auxiliary operations, agency and fiduciary accounts, sole source purchases, and other agency

special transactions may be exempt from these procedures. Questions regarding exemptions should be directed to
the CFO.

AUTHORIZATION TO PURCHASE

The authority to purchase items on behalf of the college begins with the approval of a departmental/organizational
budget. The budget specifies the dollar amount, which is available to spend. Purchases must be made within the
limits setby the budget. The Business Office maintains a list of approved signatures, which authorize expenditures
of funds from a particular budget. Requisitions/PO must be signed by the individual authorized to purchase before
approval will be given. Supervisbor other authorized individuals may request that additional signatures be

required within their respective areas of responsibility. The President or his/her designee has authority to sign for all
areas when necessary.

PURCHASING LIMITS AND BIDDING

Murray State College has established four procedural categories for purchasing based upon the expected/known cost
of the item to be purchased. Payments for recurring expenses such as utilities, maintenance and software
agreements, lease payments and prafeakservices are not considered purchases in this regard and therefore do

not fall under the limits described below.

PURCHASES OF ITEMS COSTING:

Less than $5,000 The department making the purchases will issue a Requisition/PO and forward to thes8usin

Office through the appropriate channels.

$5,000 to $25,000 Items expected to cost in this range must be bid as per Procedures for Soliciting Bids for items
costing more than $5,000 to $25,000.

More than $25,000 Items expected to cost in this rarmgast be bid as per Procedures for Soliciting Bids for items
costing $25,000 or more. Items purchased costing more than $25,000 require approval of the Murray State College
Board of Regents.
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REQUISITION/PURCHASE ORDER

The principle means of communiaati between college departments and the Business Office is through use of the
Requisition/PO. When a department wishes to purchase supplies, equipment, or services, a Requisition/PO must be
issued and forwarded to the Business Office through the apprbvadcn e | s . Al l Requisition/ P
information as to specifications, estimated or quoted cost and a full name and address of preferred vendor. Federal
Identification Number (FEI #) and/or Social Security Number must be on the form in otgeptocessed.

Separated forms must be used when making purchases from different vendors.

The Requisition/PO documents the approval of the purchase and verifies that funds are available and encumbered
prior to the order being placed. This is necesiarthe Business Office to be able to assure current and accurate
departmental account balances.

Procurement of capital items such as equipment, furniture and fixtures, etc. will be processed in accordance with
established purchasing procedures and mawire additional approvals; computer equipment and software must be
approved prior to purchase by the IT department before submitting the requisition/PO to the Business Office.
Requisition/PO Forms can be found on M8&C Commons

Directions forCompletion of Requisition/PO Forrcémmons MSC Forms)

1. Account Namé& name of the budget the item is to be charged to.

2. Board Approval Daté this is necessary for items costing in excess of $25,000; also, some items may
require Board approval for other szms.

3. State Contract Nd. number should be listed if purchase is made from a State Contract

4. Vendori Vendor name, address and telephone number is required before request will be processed.

5. FEIT Federal Identification Number is mandatory formlrchases. SSN will substitute when no FEI
number is available.

6. Ordering Departmerit this information is necessary for the vendor to be able to identify who is actually
ordering the item; if there is any question regarding the order, this should belithéual that the vendor
would contact.

7. Deliver toi this identifies where (location on campus) the item should be delivered.

8. Item No.i if buying more than one item from the same vendor, each should be listed and numbered.

a. Quantityi number of each iteryou are ordering.

b. Descriptioni detailed description of the item to be purchased.

c. Unit pricei price of one item.

d. Estimated or Quoted amotintjuantity purchased times the unit price.

9. Inquiries from Purchasing Office to be directed 6 Business Officehas any questions, name of
individual to call. This is the person that the Business Office will return the receiving copy of the
Requisition/PO to.

10. Signature Section: The signatures in this area represent those individuals requesting to make a purchase,
those that have the authority to spend money from a particular budget, and administrative review

11. Requested: Head of Departmérgignature of individual requesting purchase.

12. Recommended: Administrative OfficeiSignature of individual with authority fourchase from the
budget indicated.

13. Approved: Vice PresideiitVice President for Administration/Finance or his/her designee; verifies budget
account.

14. Approved: Accounting Departmehtverification of availability of funds.

Print out two copies of Requi®n/PO and send to Business Office for processing. After processing a copy will be
sent to you.
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RECEIVING REPORTS- Copy of Approved Requisition/PO

A copy of each Requisition/PO will be sent to the requesting department to be used in veritying itlems

ordered have been received and are satisfactory in quality and quantity. This copy also serves as the Receiving
Report upon receipt of the items purchased. In case of error or problem with the order, the Business Office should
be notified imnediately. The requesting department retains a copy of the Requisition/PO until completion of the
order.

In accepting delivery, it is the responsibility of the department to promptly inspect all purchases, including opening
and checking the contents. Téepartment must determine whether the quality and quantity of the items purchased
conform to specifications included in the Requisition/PO. The department supervisor or the authorized
representative must certify receipt by signing the invoice. A coflyeoRequisition/PO bearing notations of any
exceptions, deviations, or qualifications, as well as all invoices, credit memaos, freight or express bills, etc., are to be
forwarded without delay to the Business Office to expedite payment. Partial paynecauisherized to take

advantage of cash discounts offered for prompt payment when it results in savings to the college or if such payment
serves the best interest of the college.

BLANKET REQUISITIONSI Requisition/PO Form

A blanket requisition authorizeunspecified purchases from vendors, including the procurement card provider, not

to exceed a stated amount. A Requisition/PO form must be used for blanket requisitions. This type of purchase is to
be used in purchasing situations where the normal sitigui time rules are not practical or when using a college

issued procurement card. A Requisition/PO will be prepared with the appropriate information and approvals then
forwarded to the vendor. Blanket requisitions must be issued for a stated penoe and a definite amount of

money. Purchases made against blanket requisitions should be limited to supplies or services of small dollar value.
Equipment cannot be procured on blanket requisitions. Office supplies available from the campus beolktore

be an example of items conducive to purchase through the use of blanket requisitions.

JACKET FORMSI Requisition/PO Form

When it is not possible or practical to use the Requisition/PO procedure, a department may use Jacket Forms for
purchases madeA jacket form is used to process payment for goods and/or services when the normal
Requisition/PO procedure is not used. The t@acketrefers to the front page of a Requisition/PO form which

when accompanied by an invoice will be processed for payntermples of transactions in which jackets are used
include utility bills, telephone bills, club accounts, and payment made in situations where a Requisition/PO is not
possible or practical.

The Business Office monitors the use of invedt&ched jacks and may limit or suspend departments from using
jackets when the procedure is owrmsed or abused and/or it is in the best interest of the college to do so.

CHANGE ORDERS

If it is necessary to change a Requisition/PO, the department should provide details to the Business Office
who will in turn implement the necessary changes.

PARTIAL SHIPMENTS

If the department receives a partial shipment, a copy of the Requisition/PO and invoice noting the quantity received,
date, and signature of the cagéepurchaser should be forwarded to the Business Office. The original should be kept
by the department until the full order is received.

RECEIPT OF DAMAGED OR UNSATISFACTORY GOODS

If a shipment arrives with visible damages, the department employeel shsist that the freight bills be noted
ifiReceived in Damaged Conditiond and proceed with arran
representative. All boxes and packing materials should be saved until after the carrier has made an.ingpecti

case of damage made to a parcel post delivery, the local Postmaster should be contacted followed by written notice
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to the vendor with a copy sent to the Business Office. Defective merchandise or substitute materials should be
reported to the Busass Office by written memorandum. The memorandum should contain the department
supervisords report of the complaint and suggestions
decision to accept an offer of adjustment must be mutagliged to by the department supervisor and the Business
Office.

RETURNING MATERIALS TO SUPPLIER

Goods must not be returned without first securing permission of both the vendor and the Business Office. When
authorization is obtained, all shipping instfions should be followed and all shipping labels or tags should be
attached as directed by the authorization document. The requesting department should send the vendor a
letter/memo of transmittal, copy to the Business Office for authorization, whidhirxull particulars of each
returned shipment, including date, Requisition/PO number, and name of carrier.

RECEIPT OF MERCHANDISE NOT ORDERED

If unordered or unidentified material is delivered, the Business Office should be notified promptlshgimoents
are occasionally misdirected by vendors. The College will accept no responsibility for merchandise received except
when delivered in accordance with an official Requisition/PO.

COLLEGE AUXILIARY SERVICES AND STUDENT ACTIVITY ACCOUNTS

College axiliary services and student activities are authorized to use Requisitions/PO and/orattemibed
jackets for purchases.

CUSTODIAL ACCOUNTS (MONEY HELD FOR OTHERS)

The College places no restriction on the expenditures of custodial accounts. Rayithéiet processed on a Jacket
Form (Requisition/PO Form) as requested by authorized individuals.

TIME FRAME
The State of Oklahoma requires that obligations/bills be paid4gittays from the date of the invoice.

PROCEDURE FOR SOLICITING BIDS

Purchass of $5,000 to $25,000 in cost should be bid by soliciting a minimum of three providers of the item/items to
be purchased. Purchases of $25,000 or more must be competitively bid as indicated in the following procedures.
Purchases of $25,000 or more miagve approval of the MSC Board of Regents. Documentation of all information
is mandatory and includes:
a. Written description/specifications of the item to be bid which includes a list of suggested/potential vendors
T minimum of three. More vendors may &éded to this list by the Business Office.
b. Date, time, and location of the bid opening. Any special instructions for submitting a valid bid should be
included, i.e., préid conferences, tours of facilities, etc.
c. Budgeti appropriate source of funds cited
d. Notarized NorCollusion Affidavit.

Exceptions to these requirements may be made including, but not limited to, items purchased for resale, sole source
items, professional services, farm related purchases, purchases from other state agencggrataitems,

purchases made with 700 account funds and others allowed by Board policy. Questions regarding an exception
should be directed to the CFO.

a.Procedures for soliciting bids for items costing $5,000 or more but less than $Fd¥May be solicited in
writing or by telephone, both of which require the necessary documentation as citedlirahove.
b. Request for Solicitation of Written Bids.
1. Contact the Executive Assistant to the CFO to inform of the intent to bid.
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A bid number will be assigned and file set up at that time.

A bid request sheet will be provided and is to be completed and returned for review/approval and
solicitation.

After bids are received, the file will be returned to the person originating thestdquéheir review
and recommendation.

A vendor recommendation is made by the originating party to the CFO who will then approve or
forward thru appropriate channels for approval.

After approval a Requisition/PO with appropriate signatures should byrbifvean the originating
party to the Business Office. The Business Office personnel will assign the appropriate
numbers/coding to validate the Requisition/PO and then forward to the successful vendor unless
otherwise specified.

c. Request for solicitatio of Telephone Bids.

1.
2.
3.

Contact the Executive Assistant to the CFO to inform of the intent to bid.

A bid number will be assigned and file set up at that time.

A phone bid request sheet will be provided and is to be completed and returned by the origingting pa
with a vendor recommendation and appropriated documentation (see Statement on Bid Requirements)
to the CFO for review.

The CFO will approve or forward thru appropriate channels for approval.

A Requisition/PO will appropriate signatures should be fodedrfrom the originating party to the

Business Office. Business Office personnel will then assign the appropriate humbers/coding to
validate the Requisition/PO and forward to the successful vendor unless otherwise specified.

d. Procedures for solicitingompetitive bids for items costing $25,000 or more.

1.
2.
3.

Contact the Executive Assistant to the CFO to inform of the intent to bid.

A bid number will be assigned and file set up at that time.

Detailed written specifications will be requested from the origiggarty and should be submitted for
review and solicitation. A list of potential vendors should be included. Public notices will be placed in
local/area newspapers when necessary as dictated by law and will be charged to the same budget from
which the puchase is made unless otherwise noted or approved.

After bids are received, the file will be returned to the person originating the request for their review
and recommendation.

A vendor recommendation is made to the CFO who will then approve/or fothwardppropriate

channels for approval and then to the MSC Board of Regents.

Upon approval by the Board of Regents, a Requisition/PO with appropriate signatures should by
forward from the originating party to the Business Office. Business Office persaitiregsign the
appropriate numbers/coding to validate the Requisition/PO and then forward to the successful vendor.

All bid documents for items over $5,000 will remain on file in the CFO Office for a period of three years. Files
older than three yeawsill be moved to the designated administrative storage area.

Exceptions may be made to the requirements specified above with special permission and will require written
documentation for the requested exception. Exceptions include but are not linStad ®ource purchases and
purchases made in emergency situations.

Do

=A =4 =4 -4 -8 -9

Quick Reference GuidefPur chasing Dods and Dondt s

Follow established procedures to ensure timely payment of invoices.
Maintain appropriate and accurate records of your purchases.
Provide Federal Identification Number, address, and phone number of vendor.

Complete all necessary information on the Requisition/PO Form.
Check Requisition/PO form to ensure accuracy and completeness of information.

Follow established procedures to ensymar actions are legal.
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1 Follow established procedures to ensure accurate departmental account balances.
1 Ask questions before you do something.
1 Ask for help if you need it.
Donét
1 Promise payment in advance for anything.
1 Buy something then ask questions.
T Tedll competing bidders other bidderés price quotes ¢
T Split Requisition/PO6s in order to avoid bidding.
1 Attempt to spend more money than you have been budgeted.
1 Claim that all purchases are sole source.
1 Expect a bill to be paidithout presenting an invoice.
1 Forward receiving report/invoice to Business Office if you have not received product or service.
1 Request an estimated PO for $300 and make a purchase for $1500.

PROCUREMENT CARD PROCEDURE@®pdated: 14-11; Updated 08.316) *Exhibits referenced
in this section can be found on MSC FORMS listed as Pro Card Exhibits

Be advised, inappropriate use of the MSC ProCard including sgitting purchasesin
order to circumvent limits which is prohibited bylaw, will resut in disciplinary
action. Chargesresulting from inappropriate use or abuse becomethe persona
liability of theauhorized @rdholder. Personal use of the card can result in
disciplinary actionsincluding dismissal and a, criminal charmges.

The ProCardProgram hasbeen established in order to expedite the purchasing process. It isintended asan
option for small dollar purchasing or purchases lessthan$10,000. Larger purchases may be made by those
authorized to do so and will r eguire special arrangements by the Chief Finance Officer.

Each cardhasa shge/daily transacton limit aswell asa monthly transection limit. You will be informed
of your limits upon receipt of your card. Purchases should comply with theselimits aswell asthe amount
of your budget (total amount you have available to spend). It is your responsibility to makesure you do
not exceed the limits established.

ProCard items aregenerally due on the 18t of eachmonth. This day may fluctuate some depending on
weekends, holidays, etc. Failure to turn in information on or before the 18th of the month may result in
ProCardprivil eges being suspended!

Prohibited or Special Circumstance Items

Murray State College hasestablished purchasing policiesand procedures. The same purchasing
policies and procedures apply to purchases made with the ProCard. The products or services below
fall into categories of special risk,importance, oversight, or sensitivity. Generally, depatments may
not usethe ProCardfor these items:

Computer Systems and Peripherals (printers, label writers, monitors, etc.) i All technology
purchases must go through MSCIT.

M SC Bookstore or Murray on Mainpurchasesi A PurchaseOrder must be utili zed.
Equipment Rentalsi Theseusually require a contract to be signed. Only the CFO or President can
enter into contracts on behalf of MSC.

Fuel i Please note thatfuel is purchased through the useof MSC Motor Pool fuel cards.

Any purchasewhich supglier insistson written contract or agreement. Only the CFO or
Presdent can enter into contractson behalf of MSC.

Advertising i Mostadvertising is conducted through M SC Director of Communications or Human
Resources.
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Labor/Services/Consulting, etc. Theseusually require a mntractto be signed. Only the CFO or
President can aterinto contractson behalf of MSC.

Equipment Rentalsi Theseusually require a contract to be signed. Only the CFO or President can
enter into contracts on behalf of MSC.

Meals, Food, and Beverages

Generally, the purchaseof food and mealsis prohibited. The State of Oklahoma hasvery specific

guidelinesthat govern the purchaseof food. If food needs to be purchased, anemil requesting to do
so0 must be sent to the CFO for approval prior to the purchase Pleasemclude the purpose, estmated
amount to be spent, and budgget to be used. In addition, please do nat wait urtil you are at the
restaurant to askfor the exception. Cads have to be adjusted hrough our provider to allow for aone-
time food purchase.

1 MSC Athletic Department, pleasefoll ow your specific ProCard procedures.
9 For student mealswhen traveling on sod sponsored actiities, pleasefollow meal purchases
information inthe Travel secion below.

CashAdvances

Postage i Postage is handled through the MSC Media Center.

Persond Items

Exceptions may be made for some of the above items dependent upon the purposefor
which the purchaseis being made. Contactthe Finance & Administration Office for any
questions regarding exceptions.

ProCardfor Travel

Murray State College hasesteblished purchasing policies and procedures. The same purchasing policies
and procedures apply to travel-related purchases made with the ProCard. The travel-relateditems listed
below fall into categories of special risk, importance, oversight, or sensitivity. ProCardhaveto be
adjusted through our provider to allow for thesetypes of purchases.

No travel experses shdl be incurred on the MSC ProCard without first having a completed signed and
appoved Request Permisson to Travel form! If not, enployee may be lialde for unauhorized

charges.
U Lodgng

o] Generally, the purchaseof lodging is acceptable provided itis at the fistated rateor the official
desgnatedlodging of the meeting. It should exclude taxesif possble.

0 Ancillary items such asROOM SERVICE, ENTERTAINMENT, ADDITIONAL AMENITIES, etc. ae
STRICTLY PROHIBITED.

o] Reimbursable expenses will be taken cae of through the employee travel process upon return.

o] If circumstances warrant the need to purchaselodging on anM SC ProCard, prior approval must be received

from the CFO using the Requestfor Permission to Travel form.

Note: MSC Athletic Department, pleasefollow your specific ProCardprocedures.

i

Conference Registration

o If circumstances warrant (early bird discourt, etc.) the need to purchase registration on anM SC ProCard, prior
approval must be recaved from the CFO using the Requestfor Permissonto Travel form.

i

Airfare

0 Generally, the purchaseof airfareis done directly from a State-approved travel agency using a

PurchaseOrder.

0 In certain rae circumstances, purchases of airfaremay be made directly from atravel site or

airline. If the user wishes to purchasethrough theseother sources, prior approval must be
receved from the CFO using the Requestfor Permisson to Travel form.

0 A comparison showing that airfarepurchased directly using the ProCard nstead of the State-
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approved travel agency is cheaper must be provided.

U OtherTravel Expenses
0 The purchaseof othertravel relaed expenses(baggage, shuttle, parking, etc) is allowed in an
asneeded manner.
o If circumstances warrant the need to purchasetravel related items on anMSC ProCad, prior
approval must be received from the CFO using the Request for Permission to Travel form.

Note: MSC Athletic Department, pleasefollow your specific ProCardprocedures.

i Meals

0 The purchaseof employee mealsis prohibited Employeesarereimbursed based on per diem raes.

0 Thepurchaseof mealsrelatedto student travel suchasa fieldtrip, meeting, conference, etc. is
allowed.

o If circumstances warrant the need to purchasestudent mealson anM SC ProCam, prior gpproval must be
received from the CFO in writing. Pleaseemail CFO for permisson.

0 When turning in sudent meal-related ProCarditems, a listing with all student names traveling and receiving
meals must be included.

U CarRentalsi Theseusually require acontractto be signed. Only the CFO or President can eaiter into
contracts on behalf of MSC. Therefore, carrentalsareprohibited

Be advised, inappropri ate use of the MSC ProCard including sditting purchases in order
to circumvent limits which is prohibited by law, will resut in disciplinary action. Charges
resulting from inappropriate use or abuse becomethe personal liability of the authorized
cardholder. Personal use of the card can result in disciplinary actionsincluding dismissal,
and a, criminal charges.

Placing Orders

Orders may be placed by phone, on the web, fax or in person. Department personnel should always ask
for aneducational discount. All purchases are tax exempt; it is the cardholder &esponsibility to ensure
all appropriate salestax is deducted fom the amount charged tothe ProCard. A copy of the tax-exempt
document is provided with your card.

Reoord Kegoing

You ae responsible to keep auditable records. This includes retaining copiesof invoices, purchase
confirmations (such as for on-line purchases), price quotes, etc. Signed & dated copies of invoices and
recepts for products purchased with the ProCard alongwith a copy of the purchase order MUST be
forwarded tothe Business Office. Auditors will randamly pull transactons from the maintransadion list
and may visit the departments that made the purchaseto verify depatmental records.

Office copiesmust be retained for aperiod of two (2) years.This is very important!
Getting Started

PurchaseOrders

Prior to making any purchasewith your ProCard, you must have a blanket purchaseorder on file in the
amourt for which you expect to purchasewith your card. The vendor is J°P Morgan Chaseand the amount
should beless thanyour budget asyou may purchasesome items through the regular purchasng process
during the year. (Exhibit 1)

Logging Infor the First Time
Before you log on, you must first obtain your organization ID, user ID, and temporary pasword. If
you do not have this information, contact Dennis L. Westman.
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Thefirst time you log on, you must change your tenmporary passvord and esteblish your authentication questions. If
you do not, your acount is disablked. If you forget your password, you must answer your authentication questions
and request atemporary passwvord.

By default, your tenporary passvord expires after 90 days. The temporary password expiration period canbe
modified atthe organization level to expire at 120 or 150 days. If your temporary passvord expires, contact Dennis
L. Westmanto haveit reset.

1. Goto https://www.paymentnet.jpmorgancom

2. Enter the following atthe PaymentNet Login Screen:

Organization ID:

User ID: Enter your assigneduserID

Password: Enter your case-sensitivetemporary passvord

3. Selectthe iRemember by Organization ID&checkbox.

4. Click Log On.

5. After the messae displaysindicating that your machine hasbeen registered, click OK.

6. Enterthefollowing fieldson the i Bssword Setup: Change Passwor dsoreen.
a. IMPORTANT -- If you do not complete this setup, your login will be disabled ard you will need

to contact DennisL. Westman.

Organization ID:

User ID: Renter your asspneduser|D

New Password: Renter your case sensitivetemporary password

Confirm New Passwvord: Reenter your new password

7. Click Nex.

8. Click Finish on the Passvord Setup: Complete saeen.

9. Completeall five questions on the Select Authentication Questions screen. If you forget your
password, thesequestions will allow you to request atemporary passvord.

10. Click Sulmit.

Viewing & Querying Transactions
On the Transaction Manage screen, you will see the last 30 days of transactions by default.

1. To change the default 30 Day Query or Query on specific transactional data from the Transaction
Menu, selecQuery
2. Enter in the new query criteria. For example, you may want to view the last 90 days.
3. ClickProcess
4. To save this queryf future use:
a. Click theSave Queryink.
b. Enter in @Query Name
c. Click Save
5. To use this new saved query as your default view on the Transaction Manage screen:
a. Select th®ueryfrom the dropdown.
b. ClickSet as Default Qug.

Reviewing Transactions
Reviewand gpproval of ProCard traasactons should be done on a daily or routine basisby camdholders. (Exhibit 3)

Click on aTrarsadion ID.

Comparethe transaction details (e.g. anounts) with your receipts.

Checkthe Reviewed box.

Determine what Fund Account Number, ExpenseCode, and PurchaseOrder against which
transactons sould be charged.

5. Usethe dropdowns boxes for Fund Accourt Number, & Experse Code

a. For most departments using general operating budggets, you will select Furd 1 which iSE&G.

AWNE
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b. Selectyour account number from the dropdown box or you canbegin typing the first few digits.
c. Selectyour expensecode from the dropdown box or you canbegin typing the first few digits.

NOTE: If there areany questions about fund, account number, or expensecode, pleasecontact the BusinessOffice or
Administrative Services.

6. Typethe PO Numberin the relevant PO Box. Please note, each feld is required before clicking Save!

7. In the Notes box, provide a description of the purchase. This field will allow up to 3000 charaders.

8. Click Save.

Disputing Transactions
Note: Bebre you dispute a transaction, you must first attempt to resolve the issue directly with the merchant.

From the Transacton Menu, select Manage.

Find and click on the transaction.

Click Dispute.

Confirm your e-mail address is correct.

Choose the Dispute Reason from the drop-down box. PaymentNet will refreshand may require
additional field input.

Enter text in Additional Information about your dispute and click Save.

You cantrack the staus of your dispute on the All Transactbns Screen.

agkrwdhPE

No

The Statement

The college receives a central bill with all charges of all cardholders. Full payment must be made within
10 days. Transactons arerolled to the staement on the 15t of the month. Statements will be available

for downloading up totwo (2) businessdays following the 15t of each month. (Exhibit 2) You may also
receive a staement notification by email from JPMorgan (hase. PleaseDO NOT wait until you receive
the statement to reconcile.

Each trasection appearing on the statement should be documented with acopy of the Purchase
Orde(s), Trarsadion Notes, Studert-athlete rosters (Athletic ProCard users only), student acivity lists,
emails with exception permissons, aswell asthe related Invoices and forwardedto the Business
Office by the 18th day of the month.

Downloading & Printing the Electionic Statement

Up totwo BusinessDays after the 15th, go to Tramsadion Menu and seleciStatements.
Billi ng Datedropdown will default to the most recent cycle period.

Click Download Statemert.

A pop up box appears,displaying the statement in PDF format

Print a copy of your statement. Retain for your records.

arwNPRE

Falureto turnininformation onor before the 18th of the month may result in
ProCard privilegesbeing suspended!

Submission Sequence

Helpful Hints

APleasebe sure to retain copies of all items submitted to the BusinessOffice.

APleasebe sure to SIGN and DAT E statement, student-athlete roster (Athletic ProCard users only),
transaction notes, and invoices.

AA copy of the completed purchaseorder(s) must be included with the submission. This means all
approvals havebeen obtained and are listed at the bottom.

All ProCard-related documents submitted to the BusinessOffice hould be in the order li sted be ow.
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ProCard Satement (OPTIONAL)

Transaction #1 Note Page

Invoice for Transaction #1

Supporting Documentation (Trave Related)

Copy of current student-athlete roster (Athletic ProCard users only)

Copy of student list (Student Activity Meal Purchases only)

Copy of PurchaseOrder for Transaction

** Any email (s) from CFO approving exception purchases such as food, etc

O O 0O O0OO0OO0OO0oOOo

€ And continue in the same sequence for each individual ProCardtransaction listed on the statement.

For every change in budget/PO, stop, group items, and staple#utkiet together using the sequence above. If you have anothg
budget/PO, group those items together and staple using the sequence above. Repeat the steps as necessary for each chag
budget/PO.

Cudomer Service

JPMorgan Chaseds 24-hour customer service team is available for assistaice at 1-800-270-7760 or by
using the number on the backof your cardwith:

Reporting Lost/Stolen Cands

Balance Inquiry

Disputes Assistaice

Fraud Inquiry

Declined Cards

Lost Receipts

For questons about the MSC ProCard, pleasecontact Dennis L. Westmanor the Business

Offi ce at procard@mscok.edu.

E I ]

Athletic Team Travel

Overiew

Unlessspecifically outlined in this section, all existing MSC ProCardprocedures apply to the use of the
ProCard for athletic team travel. Pleasenote these procedures only apply to MSC ATHLETIC USERS.
Non-athletic users pleasedisregardthis section.

Important Information
Murray State College hasestablished purchasing policiesand procedures. The same purchasing policies
and procedures apply to purchases made with the ProCard. Becauseof the nature and s@pe of athletic
teamtravel, it is necessay to allow select caegories of purchases that, through normal business
procedures, are traditionally excluded. For athletic team travel, the following goods and services may be
purchased using the M SC ProCard:
[l Lodging reldedto team travel
0 Student lodging costsSHALL NOT exceedset Staterates.
Mealsrelated to team travel
0 Student mealcosts SHALL NOT exceedsetper diem rates.

IMPORTANT i For guidance on allowable amounts, please contact the Office of the VP of Finance &
Administration.

All other goods and services areprohibited from being purchased through ProCards issued for athletic
team travel. Exceptions may be made dependent upon the purposefor which the purchaseis being made.
Contact the Finance & Administration Offi ce in advance prior to making any purchasesoutside of the
itemslisted abovefor any questions regarding exceptions.

Please note that fuel is purchased through the use of MSC Motor Poal fuel cards.
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All other guidancereferenced in the current MSC Procurement Card(ProCard) Procedures remains intact.

Current Team Rogers

As part of the ProCard submission process a curr ent student-athlete roster mustbeincluded each time
the ProCard is used for athletic team meals. The number of meals purchased shaild not exceedthe
number of student-athleteson the current roster for that game.

This is not optional! Failure to provide this may result in ProCardprivileges being suspended.

Athletic Employee Travel

The employee portion of teamtravel (per diem, lodging, etc.) must be submitted, procesed, and paid through
Employee Travel procedures.For complete details,pleasereferto the related ction inthe MSC Pdicies&
Procedures manual.

Be advised, inappropriate use of the MSC ProCard including spitting purchases in order to
circumvent limits which is prohibited bylaw, will resut in disciplinary action. Charges
resulting from inappropriate use or abuse becomethe persond liability of the auhorized

cardholder. Personal use of the card can result in disciplinary actionsincluding dismissal and
or, criminal charges.

Note: For all Sample Exhibits and Tips and Tricks please see MSC Forms to obtain a full copy of all documents.

EMERGENCY PURCHASES

Procedure

Emergency purchases require an Emergency Purchase Affi@awtrion$. When the need for services and

materals requires immediate action, every effort will be made to give immediate attention to get orders placed with
a satisfactory vendor. Emergency orders are made when an emergency exists including dangerous situations that
threaten the peace, health, oresgfof people or property.

Board approval is required for purchases over the amounts specified in the Procedures for Soliciting Bids.

PURCHASES from STATE WIDE and OTHER CONTRACTS

Procedure

Departments ar e enc o uesahbishal bytle State @entfalPtrehasmg Divsiantwhemever O
departmental needs can be served adequately and economically. Other college and university contracts may be used

as a fistate contracto as well a s ativef féderal coptraatscelcaWhem g con s «
using an existing contract, the contract name and number must be included on the Purchase Requisition.

W. SAFETY AND SECURITY

Policy Statement (Board Approval Date: 03/22/11)

Campus Public Safety Policy: Collegmployees and students will promote safety on campus. Campus
Police, as provided for in 74 OS 1991 Sec. 36386.21, will assure security. It is acceptable to hire the
most qualified applicant on a conditional appointment and require completion of TOC&iffication within
six months of appointment as provided in 70 OS Supp.2006 Sec. 3311;

117



CHAPTER VI :
ADDITIONAL POLICIES AND PRO CEDURES

Procedure

1. Crisis Management: Crisis Management is an expansion of the emergency procedures established for the
College. Itinvolves agencies external to @alege and a population served that is external to the
College

2. Emergency Procedure€mergency procedures are established for the College. These procedures are
distributed to all fultime employees by-mail and are in this manual. In the evenanfemergency,
contact the office and/or agency to which the document directs you. If additional information is needed,
contact one of the following:
a. Campus Policé 580-387-7134
(I'f after hours, contact Camp WfficeRtdcBOB78-2691Y)i a t he J
Vice President for Student Affaiis580.387.7131
Chief Academic Officei 580.387.7181
Chief Financial Officer 580.387.7121
ChiefFacilitiesOfficer i 580.387.7311

cooo

3. Emergency Preparedness:uivhy StateCollegehas & emergencypreparednesglan and methods for
crisis interventiodocatedin theP r e s i d e n fThissnfonktibri isakso available through the MSC
Web site(www.mscok.edu)

4. Campus Police: Campus Police are responsible for the safety of all persons and for the protection of
state anc&uon campus. Campus Police are a certified in the state of Oklahoma as defined in Title 70,
Section 3311 of the Oklahoma Statutes. The rb@ampus Police will fall within the domains péiblic
safety,law enforcement, fire protection, and parking and traffic. Some specific duties include: patrolling
of the area surrounding residence halls throughout the night and enforcement of fireqreoractices.
They are also responsible for enforcement of traffic and parking regulations and assisting college
personnel in the enforcement of college rules and regulations.

Campus Police are on duty during scheduled hours and may be reached dueggldrevorkday
by calling the Campus Police 380-387-7134 Between the hours of 5:00 p.m. and 8:00 a.m., call the
Johnston County 869, randfthéydwdl radd iffornateon ta the Campls Police.

The MSC Campus Police work closelythvstate and local law enforcement authorities. Violations of
criminal laws are reported to the Campus Police and to appropriate authorities in accordance with
generally accepted reporting standards. Violations of criminahtavweported to th®irector of

Resident Lifevia the MSC Incident Report form (availalda the MSC CommondMSC Forms). When

such violations are violent crimes (murder, rape, robbery, aggravated assault) or when such crimes are
burglary, motor vehicle thefts, weapons possessipppssession of a controlled dangerous substance,
the violation will be reported to appropriate law enforcement agencies, charges filed, and other
procedures followed as required by state and federal Laws.

In addition, internal administrative procedureB e followed. The administrative findings may
result in sanctions against the offending students according to the MSC Student Handbook. Students
may be suspended pending the implementation of due process when circumstances warrant. Criminal
charges gainst a student on or off campus may result in suspension when in the judgment of college
officials the individual poses a threat to the safety of himself/herself or the safety or functioning of the
campus community.

Nonviolent crimes such as liquor lavolations and traffic violationarereported to th®irector of
Resident Lifevia the MSC Incident Report form. These violatianshandled according to
administrative procedures except in the case of repeat violations or when in the judgment of college
officials, the severity of the situation requires charges be filed according to applicable criminal laws.

5. Parking and Registration of Privately Owned Vehicles: All employees are subject to the same parking
regulations and restrictions as students anstmagister any motor vehicle used on campus. There is no
charge to employees for the hangtag parking permit. Several areas on campus are designated
handicapped parking. Eligible persons must obtain a handicapped parking sticker to legally park in those
areas.
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6. Accident and Incident Report: In the event an employee has an accident while at work, or off campus
but on college business, which necessitates a physician's care, the Human Resources Office must be
notified immediately. Within 24 hours, the elmpee must provide the Human Resources Office with the
information necessary for filing a workersé compen
If the accident/incident, does not necessitate immediate physician's care but might require such care
at a later date, an MSC IncideéRéport form should be sent to the Administration and Finance Office. If
a physician's care is required at a later date, the employee must then notify the Human Resources Office
and provide information for t he awamplhkyeerisp@seto mpensat
when an accident or incident occurs involving anyone other than a college employee, he/she should send
an incident report to the Human Resources Office.

X. SEXUAL RELATIONSHIPS
Procedure

1. Definitions:

a As used in this procedure, the terms Afacultyd o
College.

b. The terms fistaffodo or fAstaff memberso mean all em
and noracademic administrators as well apeawisory personnel.

c. The term Aromantic or sexual relationshipodo is in

collegial or professional relationship.

2. Faculty/Student Relationships:

a. Within the Instructional Context: It is considered a serlmasch of professional ethics for a
member of the faculty to initiate or acquiesce in a romantic or sexual relationship with a student who
is enrolled in a course being taught by the faculty member or whose academic work is being
supervised by the facultyember.

b. Outside the Instructional Context: Romantic or sexual relationships between faculty members and
students occurring outside the instructional context are discouraged. A faculty member who fails to
withdraw from participation in activities oredisions that may reward or penalize a student with
whom the faculty member has or has had a romantic or sexual relationship will be deemed to have
violated higher ethical obligation to the student, to other students, to colleagues, and to the College.

3. Staff/Student Relationships: Romantic or sexual relationships between statiudedts are strongly
discouraged, and in cases where the staff member has authority or control over the student, prohibited. A
staff member who fails to withdraw from parpaition in activities or decisions that may reward or
penalize a student with whom the staff member has or has had a romantic or sexual relationship will be
deemed to have violated Higr ethical obligation to the student, or other students, to colleaane)
the College.

4. Previous Relationships: Previous relationships of a romantic or sexual oatureing prior to and
ending before the professional/collegial student/faculty or student/staff relationship would not be subject
to these guidelines.

5. Disciplinary Actions: If one or more allegations are proven correct, disciplatigns against
employees include but are not limited to: warnings, reprimand, demotion, suspension, or dismissal.
Disciplinary actions against students niaglude but a& not limited to: warnings, reprimand, probation,
suspension, or expulsion.
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Y. SOUCITATION

Policy Statement (Board Approval Date: 03/22/11)

Solicitation on campus is allowed only as provided for in established procedures.
Procedure
1. Solicitation: Solicitatioron campus is allowed only as outlined in this chapter.

2. Definition: Campus solicitation is defined to include the selling of goods or services, political activities,
religious activities, military and college recruitmentstaos, handouts, and group membership canvasses by
any onrcampus or oftampus individual or group.

3. Guidelines:
a. Private business or solicitation may not be conducted on College property except:
1. When a student organization has requested a plartiervice and such service is directly
relevant to the stated purposes of that organization, or
2. When the activity serves to promote the educational mission of MSC.
b. All requests are subject to the approval of the Vice President for Student Affdinwst meet the
following conditions:
1. Anyone wishing to solicit on campus must be approved 48 hours in advance of the activity by
the Vice President for Student Affairs.
No disruption of traffic, either vehicular or pedestrian, is involved.
Funds derived from activities must be used for purposes consistent with the goals of the
organization.
Campus mail may not be used.
Requests must be approved 48 hours in advance of the activity.
Activities held on the College campus must be restritdedspecified and acceptable area.
No employee or student is compelled to participate or suffer reprimand for not participating in
solicitation.
c. The following additional guidelines governing-oampus political activities must be followed:
1. General postings on campus or in buildings of handbills, cards, banners, etc. are prohibited.
2. General handouts on campus grounds adjacent to buildings or in buildings are not permitted.
3. The use of mobile or stationary amplified sound systems fotiqgadlpurposes on campus
grounds and streets is prohibited.
d. In order to avoid over saturation of the students, the following limitations for solicitation by outside
groups apply:
1. Religious organizations one day per semester per denomination.
2. Military organizations one day per semester per military branch.

wn

No ok

Z. SPEAKER

Policy Statement (Board Approval Date: 03/22/11)

The Board respects the rights of employees and students, including the right to academic freedom in
discussion and presetita of all sides of an issue and the right to invitea#mpus speakers whose ideas
differ from those of Board members or the administration of the College.

Procedure
As there is no absolute right to assemble or to make or hear a speech at any time or place regardless of the

circumstances, content of speech, purpose of assembly, or probable consequences of such meeting or speech,
the College recognizes the possibilifyiolence, damage, etc. and will follow the criteria listed below:
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1. Criteria for Inviting Speakers to Campus: It is not the intent of the College to bring anyone to campus
who advocates the following:
a. The violent overthrow of the government of theitdd States, thstateof Oklahoma, or any
political subdivision thereof.

b. The willful damage or destruction, or seizure and subversiom f t he i nsdardothet i onds b
property.

c. The forcible disruption or impairment of, or interferencewjt t he i nstitutionds reg
classes or other educational function.

d The physical har m, coercion, i nti midati on, or ot

employees or students.
e. Other campus disorders of a violent nature.

2. Decision on Inviting Speakein determiningwhether to approve or not approve inviting a speaker, the
appropriate Vice President may consider all relevant fac#decision will be made by the appropriate
Vice President, and if the Vice President hag question, he/she may contact the President of the

College.

AA. TRAVEL ON COLLEGE BUSINESS

Policy Statement (Board Approval Date: 03/22/11)

Expenses for travel on official college business will be reimbursed as allowed by state law.

Procedure

1. Travel and Professional Improvement
a. All travel expenses folodege business for which reimbursement is desired must be authorized in
advance and approved on official forms. For any trip, all employees must submit a Travel Request
form (availableon the MSC CommondMSC Formg. Requests for istate travel should be
submitted at least five working days in advance. -@igtatetravelrequestshould be submitted at
least one month in advance if possibRersons must not leave the campus prior toipeoé
approval for any trip.

1.

Employees are encouraged to take advantage of professional improvement opportunities

whenever possible. Attendance at meetings of a professiopedvement nature is encouraged

when such attendance can be arranged sotas materially interfere with routine duties.

Conditions covering the use of travel funds are as follows:

a. The allocation is made to the division.

b. It will be the responsibility of the area supervisor to coordinate the plan for using thdse fu
in his/her area. It is not intended that the funds necessarily be prorated equally within the
area. It may be that the area supervisor will decide to send some personnel to more distant
meetings one year, and others the following year.

c. Request foreimbursement of expenses under this allocation should be submitted on the
regular travel request form, which must be approved prior to travel.

d. Absences which conflict with work assignments must be cleared with the area supervisor.

2. Travel Laws- Reimbursement Rate Provisions
a. General Provisions

1.

Only the actual and necessary expenses of a traveler in the performance of official duties will be
reimbursed. If meals and lodging at a meeting, workshop, or other objective of travel are
furnisheal as a package plan, reimbursement may be made based upon a receipt, but at a daily
rate not to exceed the total daily rate provided in the State Travel Reimbursement Act. No per
diem reimbursement for medtsmade for periods of less than overnight élastatus. Travel

status for the purpose of meals and lodggefined as absence from the employee's home area
and/or official station area while performing assigned official duties. Reimbursement for meals
and lodging on oubf-state tripsgloesnot kegin more than 24 hours before or continue more

than 24 hours after the objective of the trip; such as, a meeting, workshop, conference, etc.
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b. Lodging

1. Reimbursement for overnight lodgindnike in official travel statusnay be made (a receipt from
ahotel, motel, or other public lodging place must accompany claim) at the current rate approved
by the state. Current rates may be viewed on the folloWiab site: www.policyworks.gov/perdiem

2. Thelodging receipt accompanying the claim for reimbursement in one of thaf-stdte, high
rate geographical areas must indicate the location of the public lodging place. If the receipt does
not indicate the public lodging place location, the higher lagigatteis not paid.

3. State employees attending meetings, workshops, conferenceahéth.are conducted at a
designated hotel, motel, or other public lodging plaeFeimbursed the actual lodging expense
not to exceed the singleccupancy room rate charged. A receipt and documentation of the
designation must accompany the claim for reimbursement.

¢. Meals and Incidentals
1. A standard reimbursement for meals anddantal expenses per day, while in official overnight

travel status, is authorized at a rate not to excegdmirates established by thats of
Oklahoma. Current rates may be viewed on the following website:
www.policyworks.gov/perdiem

2. In computing reimbursement for meals, a daa period of 24 hours. Reimbursement for each
1/4-day (6 hours) or major fraction thereof (more than 3 hours) may be made at a rate not to
exceed the rate establisheylthestateof Oklahoma for partial day reimbursement and will be
calcubtedbased on the per diem rates for the travel location. Current rates may be viewed on
the following website:www.policyworks.ge/perdiem NOTE: Reimbursement for meal
expenses continues to be based on overnight status for travel. Any meals provided, excluding
continental breakfast, must be deducted from the per diem. An agenda should be submitted.

d. Transportation:

1. In-Stae: Travel by a privately owned vehicle may be reimbursed at the curreinbptateved
rate, based on the distance set forth in the latest Transportation Commission road map. Vicinity
travel must be entered on travel claims as a separate item. Traedrdgd, bus, or other such
public conveyance will be reimbursed at a rate not to exceed the normal charge of such
conveyance, and in no instane# the rate exceed coach airplane fare.

2. Outof-State: Regardless of the mode of travel (inclugirigately owned vehicle),
reimbursement for owtf-state transportation costsnot exceed that of coach airplane fare.
Except, travel by commercial airline on a ficdass basis may be reimbursed if coach class is
not available within a reasonable tirued is justified by attachment to claim. Claims for
reimbursement for transportation by a commercial aidireto beaccompanied by the
passenger6s duplicate ticket or other airline
accommodations.

3. Local Transportation: Taxicab fares in state will be reimbursed only upon justification as to the
necessity for their use. Local transportation costs incurred durirgf-@tate travel may be
reimbursed on the basis of an itemization of such costs. Reserbant for leased or rented
automobiles outside of this stdte official statebusinesss restrictegsubject to thedvanced
approval of the agency head or authorized designee and must be supported by a receipt
indicating miles traveled.

e. Miscellaneus Expenses: Reimbursement claimed for miscellaneous travel expenses, such as
communication charges and registration fees for attending workshops, conferences, etc. must be
itemized and supported by a receipt.

1. Reimbursement for communication chargesuimed during irstate travel must be justified as
to the necessity.

2. Reimbursement claimed for necessary parking and turnpike fees incurred for the use of a
privately owned automobile for official state business must be itemized.

f.  Grant Program/Contca Travel In lieu of foregoing reimbursement rate provisions, the Senate Bill
#243 enacted by the Regular Session of the 1985 Oklahoma Legislature, provides: "Per diem
payments, travel, and other actual and necessary expenses may be paid if sarted foran any
contract or grant.'The State Budget Office has interpreted this section to miglmmies received
by a state agency from outside sources under the conditions of a contract or grant agreement entered
into by the agency under state statytanthority, may be expended to pay actual and necessary
reimbursement of per diem (subsistence) cost, transportation cost, and other miscellaneous travel
expenses. However, if the contract or grant agreement simply provides that the funds reeived
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or may be expended and accounted for in accordance with the laws applicable to other state funds,
and does not specifically provide otherwise, then reimbursement exceeding the rates established by
the Sate Travel Reimbursement Act is not made.
Travel ofStudent Groups:
1. Student groups taking trips are as follows:

a. Those representing the Colleg&xample: athletic teams, music performers, cheerleaders, etc.)

b. Student clubs and organizationgxample: Professional Business, Phi Theta KaBpaial Science Club,
etc.)

c. Classes and curricular group&xample: biology class field trip, etc.)
2. All student activity trips must be cleared by the appropriate supervisor. Club and organization

trips will generally be approved if:

a. Appropriate sponsorship is arranged;

b. Transportation is available;

c. Conflicts with the academic program or other activities are avoided; and

d. Goals, purposes, arrangements, and other features of the trip are congruethewith
educational program of MSC.

Travel and Claim Procedure&mployees who travel on College business should use the following
procedural steps for approved travel reimbursement. Exceptions are made only when and if it is in the
best interest of the Uege.

a.

Travel Approval: Employees mustubmit a completed Travel Request foravdilable on thé1SC
CommongMSC Forms) to theisupervisor for approval. The form must be submitted in a timely
manner. Pay close attention to the dates and timgepafrture and arrival. istate travel requires
only the signature of the Vice President/supervisorofgtate travel requires the signatures of the
supervisor, Vice President, and President

Travel(including travel with students and employee tratieht exceeds regular work time for ron
exempt employees would be considered overtikivdile traveling only those hours spent traveling
during the employee's normal working hours are included in the hours wonkesk the employee

is performing work dung the travel. Employee must be engaged in work activity while traveling to
be acknowledged as hours workeZiomp Time at the rate of oradone half hours for each hour
worked will be earned.

Upon Return: Submit the approved Travel Request fdlang with the Travel faim form

(available orMSC CommondISC Formg to the Administration and Finan€ffice, including the

following documentation where applicable:

1. All receipts for items such as lodging, parking, shuttle services, etc. (meal remedptet
necessary because they are covered with per diem).

2. Copy of the meeting agenda.

3. Document that identifies designated lodging place and number of meals provided. (If lodging is
not designated, thegligibility for reimbursement iat the applicabletate rate.)

Issuance of Reimbursement Check: The claimant will be contacted Bgthiaistration and

FinanceOffice to pick up the checlis soon as it is available

Helpful Notes:
a. Lodging: While attending a meeting or confererameemployeenay choose to stay in a hotel that

is not designated lodging as long as it is less expensive than the designated hotel. In this event, the
lodging reimbursemers at the designated state rate. An overflow hotel (designated as such for the
meeting or cordrence) may be used when the designated hotel is full. If documentation is provided
showing that the designated conference or meeting hotel is fulliseadionwas made ta

designated overflow hotel, reimbursement will be for the total cost of theduatemmodation.

Airline: Stateapproved travel agencies are to be utilized when purchasing airline tickets unless the
ticketcan be purchaseat a savings through another source (cost comparégensquired).

Approved travel agencies for this ai@@: All Seasons Travel in Durant, and Classic Travel in Ada
(subject to change). Tistatepreference for oubf-statetravelis to fly; howeverdriving is allowed

if it is cheaper to do so, orii&imbursement for driving equal to the lesser of th&o costs (flying

or driving).
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BB. TOBACCO USE ON CAMPUS

Policy Statement (Board Approval Date: 03/22/11)(Updated: 08/22/11)(Updated: 04/01/12)

In order to protect the health of students, faculty, and staff of MSC, and in order to maintain the appearance and
attractiveness of the buildings on the campus, tobacco is not allowed in any building or on the grounds of Murray
State College.Definitions: Tobacco use includes, but is not limited to, the carrying by a person of a cigar, cigarette,
pipe, or other lighted smoking device or the use of smokeless tobacco including snuff, chewing tobacco (including
chewing on an unlit cigar or other tobaccoguct), smokeless pouches, or any other form of kemsie smokeless
tobacco.

The Oklahoma Smoking in Public Places and Indoor Workplaces Act, 63 O.81583111525,et seq, requires

Murray State College and its constituent agencies to adoptgsolegulating smoking in facilities owned, leased, or
under their control. The Act prohibits the possession of lighted tobacco in any indoor place used by or open to the
public, public transportation, or any indoor workplace, except where specificallyeallby law. In accordance with

21 O.S. 81247, all campuses, buildings and grounds, or portions thereof, owned or operated by an institution within
The Oklahoma State System of Higher Education may be designated as tobacco free, including smokingegs smokel
tobacco, by the institution upon adoption of a policy stating the tobacco restrictions for the institution and an intent to
enforce the penalty for violations as set forth in subsection N of 21 O.S. §1247 effective November 1, 2010.

It is the intent ®Murray State College to promote the health, weling and safety of all students, employees, and
visitors. As such, Murray State College is designated as a tofraecenvironment. Smoking and the use of all
tobacco products are prohibited. This pobgplies to all nodeased buildings and grounds owned or under the control

of Murray State College, including any housing or residence facility owned, operated, or managed by the College.
Effective August 6, 2012 Tobacco use is prohibited in all vehae®ed, leased, or under the control of Murray State
college, the State of Oklahoma and all its agencies and instrumentalities including those that provide public
transportation.

This policy states the intent of Murray State College to maintain a tofr@ecoampus and states its express intent to
enforce the penalty for violations in accordance with subsection N of 21 O.S. 81247 using officers commissioned
under the provisions of 74 A360.18 and the Boardb6s reg!

Procedure

1. Murray State College will not accept donations, gifts, money, or materials intended to promote the use
of tobacco or participate in any type of services that promote the use of tobacco.

2. Signage will by posted by the Physical Plant as appropoidtéorm employees, students and visitors of
policy provisions.

a. ABreathe Easyo signs wild.l be placed on all c
b . ATobacco Free Campuso wil/ be clearly posted
c. No ashtrays will be provided on carspu

3. It is prohibited to sell tobacco products or advertise the sale of tobacco prodGoitegeproperty.

4. Littering the campus with remains of tobacco products or other disposable products is prohibited.

5. Organizers and attendees at events (meetings, conferences, lectures, cultural events and sporting events)
using MSC facilities are required to abide by the policy. Organizers of such events are responsible for
communicating the policy tot@ndees and for enforcing this policy.

6. Courtesy and consideration will be exercised when informing others unaware of and/or in disregard of
this policy.It shall be a violation of this policy for any person to discriminate against any
individual because the individual has opposed any practice made unlawful under this Policy, or
because the individual has made a complaint or has assisted or participated in any manner in an
investigation or proceeding under this eyl

7. A complaint against an offender, who fails to respond to a request by another, as noted in Item 6, may be
referred to the campus police department for completing an official signed complaint. Appropriate
corrective action wi be taken for an offender. In addition to appropriate corrective action by the
institution, any commissioned law enforcement officer may issue a citation in accordance with the
I nstitutionds Tobacco Use Policy.

8. Murray State Codige reserves the right to change this Policy and Procedures or any portion thereof at

124



CHAPTER VI :
ADDITIONAL POLICIES AND PRO CEDURES

any time without prior notice.
Employees and students wishing to participate in tobacco cessation programs are referred to the Oklahoma Tobacco

Quit Line (1.800QUIT.NOW or 1.800.784.8669), the American Cancer Society, the American Lung Association, and
the American Heart Association.

CC. USEHALTERATION OF COLLEGE PROPERTY

Policy Statement (Board Approval Date: 03/22/11)

Murray State College is a pubiiestitution of the Oklahoma State System of Higher Education. Therefore:
the use of allege propertynustbe directed toward the fulfillment of the official functions assigned to the
institution; and the use otollege propertynustbe in acordance wittapplicable laws,tatutesyegulations,
and established College procedures.

Procedure

1. Use of College PropertyThe following guidelines are to be followed in the use of Colegeed

property:
a. Properties that are classified as auxiliary enterprisetodre used at the expense of those granted
aut horization to use the facilities at the estab

enterpriseso are entiti esupponpirgbasis@idaripfprtnehe i nst it
purpose of mviding services to students, staff, and faculty that are not provided by the educational
and general operations of the institution. The general public may be served by some auxiliary
enterprises. Examples of auxiliary enterprises are residence hailtg, katls, student unions,
bookstores, student activities, motor paat,.

b. Properties that are classified as educational facilities may be used-pyafiborganizations; by
community groups for educational services; by students and employees foculivical
entertai nment, and/ or educational pur poses; and
facilitiesd are those possessions of the instit
funds includingfederal andtate appropriadns, which are designed primarily for educational
purposesndsupported and maintained through the educational and general budget.

c. Where fees are assessed, collections are made, or other types of admissions are charged in the use of
Collegeproperty/facilities, the person or persons responsible for the event must satisfy the College
that the norprofit stipulation of this policy is honored.

Activities that make use of College property/facilities must be open to the general public and

must beavailable to all persons on an equal basis regardless of race, color, national origin, sex, age,
religion, handicap, or status as a veteran.

u

2. Use of CollegeDwned Vehicles and Equipmentehicles and equipment owned by MSC are not to be
rented or loanetb external entities without prior written approval of the President or his/her designee.
a. Driver and Vehicle Standards for Motor Pool Vehicle Use:

1. Eligibility: Any state employee who has been ticketed for two or more at fault accidents while
driving a College vehicle or his/her own vehicle during an#shth period is not eligible to
drive a state vehicle and iamgemaentplan. istateRiskb|l e und
Management reserves the right to ensure for liability insurance only those state employees or
volunteers it deems insurable. To facilitate this right, Risk Management may request Motor
Vehicle Records from the Department of Rulsafety. Any information found on the report
that may be negative toward the driving record of the individual employee or volunteer driver
may be cause for Risk Management to determine said indivéduainsurable. Negative
driving record informatie  woul d i nclude but not be | imited t
DUI 6s, excessive tickets, etc.

2. Liability Responsibility: In the event of a loss involving an uninsurable individual operating a
college vehicle, Risk Management will refuse to paysfiech loss(es) out of the Risk
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Management Comprehensive Risk Pool. Losses incurred under such conditions will be borne
by the individual driving the vehicle.

b. Requirements for Motor Pool Vehicle Operation: Following are requirements for motor pool vehicle

operation;
1. I ndividual must have a valid driverds | icense.
2. Driver will use vehicle only for state or other covered entity business within the scope of the

driverobés employment/ authority.

Driver will wear his/her seat belt.

Driver will observeall traffic laws.

Driver will not allow an unauthorized occupant to drive or ride in the vehicle.

Consumption of alcoholic beverages or narcotics prior to and/or during the operation of a motor
pool vehicle is prohibited.

7. Smoking is prohibited ilCollege vehicles.

o0k w

c. Occupant Restriction for Vans: At no time is the number of occupants in the large College vans to
exceed nine persons, including the driver, for safety reasons.

Use of College Telephones: The Coll egebds telephon
college business. In the everpersonalong distance calnustbe made through the campus telephone
system, it must be charged to another number, i.ga,lemyee 6s home phone, <calling

card, collect call, etc. Personal use of college cellular phones is prohibited.

Telephone Securitylf studentgyainaccesdo an employee's telephdnellular phondor unauthorized
use, it is the responsibility of that empleye

FAX Machine: The College has a FAX machine located in the Administration and Finance Office. The
FAX number is 58871-9844 and charges may apply.

Copy Machines: Use copy machines onlyen necessary. Cost of the copy machines is on a per copy
charge. Any decrease in usage will decrease cost. The copy machines are for college purposes, and
personal copying should be paid by the individual.

Computer Use: College computer equipmenmt aetwork systems are to be used for college business.
Additional procedural information is available in the Information Technology section of this manual.

Alteration of College PropertyAlteration, repair, and/or restoration of College property (itesl,

grounds, etc.) may only be done by individuals authorized and approved by Facilities
ManagementAlteration of College property without prior written approval from Facilities Management

is prohibited. Any individual responsible for unauthorizeltiesation of College property is subject to
disciplinary action and will be held personally responsible for all costs related to the repair/restoration of
the affected facility/area.

DD. USE OF MSC LOGOS

Procedure

The MSC logos are to be used for official College business. Employees of MSC may utilize the logos for College
related items such as business cards, banners, signs for floats, etc. Students are prohibited from using the MSC
logos, except as authorized aypropriate MSC personnel for Collegdated activities such as spirit signs for

athletic games or Student Government Associagjponsored events, signs on floats for homecoming, signs at club
events when approved by the College sponsor, etc. No charggebe made in the structure, format, or colors of

the logos without prior approval from tiReesident When in doubt as to an appropriate use of the logos, questions
are to be relayed to the Vice President for Student Affairs.

EE. VIDEO SURMEILLANCE
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Procedure

Murray State College aims to provide its community with a secure environment, which is enhanced by using video
surveillance systems (VSS) technology to monitor its campus. The College is also sensitive to the privacy and
freedoms oexpression and assembly of members of its community. As a result this procedure limits the use of
approved equipment and the circumstances in which recorded material may be released. VSS technology is not
intended to be used as a tool for routine perfomaananagement of College employees. Areas that handle currency
will be monitored by the appropriate Administrator for the safety and security of those employees.

Due to the extreme sensitivity of VSS, accesalittySS equipment is controlled and limitemFul-Time Campus

Police Oficers, or the Vice President for Student Affairsdesignee. The IT Director or designeaymccess the

VSS equipment for routine maintenance, upgrades, or camera positioning. Retrieval and viewing of any surveillance
footage will only be viewed by a Campus Police Officer. VSS operators must be trained and supervised in the
responsible use of surveillance technology, including the technical, legal, and ethical parameters of such use. Such
standards prohibit the targeting aflividuals based upon perceived individual characteristics or classifications such
as race, gender, ethnicity, sexual orientation, disability, or moral character. In addition, operators must not
continuously observe people engaged in intimacy in publasare

Requests for release of recorded data must be approved by the Vice President for Student Affairs through the
Campus Police. Data directly related to a criminal investigation, subpoena, or arrest must be documented and
accompanied by an incidergport. Information obtained in a manner that is in violation of this procedure must not

be used against a MSC community member in a disciplinary proceeding. Violations of any aspect of this procedure
may lead to employment, civil, or criminal action.

FF. WEATHER (INCLEMENT WEATHER)
Procedure

To assure that students, faculty, and staff are notified as rapidly as possible when inclement weather
conditions exist that necgitate emergency cancellatidelay of classesr closing of campyshe following
procedures have been established:
1. Notification: When class cancellatitoielayor campus closingn the basis of hazardous driving
conditions is in question, the President, after consultation with staff, will determinbenlottsses
should be cancellédelayedor whethercampus should be closedf it is determined to cancel/delay
clas®sor close campusthe President will notify those staff members who report to him; they, in turn,
are to notify those who report to them. For such class canoeltilayor campus closinghe
following process will be followed:
a. TheChief Facilities Officer will make a recommendatidor MSC in Tishomingdo thePresident
b. TheChief Facilities Officewill make a recommendatidor MSC in Ardmoreto the Presidet.
c. The President will inform the Public Information OffidgtO) of the decisiormade
d. The Public Information Officewill notify the media andT to ensure theecision is publicly
announced and displayed on the MSC Web site. The mediaristis nt ai ned i n the Pr e:
Office and will be provided to the PIO. The MSC Web site updates are maintained by the IT
Programmer Analyst. (The IT Director serves as contact backup for inclement weather Web site
updates if the IT Progmmer Analyst is nreachable.)
If daytime classes are cancelled/delagedffices are closedhe media is to be contacted by 6:30
a.m. If evening classes are cancelled/delayed, the media is to be contacted by 3:30 p.m. No
announcement will be made if classes are meatsngcheduled.
e. Thechief facilities officerwill ensure tlat thedecision is announced through the MSC switchboard.

2. Absences: When hazardous driving conditions are determined that result in the closing of the College,

the time that the Collegeismsed wi |l |l not be charged against an e
event that only classes are cancelled, with contin
considered critical for Coll ege opedceadrgramteadss © may be

automatically authorized absences by their supervisors for one of the following: to arrive later than
scheduled, to leave earlier than scheduled, or not to come to work. Excused absences or automatically
authorized absences for eligitdéeployees must be accounted for by the following options, unless
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otherwise determined by the Presid@WOTE: Parttime personnel on regular, continuing, pdirne

employment would receive the regular pay in the event the College is closed. Howeveesthistdo

apply to those on hourly, patime seasonal, or renewabbg-semester employment.)

a. Charge the absence to accumulated earned compensatory leave time balances.

b. Charge the absence to accumulated earned annual lear®(it2 employees), or teepsonal leave
(faculty on less than tthonthappointmernit

c. Make up the lost time in a manner consistent with the Fair Labor Standards Act (FLSA).

d. More than one option may be exercised to account for an automatically authorized absence, but if
the abence cannot be accounted for by exercising these options, leave of absence without pay will
be utilized.

e. Temporary/seasonal/paitne employees who are not eligible to accrue annual or sick leave will not
be paid for cancelled work hours.

3. Critical Personnel: Personnel in positions identified as critical are expected to work regular hours
regardless of inclement weather conditions.
a. Personnel identified as ficriticalo are as foll
1. President
2. CampusPolice
3. Chief Facilities Officer(or designee)
4. Executive Director of Ardmore Operations

b. When students are in residence, the following are also considered critical personnel:
1. Director of Resident Life
2. Housing Coordinator
4. Additional Personnel: Additional critical personpeisitions may be identified under special conditions.

GG. FEDERAL/STATE/OTHER COMPLIANCE

LEGAL REFERENCE: 34 CFR 668.14, 34: CFR 668.41 © & (d); 34: CFR 668.43 (a) (10); and 668.45, 34 CFR: 66t
34CFR: 668.46 & 668:49

Murray State College will comg with requirements of the Higher Education Opportunity Act and the Code of Federal
Regulations as may be amendédinimal compliance shall include:

1 Readmission of Service Members:

Murray State College will create procedures and comply withreghemissions requirement for
service members as required by the Higher Education Opportunity Act (HEOA), and outlined in the
Federal Register.

1 Institutional Security and Crime Statistics:

Murray State College will update procedures to comply with the supghtary requirements of
AnnualReporting on Campus Safety (BleAct Reporting) as required by the Higher Education
Opportunity Act (HEOA). The procedures will comply with the requirements of the Federal
Register: Hate Crime Reporting; Timélyarning andEmergency Notification; Emergency
Response and Evacuation Procedures; Missing Student NotificeddlA -Violence Against
Women Act; Campus SaVE Acgnd, Fire Safety.

1 Related and General Consumer Information:

Murray State College will provide Related @gumer Information as required by the Higher
EducationOpportunity Act (HEOA). Murraystate College will make available to enrolled or
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prospective students all required information, which includes: retention rates as reported on IPEDS,
financial assistancavailable, graduation & completion rates, placement and types of employment
for degree or certificate programs may be gathered from any of the following: institutional statistics,
state data system, alumni or student satisfaction surveys and othertretavaes. This

information will be available via a link on the College website.

1 Unauthorized File Sharing:

Murray State College has developed and will periodically update written procedures and plans as
required by the Higher Education Opportunity Act ®IBE) , t o moni tor the Co
effectively combat the unauthorized distribution of copyrighted material without excessive
interference to educational and research use of the network.

These will include:

0 The use of one or more technolaggsed dterrents;

0 Mechanisms for educating and informing the College community about appropriate versus inappro
use of copyrighted material;

0 Procedures for handling unauthorized distribution of copyrighted material, including disciplinary
procedures;

o Procalures for periodically reviewing the effectiveness of the plans to combat the unauthorized
distribution materials by users of the Coll e

0 Consultation with the MSCT Director to:
A Offer legal alternatives for downloading or otherwaeguiring copyrighted material;

A Periodically review the legal alternatives for downloading or otherwise acquiring copyrighte
material; and

A Make the results of reviews available on the College website or by other means.

HH. OWNERSHIP OF MATERIALS PRODUCED WITH AID OF FUNDS OR EQUIPMENT ADMINISTERED
THE COLLEGE

Policy Statement

Except as otherwise provided under the law, materials of any medium wigtoduced by a college employee while
receiving financial support or utilizing equipment provided by the federal government, State of Oklahoma, or private
grants and/or contracts administered by Murray State College, are the property of the Collegerkatigg or

disposition of such materials will be in conformity to guidelines established by the entity providing the financial and /or
physicalsupport utilized to create the material.

II. REVIEW OF ADMINISTRATIVE DECISIONS

Procedure

In order thathe President shall be fully informed, decisions made by administrative personnel, and major publications
such as handbooks, catalogs, etc. developed by administrative personnel, shall be subject to approval by the President.

Any proposed major changesgrocedures of the college shall be submitted to the President in writing for approval.
The Board of Regents shall approve policy changes as appropriate.
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JJ1 ACTITY/FUNDRAISING
Procedure

All Activities and Fundraising Events must be approved
Activity/Fundraising Form can be found @ommondSC Forms/ActivityFundraising Form. This form should be

turned in to the Director of Student Lifiler obtaining all necessary signatures including that of the President before any
activity or fundraising event takes place. It you have an approved event the form will be returned to you and at that

time a Facilities Use Form should be completed andisdaintenance/Facilities to reserve the facility needed.

KK. COMPLIMENTS CAMPAIGN
Procedure

The purpose of this Compliments Procedure is to ensure that compliments received from service users, staff, students
and partner bodies are propergcorded, acknowledged (where appropriate) and conveyed to the individuals being
thanked and to all other staff. Compliments will be regularly analyzed so that areas for improvement and potential
good practice can be identified and used to promote bedtgera Compliments and expressions of appreciation are
valuable in monitoring the effectiveness of the service being offered by the Institution and can provide useful learning
points and examples of good practice which can be shared throughout theatigabizencourage staff to continue

to provide and improve on excellent skills and customer service.

Murray State College is committed to providing the best possible service that it can by encouraging positive feedback
from our customers, students andéfst We have developed this policy to explain our approach to handling
compliments.

A compliment is an expression of satisfaction with a service made by an individual about the service received from
the College staff. A compliment may be made regardinigdimidual, a team or the College as a whole. The

compliment can be from any individual who engages a service or is in receipt of a service from the College.

An individual wishing to make a compliment can do so either:
a. In person

b. By phone

¢. By email to mcobb@mscok.edor jmcdaniel@mscok.edu

d. By letter

f. By completing the compliments form

The compliment will then be passed on to the relevant member of staff #/tloew in turn provide written notice
to the President, distribute a lanyard with the appropriate level pin. A punch card will be given along with the
lanyard and pin. At the time an employee receives three (3) compliments, the punch card willokiroter
drawing biannually.

Employee of the Month Award Procedures
Purpose
The purpose of the Employee of the Month (EOM) Award is to recognize outstanding accomplishments and/or service
by classified staff employees of Murray State College. All employees of Murray State College are eligible to
participate. The Murray State Cefle Leadership Team will oversee the selection process.

Benefits of receiving award

An Employee of the Month Parking Spot.

An Employee of the Month Recognition Certificate.
Award notification printed in various media.

Nomination Process

Nominationswill be submitted when a staff member is given a compliment from the compliment campaign. Every
individual receiving a compliment from the previous month will be placed on a nomination form to be distributed on
the last Monday of the month for the leadhgpsteam to select an individual.
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Forms must be properly filled out and submitted by the stated deadline to the Executive Assistant to the
President/Board of Regents or they will not be accepted.

Three (3) days will be allowed for receipt of nominasion The nomineeds accompli shment
specific and/ or unique and should occur in the course ¢
course of participation in any collegponsored event. Nominations and additional suppmoumentation will be

accepted from supervisors,dmrkers, students, or anyone who has regular contact with the nominee. Supervisory

approval is encouraged but is not a requirement.

Selection Process
The Executive Assistant to the President/BoarRedents notifies the President, Human Resources Director and the
Vice President/Assistant Vice President of the department the employee directly works under.

Personnel files will be checked by the Director of Human Resources to assure that no aunaritdoumentation
exists in the file that could disqualify the recipient; for example, letters of reprimand or formal warnings.

Human Resources will notify the Executive Assistant to the President of eligibility and address any questions
regarding ineljibility. An ineligible nominee will be withdrawn from the EOM process.

Executive Assistant to the President is responsible for consolidating the award nomination information and getting
the information to the Leadership Team members for review. Documentation will be sent in the nomination packets
explaining the selection press. All nomination forms and supporting documents must be reviewed each member

of the Leadership Team. Confidentiality will be stressed.

Announcement Process

The President will prepare a media release to send to all campus employees announciiv wheneOeach

month. A media release and certificates are prepared and sent to the Executive Assistant to the Murray State College
President who makes arrangements for a personal presentation of the award by the Predident. Pr esi dent & s
Executive Assitant will prepare and mail to the recipient an award letter accompanied by a photo/information

release form.A copy of the notification letter will also be sent to the Human Resource office for placement in the
recipient 6 sRepoedsfth& @M | nd il mati ons and awards will be kepy
period of One (1) year to coincide. All procedures are subject to annual review by Murray State College

Selection Committee Scoring Information

The purpose of the EOM award is tacognize outstanding accomplishments and/or service by classified staff
employees of Murray State College. Nominees should be commendable and serve as an example to others. Qualities
of previous winners include:

Active participation in college sponsorecdeats

Going the extra mile in their work position

Displaying a positive attitude

Volunteering when a need arises

LL. CAMPS ONTHE MSC CAMPUS
The following procedure outlines the appropriate course of action when any camp is conducted on the MSC
Campus:

1)  Submit an MSC Activity/Fundraising Form for approval.

2)  Attach a liability release waiver for campers to the MSC Activity/Fundraising Form when it is submitted.

3)  All funds collected will be deposited into the account numimided to you on the approved MSC
Activity/Fundraising (your club account).

4) Sodexo will invoice the fAEvent Nameo specifi
supply that invoice to you.

5)  TheDirectorof Resident Lifevi | | i nvoi ce the AEvent Nameodo specifie
housing costs and supply that invoice to you (invi

6)  Any person performing services that expects to be pihijorevide you with an invoice before a
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check will be issued (no cash payments).

7)  When all camp invoices are received you may request checks for payment from your Club Account using
the existing procedure.

8) If a camp hvolves an outside organization a contract must be approved by the President or AVP for
Administrative Services prior to the event.

MM. PUBLICATION OF ADVERTISING AND RECRUITMENT MATERIALS AND OTHER
PUBLIC INFORMATION

MSC reports its accreditation status with the commission through its College Catalog and website. The College lists
all of its accrediting agencies in the front section of the College Catalog, providing the Higher Learning Commission
name, address, phonamber, fax number, and Commission Website.

Below is the information | abeled ACollege Accredit
MSC website:

The Higher Learning Commission and a member of the
North Central Association

230 South LaSadl Street Suite-500

Chicago, IL 606041411

Phone: 312630456

Fax: 3122637462

Internet: http://www.ncahlc.org

NN. PUBLICATION OF REQUIRED INFORMATION FOR STUDENTS AND THE PUBLIC

MSC provides various publications accessible to the public. The College Catalog is reviewed by
departments annually, and updates to services, programs, policies, and procedures are made to reflect
information that is most current and accurate at the tifublication. Furthermore, MSC provides an

online Student Handbook that provides information supplementing the Catalog. This publication is also
reviewed and updated to reflect accurate information. Additionally, the College website provides
information about the calendar, admissions, program requirements, tuition and fees, (extracurricular, and
other college related events), and refund policies. Finally, other publications with related information that
are accessible to the public in electronic andiard copy include college view books or brochures,
Schedule of Classes (available on the website and in hard copy), departmental newsletters (such as Financial
Aid, Student Support Services, and Career Services), and Student Activities Calendar.

OO. PUBLICATION OF TEXT ALERT SYSTEM

Murray State College offers a voluntary text alert system. This system is used for immediate notification
to students, faculty, and staff in an emergency situation, weather alert affecting the College, or for campus
closing. Students, faculty, and staff who have signed up for this system receive all emergency notifications
for ALL Campuses with the alert detailing the campus that if affected.

Publication of Advertising and Recruitment Materials and Other Public Informatio

MSC reports its accreditation status with the commission through its College Catalog and website. The
College lists all of its accrediting agencies in the front section of the College Catalog, providing the Higher
Learning Commission name, address, ghoumber, fax number, and Commission Website.

Below is the information | abeled AColl ege Accredi
MSC website:

The Higher Learning Commission and a member of the
North Central Association
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230 South LaSke Street Suite -00
Chicago, IL 606041411

Phone: 312630456

Fax: 3122637462

Internet: http://www.ncahlc.org

PP. PUBLICATION OF TRANSFER POLICIES

Transfer students who wish to have credit evaluated toward an MSC degree must provide an official
transcript from each accredited institution. Transcripts must be sealed or received electronically from the
college or approved transcript clearing house. Once transfer credit is awarded, it becomes part of the
student ds MSC per mabeemaved.r Teansber studeatsiveho have lbéen dismissed
from other colleges from disciplinary purposes will undergo review to determine if they will be admitted.

MSC addresses both ATransfer I n Studentso and ATTr
Furthermore, the Admissions/Registrations staff inform students of transferring in credits and sending
transcripts to other colleges. Via the MSC websit

obtain information regarding transcript requedthe Oklahoma State Regents for Higher Education
provides students with articulation of transfer coursework from MSC to another institution with which the
College has an articulation agreement. To access this information please utilize the Transfdistddtrix
under Course Transfer on the OSRHE website.

In addition to the above information, Murray State outlines its Graduation Requirements in the College

Catalog, and in this section, it is explse2lned t ha

hours taken with MSC, except for certificate programs. This statement indicates to students that
remaining course requirements for a degree can be completed and transferred from another accredited
institution.

QQ. TITLE IX-SEXUAL ASSAULT/HARASSMENT/VIOLENCE(Updated 14-11; 0814-14; 04-07-17)
Policy Statement(Updated 1604-11; 0801-14)

Murray State College prohibits sexual assasdtxualharassmentsexual violence, sexual acts and sexual
offensesconsideredo be sexual misconducSexual misconduct often overlaps with crimes of rape, sexual
assault, sexual harassment, stalking, daiotence and domestic violenceAll members of the College
community, have an obligation to promote an environment thdtee of sexualmisconduct Sexual
misconduct includes nectonsensual sexual intercourse, fwamsensual sexual contact, sexual exploitation,
interpersonal relationship violence, sex/gerdesed stalking and sexual harassméBC in compliance

with Title IX publishes a notice of nondiscrimination, designated a Title IX Coordinator, and adopted and
published grievance procedures as preventative measures against harassment.

Procedure

Murray State College has identified the Vice Prediddrstudent Affairs as the Title IX Coordinator. The
coordinator will utilize a Title IX Committee comprised of administrative staff from institutional areas to
contribute to and facilitate all requirements of Title IX. Theestigation and records dfie resolution
conducted by the college are maintained confidentidiiformation is shared internally between
administrators who need to know, but a tight circle is k&ghere information must be shared to permit the
investigation to move forward, thgerson bringing the accusation will be informd®tivacy of the records
specific to the investigation are maintained in accordance with Oklahoma law and the federal FERPA
statute. Any public release of information to comply with the open crime logsyely warning provisions

of the Clery Act wildl not release the names of vi
identification.Additionally, the college maintains privacy in relation to any accommodations or protective
measures affordbto a victim, except to the extent necessary to provide the accommodations and/or
protective measures.

133

C



CHAPTER VI :
ADDITIONAL POLICIES AND PRO CEDURES

In accordance with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act
of 1998, the MSC Police Department must keegrime log of all reported crimes that occur on and near
property owned or controlled by MSC for the most recerd@®pperiod. Additionally, the college must keep

a fire log of all reported fires that occur in-oampus student housing facilities foetmost recent 66ay

period. Crime and Fire logs are open to public inspection, upon request, during normal business hours. Crime
and Fire logs that are older than 60 days are available within two business days of a request for public
inspection. Ankectronic version of the combined Daily Crime and Fire Log is posted on our website within
two business days of receiving a report, and is also made available,-zopgrbrmat, to walkn customers

from the Student Affairs Office located in Suite 10étloe Murray Hall Administration Building. The
Student Affairs Office is open to the public Monday through Friday, 8:00a.m. to 5:00 p.m. Additionally, you
may request Daily Crime and Fire Logs that aren't available on the websitemiaylireg the Clery
Compliance Coordinator mgray@mscok.ecdu

Any complaints or inquiries regarding sexual harassment of a studeneypdmyee or other studesttould

be brought to the immediate attention of Campus Police or the Title IX Coordinator/Vice President for
Student Affairs. The college will investigate such claims promptly and thorou@htyr any reason, a
student wishes to complain or inquirgarding sexual harassment, but feels it would not be appropriate to
raise such issues with the Campus Police or the Title IX Coordinator/Vice President for Student Affairs, the
student may inquire or complain e Director of Student Compliance aslesignated Campus Security
Authorities (CSA) and such inquiries or complaints will receive a prompt and thorough investigation. If
harassment is established, the college will discipline the offender. Disciplinary action for violations of this
policy can enge from verbal or written warnings, up to and including immediate termination from
employment or dismissal from the college for serious or repeated violaiitiren the college addresses
these matters, even if it occurred-offmpus, it must do so usiggocedures that comply with Title IX
guidelines.Clery Act ASR Compliance with VAWAViolence Against Women Act Section 304
Reauthorization section known as the Campus SaVE Act.]

1 When officials become aware of possible harassment, their first obligatimimigestigate the
information, whether the victim or a third party brought it to their attention.

1 Institutions are expected to coordinate their law enforcement and Title IX responses to such
complaints. While a campus police officer may conduct aglafercement investigation, because the
standards for criminal investigations are different, police investigations or reports are not
determinative of whether sexual harassment or violence violates Title IX. Officers will report
incidents of this type tde Title IX Coordinatoiif the complainant consents.

1 When sexual assault is reported to campus law enforcement, in addition to conducting a law
enforcement investigation, the department should notify complaints of their right to file a Title IX
sex discimination complaint with the college in addition to filing a criminal complaint.

1. Awareness

In an effort to reduce the risk of sexual misconduct as well as the crimes of rape, sexual assault, sexual
harassment, stalking, dating violence @omestic violence occurring among its students, the colléljges a
range of campaigns, strategies and initiatives to provide awareness, educational, risk raddctionprevention
programming.lt is ourpractice to offer programming to prevent datie violence, datingiolence, sexual
assault and stalking each yeaducational programs are offered to raise awareness focathing students and
employees, and are often conducted during new student and new engriepstion and  throughout an

i ncoming st ude iihese programs asd othere affietbsbtighaut.the year include strong messages
regarding not just awareness, but also primary preventionliaodss institutional policies on sexual miscactd

as well as the definitions of domestic violence, datimdence, sexual assault, stalking and consent in reference to
sexual activity. Bystander engagementaacouraged through safe and positive intervention techniques and by
empowering thireparty intervention for advocacyand prevention such as calling for help, identifying allies

Programs also offer information on risk reduction that strives to empower victims, how to recegmigy
signals and how to avoid potential attacks, and do so without vidmingapproachesThroughout the vyear,
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ongoing awareness and prevention campaigns are directed to santbeimployeesand can be delivered in the
form of campaigns, emai] guest speakers and events.

The following links provideeducationabpportunitiesegarding sexual misconduct
Code BlueSpeak Out and Stand Up: Raising Awareness About Sexual Assault
Culture of Silencestalking Awareness

Breaking the Silence

Wasted Youth

2. Protective Measures

When any of the following events occur: gentlased violencesexual assaultsexual harassmentsexual
violence, sexual acts and sexual offermmssidered to be sexual misconduct, rape, stalking, deittence ad
domestic violencehe college takes the matter very seriously. The college employs iqgaotection measures
such as interim suspension and/or no contact orders in any case whffemder'sbehavior represents a risk of
violence, threat, patteiwr predation. If a studef@mployeds accused ofendetbased violencesexual assault,
sexualharassmentsexual violence, sexual acts and sexual offeasesidered to be sexual misconduct , rape,
stalking, dating violence and domestic violergggis subjectto action in accordance with tihdurray State
CollegePolicy and Procedure as well as state and fedmnalAnyonewishing to officially report such an incident
may do so by contacting tfiétle 1X Coordinator/Vice President for Student fsiirs at 580.387.7131.Anyone
with knowledge aboujenderbasedviolence,sexual assaulsexualharassmentsexual violence, sexual acts and
sexual offenses consideredide sexual misconductrape, stalking, dating violence and domestic violeisce
ercouraged to report inmediately.MSC in compliance with Title IX publishes a notice of nondiaination,
designated a TitléX Coordinator, and adopted and published grievance procedures as preventative measures
against harassment.

3. Reporting pocess

If you are the victim ofenderbased violencesexual assaulsexualharassmenisexual violence, sexuatts and
sexual offenses considered to be sexual misconduct , rape, stalking, dating violence and viofeastdcsome
or all of these afety suggestions may guide you after an incident has occurred:

1 Go to a safe place and speak with someone you trust. Tell this person what happeneds If there
any immediate danger, contact Campus Police at 580.371.1140 or the Tit@idir@&torVice
President for Student Affairs at 580.387.7131 if you are on campus or call 911 if you are off
campus.

9 College officials willsecure immediate professional support (e.g.: counseling, victim advocacy,
medical services, etc.) to assist you in the cridigray State College utilizes Safeline a8Q0-
522-SAFE for victim advocacy. Safeline is supported by Family Violence Prevention Services
Act funding through Administration on Children, Youth and Families, U.S. Department of Health
and human Services. Puations are printed by Central Printing, is issued by the Office of the
Attorney General and has been deposited with the Publications Clearinghouse of the Oklahoma
Department of Libraries.

1 If you are on campus during regular business hours, you may ge@ampus Police Office in
Patton Hall or th®ffice of Student Affairsn the Murray Hall Administration Building on the
MSC Campus, Suite 104, Tishomingo, Oklahoma. A victim advocate will be contacted for
support and guidance. These are both confidergsaurces.

9 Campus Police will be called to investigate. If sexual violence has occurred, efféspisecsend
the sexual violengerevent its recurrence, and address its effects, whether or not the sexual
violence is the subject of a criminal investiion will take place.

1 Steps will be taken to protect the complainant as necessary, including interim steps taken prior to
the final outcome of the investigation.

1 Typically, if police are involved or will be involved, they will obtain evidence fromsitene, and
it is best to leave things undisturbed until their arrival. They will gather bedding, linens or
unlaundered clothing and any other pertinent articles that may be used for e\itisroest to
allow police to secure items in evidence contegpbut if you are involved in transmission of
items of evidence, such as to the hospital, secure them in a clean paper bag or clean sheet, to
avoid contamination.

1 For your safety and webeing, immediate medical attention is encouraged. Further, being
examined as soon as possible, ideally within 120 hours, is important in the case of rape or
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sexual assault. The hospital will arrange for a specific medical examination at no charge.

1 The victim advocate will be notified and participate in providing vigarvices.

1 To preserve evidence, it is recommended that you do not bathe, shower, eat, drink, smoke, brush
your teeth, urinate, defecate or change clothes before receiving medical attention. Even if you
have already taken any of these actions, you atestiburaged to have prompt medical care,
and evidence may still be recoverable.

1 If you have physical injuries, photograph or have them photographed, with a date stamp on the
photo. Record the names of any witnesses, and their contact informationnfdimsation
may be helpful to the proof of a crime, to obtain an order of protection or to offer proof of a
campus policy violation.

1 Try to memorize details (physical description, names, license plate number, car description,), or
even better, write nes to remind you of details, if you have time and the ability to do so.

1 If you obtain external orders of protection (e.g. restraining orders, injunctions, protection from
abuse), please notify MSC Campus Police or the TitIEdérdinatorWice Presidenfor
Student Affairs 580.387.7131 so that those orders can be observed on campus.

9 Even after the immediate crisis has passed; consider seeking support from the victim's advocate
and/or the local rape crisis center as listed in the MSC Policy and Procktiuresl or the
MSC Student Handbook.

1 MSC Campus Police wilassist you with collegeslated concerns, such as-cantact orders or
other protective measureghey will also assist in any needed advocacyffgou wish to obtain
protective or restrainingrders from local authoritiesThe College is able to offer reasonable
academic accommodations, changes to living arrangements, transportation accommodations,
escorts, no contact orders, counseling services access and other supports and resourcds as neede
by a victim.

4. Title IX GrievanceProcedure

The Title IX Coordinatorand Campus Policaretrained in andespond to reports afenderbased violence sexual
assaultsexuaharassmentsexual violence, sexual acts and sexual offenses considered to be sexual misconduct , rape,
stalking, dating violence and domestic violen@éese individuals are also trained thecollegés procedures and any

other procedures used for investigatingreésponding tagendefbased violence,sexual assaulsexualharassment

sexual violence, sexual acts and sexual offenses considered to be sexual misconduct , rape, stalking, dating violence
and domestic violencéndividualswho are likely to come intcontact with the victims of sexual violence, including all

law enforcement officers, are trained on how to identify covered sexual harassment and violence as well as how to
respond under college procedures. They are trained on the psychological rthedsgatins and survivors of sexual
violence and are sensitive to the victims needs to prevent any revictimization from occurring. Police should always be
prepared to make referrals to counseling services available either on or off campus as lis@giodd@ures and assist

with the identification of other resources available to victims and survivors. Important resources such as rape crisis
centers, and eonampus women's centers or counseling departments may be utilized as part of the trainiiny portfol

With the consent of the complainant, information from a law enforcement investigation may also be used in the Title IX
investigation "so long as it does not compromise the criminal investigation." Campus Police should be able to readily
identify who to contact for their college's published procedures and reach out to them for a collaborative relationship.

Murray State College utilizes Safeline aBA0-522-SAFE for victim advocacy. Safeline is supported by Family
Violence Prevention Services Acinding through Administration on Children, Youth and Families, U.S. Department of
Health and human Services. Publications are printed by Central Printing, is issued by the Office of the Attorney General
and has been deposited with the Publications @iglaouse of the Oklahoma Department of Libraries.

a. A Grievance Procedure has been established for victims to utilize when filing complaints. Equal opportunities for
both parties to present Witnesses and other evidence have the same rights in the appeal process. The grievance
procedures will use the prepaerance of the evidence standard to resolve complaints and both parties will be notified

of the outcome of the complaint.

b. If youare the victim of genddrased violencesexual assaulsexualharassmensexual violence, sexual acts and

sexual offeses considered to be sexual misconduct , rape, stalking, dating violence and domestic aitdeyme
wish to file a grievance please follow the directions listed below:
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1. Tofile a formal grievanceCollege employees utilize the existing Employee GrieeaProcedure.
2. Tofile a formal grievanceVISC studentsitilize the existing Student Complaint and GrievaRcecedure
3. All complaints must be investigatésimediately.

4. Complaints of genddpased violence, sexual assault, sexual harassment, sexual violence, sexual acts and
sexual offenses considered to be sexual misconduct, rape, stalking, dating violence and domestic violence
must be filed within 10 working days of theaurrence.

5. The college will establish reasonably prompt time frames for each stage of the case, specifically for the
investigatory phase, when the complainant and alleged perpetrator will receive the outcome of the complaint,
and for any appeals. OCRpects a typical investigation to take about 60 calendar days, although more
complex cases, such as those involving multiple incidents, may take longer.

6.0nce an allegation is reported as cited above, the Titleddtdinatomust be notified. Theoordinator

will notify the appropriate administrator and predewith the coordination of thavestigation. The

investigation, finding, and any corrective action cited should be documamtédo r war ded t o t he Pr ¢
Office and to the Human Resourd@@fice. Recognizing theollege maynot be able to wait for the conclusion

of a criminal invesgation. The college will nadissuade victims from seeking a resolution under Title IX prior

to the resolution of any criminahatters. The college will naiscourage anyone from going througkit Title

IX grievanceprocess from reporting to law enforcement. Under the Clery Aatollege is required to offer

sexual assault survivors assistance in reporting to law enforcement. If a collegadrasr@ndum of

understanding with local police, it shoulddaglss under what circumstancesgcluding addressing any mandated
reporting laws especially sexual violencelwé reported andhow. The college "may need to delay

temporarily the faefinding portion of a Title IX investigation while the police are gathering evidence". Once
notified that the police departmelnds completed its gathering of evidence, the college must promptly resume

and complete its fadinding for the Title IX investigabn. OCRestimateshis delay may normally range from

three to 10 calendar days but may be longer in some cases depending upon the complexity of the matter. During
this time, colleges should notify victims of their rights to pursue disciplinary actioiotain other assistance.

Colleges should also still take any interim actiuch as a noontact order ointerim suspension of the accused

- needed to protect the victim and or the rest of the caggramunity. As some of these steps may be outside

the scope of law enforcement, it is critical thiagre be coordination with appropriate officials at the school who

are empowered to take these steps. This would include working with student affairs employees and academic
departments.

7. False/Badraith Accusatios

a Anindividual (employee or student) who believes that he or she has been wrongfully ayEnded
based violencesexual assaulsexualharassmentsexual violence, sexual acts and sexual offenses
corsidered to be sexual misconduetpe, stalking, dating violence and domestic violames file a
complaint by use of the established grievance procedure.

b. Bad faith allegations or use of this procedure for purposes other than those for which it is intended
may result in disciplinaryaction against the accuser. Disciplinary actions against employees may
include but are not limited to: warnings, reprimand, demotion, suspension, or dismissal. Disciplinary
actions against students may include but are not limited to: warnings, regrimpeobation,
suspension, or expulsion.

8. Retaliation:
Retaliation against those who repgendefbased violencesexual assaulisexualharassmentsexual
violence, sexual acts and sexual offenses considered to be sexual misconduct , rape, datilking
violence and domestic violenoe contribute information in a complaint may result in disciplinary action
against those responsible.

9. Disciplinary Actions:
If one or more allegations are proven correct, disciplinary actions aganpsvyeesstudentsnclude but
are not limited to: warnings, reprimand, demotion, suspension, or dismissal. Disciplinary actions against
students maynclude but are not limited to: warnings, reprimand, probation, suspension, or expulsion.
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Law enfocement investigations will not meet all Title IX obligations. If the police do not have
sufficient evidence of a criminal violationThe college mustesolve Title IX disciplinary matters using the
"preponderance of the evidence" standard (meanirggnitore likely than not that sexual harassment or
violence occurred). Disciplinary procedures should not theehigher "beyond a reasonable doubt”
standard required in criminal proceedings or the intermediate ‘aiearonvincing" standard (meaningsi
highly probable or reasonably certain that the sexual harassméoieoce occurred).

Less severe conduct with sufficient repetition may rise to this level, while even one incident that is more
serious may rise to this level. For example, "a single instance of rape is sufficiently severe to create a
hostile environment" according to the Office of Civil Rights. The scope of sexual violence covered by

Title IX includes an array of offense egbpries, including rape, sexual assault, sexual battery and sexual
coercion. This is consistent with the scope of forcible sex offenses covered for colleges and universities
under the Jeanne Clery Act's statistical reporting provisions. These aeddeditiany sexual act directed
against another person, forcibly and/or against that person's will; or not forcibly or against the person's will
where the victim is incapable of giving consent." This includes forcible rape, of both females and males;
forcible sodomy; sexual assault with an object; and forcible fondling.

10. Legal Definition of Rape under Oklahoma State Law Chapter 458 1111

Rape is defined as an act of sexual intercourse involving vaginal or anal penetration accomplishethigitbr a
female who is not the spouse of the perpetrator and who may be of the same or the oppodite gpex@etrator
under any of the following circumstances:

a. Where the victim is under sixteen (16) years of age;

b. Where the victim is incapé through mental iliness or any other unsoundness of mind, whethporary or
permanent, of giving legal consent;

c. Where force or violence is used or threatened, accompanied by apparent power of execution to thre victim
to another person;

d. Where the victim is intoxicated by a narcotic or anesthetic agent, administered by or with dlog qirithe
accused as a means of forcing the victim to submit;

e. Where the victim is at the time unconscious of the nature of the act and this fact iddtiosvaccused;

f. Where the victim submits to sexual intercourse under the belief that the person committing thespotsea
and this belief is induced by artifice, pretense, or concealment practiced by the accused acbydbe in
collusionwith the spouse with intent to induce that belief. In all cases of collusion betweacctised and the
spouse to accomplish such act, both the spouse and the accused, upon convictionjetaletdeyuilty of rape;
g. Where the victim is under thegl@ custody or supervision of a state agency, a fedgeaicy, a countyg
municipality or a political subdivision and engages in seiuarcourse with a state, federal, countynicipal

or political subdivision employee or an employee of a coturaxf the state, the federgbvernment, a county, a
municipality or a political subdivision that exercises authority over the victim; or

h. Where the victim is at least sixteen (16) years of age and is less than twenty (26j sgarand is atucent,
or under the legal custody or supervision of any public or private elementary or secondaryjsecioodiigh or
high school, or public vocational school, and engages in sexual intercourse with avygerdereighteen (18)
years of age or older dris an employee of the same school system.

Rape is an act of sexual intercourse accomplished with a male or female who is the spoyserpétiaor if
force or violence is used or threatened, accompanied by apparent power of executimictortlee to another
person.

11. Legal Definition of Rape in the first degresecond degree under Oklahoma State Law Chapter 458 1111

a. Rape in the first degree shall include:

1. rape committed by a person over eighteen (18) years of age uponrayretenfourteen (14years ofage;
or

2. rape committed upon a person incapable through mental illness or any unsoundmessoffgiving legal
consent regardless of the age of the person committing the crime; or

3. rape accomplished whetetvictim is intoxicated by a narcotic or anesthetic agadininistered by owith
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the privity of the accused as a means of forcing the victim to submit; or

4. rape accomplished where the victim is at the time unconscious of the nature of thkthidt fact is known
to the accused; or

5. rape accomplished with any person by means of force, violence, or threats of force or \actropanied
by apparent power of execution regardless of the age of the person committangrtbeor

6. rape by instrumentation resulting in bodily harm is rape by instrumentation in theefirgteregardless of

the age of the person committing the crime; or

7. rape by instrumentation committed upon a person under fourteen (14) years of age.

b. In all other cases, rape or rape by instrumentation is rape in the second degree.

Besides rape, other sexual offenses include the following:

1. sodomy (forced anal intercourse);

2. oral copulation (forced orglenital contact);

3. rape by a foreign object (forced penetration by a foreign object, including a finger);

4. and sexual battery (the unwanted touching of an intimate part of another Person for the psmpasd afousal).

12. Legal Definition of ConseninderOklahoma Penal Code §-2114A, provides lack of consent in rape cases where:
a. rape committed by a person over eighteen (18) years of age upon a person under fourteen (14ggears of
b. rape committed upon a person incapable through mentdslior any unsoundness of mind of giVieggal
consent regardless of the age of the person committing the crime; or

c. rape accomplished where the victim is intoxicated by a narcotic or anesthetic agent, administevéthtilier
privity of the actised as a means of forcing the victim to submit; or

d. rape accomplished where the victim is at the time unconscious of the nature ofaie thét fact iknown to
the accused; or

e. rape accomplished with any person by means of force, viglentteeats of force or violen@companied by
apparent power of execution regardless of the age of the person committing the crime;or

f. rape by instrumentation resulting in bodily harm is rape by instrumentation in thdefirsgte regardless the
age of the person committing the crime; or

g. rape by instrumentation committed upon a person under fourteen (14) years of age.

13. Legal Definition of Domestic Violencand Dating ViolenceAs used in the Protection from Domestic Abuse Act
and in the Domestic Abuse Reporting ABgctions 40.5hrough40.7 of this title andSection 150.12B of Title
74 of the Oklahoma Statutes

a.i D o measbt ui sEadsanyactof physicalharm,or thethreatof imminentphysicalharmwhichis committed

by an adult, emancipated minor, or minor child thirtegt8) years of age or older against another adult,
emancipated minor or minor child who are family or household members or who are or were in a dating
relationship;

b. A Datrienlgat i neansahcouptshipor engagementelationship.For purposesof this act,a casual
acquaintanceor ordinary fraternization between persons in a business or social context shall not constitute a
dating relationship;

c. AiHarassment o means a knowing and will ful course or
or an individual who is or has been involved in a dating relationship with the person, directed at a specific person
which seriously alarms or annoys the person, and which serves no legitimate purpose. The course of conduct
must be such as would causeeasonable person to suffer substantial emotional distress, and must actually

cause substanti al di stress to the person. fAHar assmen
telephone calls in violation ddection 1172 of Title 21 of the OklahorBtatutesand fear of death or bodily
injury;

d. Family or household members means: spouseqa@ses, present spouses eépruses, parents, including
grandparents, stepparents, adoptive parents and foster parents, children including grandchildren, stepchildren,
adopted children and foster chriéth, persons otherwise related by blood or marriage, persons living in the same
household or who formerly lived in the same household, and persons who are the biological parents of the same
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child, regardless of their marital status, or whether they lisgdther at any time. This should include the
elderly and handicapped;

14. Legal Definition of Stalking§ 61.1 Definitions, OK ST T.228604 St al ki ngd means the wil/|
and repeated following or harassment of a person by an athdfcipated minor, or minor thirteen (13) years of

age or older, in a manner that would cause a reasonable person to feel frightened, intimidated, threatened, harassed,
or molested and actually causes the person being followed or harassed to feeldefrmfitened, intimidated,

threatened, harassed or molested. Stalking also means a course of conduct composed of a series of two or more
separate acts over a period of time, however short, evidencing a continuity of purpose or unconsented contact with a
person that is initiated or continued without the consent of the individual or in disregard of the expressed desire of
the individual that the contact be avoided or discontinued. Unconsented contact or course of conduct includes, but is
not limited to:

a.following or appearing within the sight of that individual,

b. approaching or confronting that individual in a public place or on private property,

c. appearing at the workplace or residence of that individual,

d. entering onto or remaining on propeotyned, leased, or occupied by that individual,

e. contacting that individual by telephone,

f. sending mail or electronic communications to that individual, or

g. placing an object on, or delivering an object to, property owned, leased or occupiatitividual;

RR. SEX OFFENDERS

Policy Statement

In accordance to the Campus Sex Crimes Prevention Act of 2000, which amends the Jacob Wetterling
Crimes Against Children and Sexually Violent Offender Registration Act, the Jeanne Clery Act and the
Family Educational Rights and Privacy Act of 1974, Murray State College is providing a link to the
Oklahoma State Sex Offender Registmyw.sors.doc.statok.us. All sex offenders are required to register

in the state of Oklahoma and to provide notice of each institution of higher education in Oklahoma at which
the person is employed, carries a vocation or is a stugemt.sors.doc.state.ok.us

In addition to the above notice to the State of Oklahoma all sex offenders are required to deliver written
notice of their status as a sex offender to MSC Campus Police no later than three (3) business days prior to
their enroliment in, employment witljolunteering at or residence in/at Murray State College. Such
notification may be disseminated by Campus Police to, and for the safety admkiwgllof, the college
community, and may be considered by the college for enrollment and discipline purposes.

SS. SOCIAL MEDIA

Policy Statement

The College may establish official College social media networking sites to facilitate information sharing
and collaboration. Social media communications tools may be used for official College business such as
marketing to potential students; communicating with prospective and current students, alumni, and
employees; educating the public about the College and its mission, programs and events; and for
emergency communications. The College will establish and maiapgiropriate procedures governing use
of social media by College employees and students and shall ensure that these procedures are readily
accessible.

TT. SURVEY AND RESEARCH PROCEDURE

The Office of Institutional Effectiveness will serve as a coordinating body and clearinghouse for aofariety
surveys including those of current and former students, faautistaff.
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Purpose of Research Procedure:
1. To coordinate surveys andsearch and avoid redundancy or research; avoid survey fatiquiegn-solicited e
mails; ensure methodologically sound practices, appropriate distributiomsenalf results; offer assistance;
maintain inventory of surveys, datasets, and assaociaf@rts andnaximize response ratés Inform about
required approvals such as:

a. IRB

b. Appropriate vice president

c. Survey policy

2. To issue exemptions to approval process

3. To minimize the risk of gathering and mishandling sensitif@mation

4. To ensure that data collected is reliable, valid, and an ethical manner and is used to promote
data driven decision making

Procedures for administering/requesting surveys:
1. Prior to recruiting participants or collecting datay administrative office, committee, staff
member, faculty or student wishing to survey current or former students, faculty or staff must
submit a complete survey request to the Office of Institutional Effectiveness.
2. The office of Institutional Edctiveness will review the request and determine if the request is
exempt from the policy or forward the request to the appropriateRfiesident and members of
the Institutional Assessment Committee
3. If the survey request is approved, the requestbb&responsible for administering and
analyzing the survey. The office of Institutional Effectiveness can provide the following support:
a. Help identifying an appropriate sample
b. Consult of appropriate questions to reduce bias and to ensuaigyahid reliability
c. Provide access to wdidased software for creating and sending the survey
4. All research will be conducted to the highest ethical standards. MSC students , faculty, and
staff participating in research must be fully informedaathe purpose of the research, the risks
and benefits, and what participation will entail; give their consent to participate; and be free to
withdraw from research at any time. MSC will not provide to a researcher any identifiable student
record data exgqe Directory Information as allowed by FERPA and MSC Policy.
5. The VicePresident of Institutional Effectiveness will issue a letter to the researcher indicating
approval or denial of the proposal.
6. Survey instruments, materials, and results mushbeed with the Office of Institutional
Effectiveness.

Exemptions:

All surveys administered must submit a survey request to the Office of Institutional EffectivenesssuBaye
may be exempt from review by the Institutional Assessment Committee.

1. Surveys administered within a class as part of teaching research methods. These sunkeysmmlbin
sample size (100 or less) and reviewed for ethical principles and appropriatenessdiyrsegnstructor.

2. Surveys administered withéem Academic department for assessment purposes. Suadeyisistered within an
academic department in which the sample, distribution, and data usewvétdgghat department.

3. Course Evaluation is not exempt. Faculty should refrain from usiagthorized coursevaluations. Any
course evaluations administered must be approved the VPAA.

UU. MAINTENANCE ON CALL
Definition: Maintenance on Call Emergencies generally anything regarding gas, electrictysaimy wateare
considered trudaintenance on Call Emergencies that require an immediate response. Problems with these areas

could actually hurt someone.

Gas Emergenciel there are complaints of a gas smell call Maintenance on Call.
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Electrical EmergencieElectrical issues are ddrent as not all calls are emergencies. If the power is out in an entire
block there is nothing Maintenance on Call can do about this problem. If the power is off in one location this can be
a tripped breaker and can be taken care of by calling Maimteran Call.

Water Emergencie¥/ater will generally not hurt anyone but it can cause a lot of property damage. Gushing water
is something that could not be left until morning without severe drywall and wood damage. Maintenance on Call
will respond to his type of emergency by shutting off the water to the area.

Other Emergencie®ther emergencies occur such as baakedewer lines, lack of heat or a leaking roof for

example. But these are things that require experienced Maintenance Personnesiahdaposutside contractor.

These problems can usually be taken care of within 24 hours. MSC has a list of contractors that can be utilized in
emergency situations.

Everything else is generally a nemergency and you should contact your immediapesvisor for resolution
through the chaiof-command. The President will be notified of all Maintenance Emergencies.

When a true Maintenance Ermgency occurs that involves gas, electniushing water call 580.371.5286 for
Maintenance on Call and immii@te action will be taken.
VV. SERVICE ANIMAL AND SUPPORT ANIMAL POLICY

Policy Statement (Board Approval Date: 06/20/17)

Murray State College is welcoming of individuals with disabilities who use service or support animals because of a
disability. In regard to permitting service and support animals, Murray State College complies with state and federal
laws regarding individuals with disabiliti¢¥] [2] [3] The college does ngenerallypermit animals in campus

buildings except as this policy accommoddtgs.

Service Animals

Only dogs and miniature horses may be service animals. A service animal is an animal that has been trained to

perform specific work or tasks for a perswith a disability[5] The mere provision of emotional support by the

animal 6s presence does not make an ani mal a service ani
guiding people who are blind or deaf, notifying a person of an imminent seizure, intentionally pawing or nuzzling a

person with Post Traumatic Stress Disorder to calm anxiety, reminding a person to take medication, or intentionally
applying calming pressute a person prone to anxiety or panic attacks.

Service animals are permitted everywhere on campus that the animal may reasonably accompany a person with a
disability. This includes college transportation, classrooms, offices, residence halls, loudgesnamon areas. The

college may on a case by case basis exclude the animal from laboratories or other areas where the presence of the

ani mal may cause an unavoidable hazard, health risk, ol
with theservice or instruction provided.

When it is not obvious what service an animal provides, or when there is a reasonable basis to conclude that the

animal might not be a service animal, staff may make limited inquiries.

Staff may ask only two questions:
(1) Is the dog a service animal required because of a documented disability? and
(2) What work or task has the dog been trained to perform?

The college will not require individuals with service animals to receiveipsion to have their animal with them

on campus, nor will there be any griearance requirement for the presence of the animal on campus. However,
pursuanttothetwp art i nquiry above, reasonabl e docummgmayat i on a
be requested.

The college will not charge a surcharge for deposit for having a service animal in campus housing, but reserves the
ability to make appropriate assessments of charges to the owner for any damage or cleaning costs for which the
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animalis responsible. Students with service animals shall never be segregated from the general population of
students or campus visitors.

Support Animals

Support Animals are not service anim@sSupport animals provide emotional support that alleviates the

symptoms or effects of a personé6s disability, but mighti
otherwise meet the limited definition of a Service ArlinTde college permits support animals only within

residential facilities and outdoors, and not within the remainder of the campus buildings.

An individual may keep a supportanimal in a residence hall if:

(1) the individual has a disability,

(2) the arimal is necessary to permit that individual to use and find comfort in their residential
space, and

(3) if there is an actual relationship between the disability and the Support or emotional support
that the animal provides to the person.

Support animal are considered an accommodation, and all accommodation requests for the possession of support
animals should be made through the ADA Compliance Officer. Certain wild animals or animals prone to
community health or safety risk, which cannot perform the ob Support animal in a reasonable manner may not

be permitted.

Responsibilities of the Owner:

1 Service dogg] or other animals must be kept near the person with a digednild not be permitted to run
free.

1 The animal must be compliant with applicable vaccination laws. Students, faculty, and staff who intend, in
conformance to this policy, to have an animal with them in campus buildings on a regular basis shall
submittohe ADA Compliance Officer a copy of the ani mal ¢
other authorized person to verify compliance with local ordinajg]es.

1 Studentsntending on having an animal in campus housing must provide the ADA Compliance Officer
with an up to date vaccination record for the animal, and must provide notice of this intent prior to the
housing application deadline for the applicable semestemsapipropriate planning and arrangements can
be made, and so that proper notice can be provided to potential roommates and suitemates.

1 The animal be restrained with a harness, leash, or tether of some kind unless the nature of the disability and

theanimabs training precludes such physical restrictior
9 If this is the case, the animal must be reliably controlled by voice or a substitute method of
restriction.

The ani mal 6s excrement or other refuse musmmer.be di sp
Owners are expected to control the volume of their animal and quell any unreasonable loudness or
excitableness.
1 Animals may not under any circumstances be permitted to jump on, lick, nudge, growl at, or otherwise
engage another member of the campmmmunity.
1 Animals must be properly cared for, fed, and be maintained in reasonable health with due diligence. The
college will not be responsible for cleaning up after an animal, feeding an animal, or watching the animal
for any amount of time under any@imstance.

=a =4

Exceptions:

The cpollege may ask an individual to remove an animal from a campus building or from college property if
The animal is disruptive to instruction, services, or the use of facilities.

The animal poses a health or safety risk, orectlithreat.

The animal does not have acceptable hygiene or is not housebroken.

The animal is not kept under control.

The animal is no longer performing a role of disability related service or support.

The presence of the animal would fundamentally aftemiature of a program or activity.

The ani mal 6s owner does not c¢clean up after the anin
The college reasonably concludes that the animal is not a service or support animal.

The owner does not comply with any other element of this p@icy.

E I I e
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[1] Department of Justice Guidance on Service Aninfdtg://www.ada.gov/service_animals_2010.htm

[2] The ADA Amendments Actttp://www.ada.gov/pubs/adastatute08.htm

[3] HUD memo on service and Support animals in housittg://portal.hud.gov/hudportal/documents/huddoc?id=servanimals_ntctheo2013
01.pdf

[4] Unless the animal is present for the purpdsecademic instruction, College services, or Collegsted programs.

[5] Including a physical, sensory, psychiatric, intellectual, cognitive, medical, or other mertiditgisa

[6] Support animals are also sometimes called comfort animals, therapy animals, or emotional support animals.

[7] And/or miniature horses.

[8] Applicable ordinances for the City of Tishomingo are.S202.001 and Sec. 2.02.002 of the Tishomingo Code of Ordinances.

[9] Students who feel that they have been asked to remove their animal arbitrarily or otherwise pedétthhas been enforced against them
unfairly may file a grievance as outlined in the Student Handbook.

Approved by Legal Counsel: 06.12.17; Approved by President: 06.11.17; Approved by MSC Board: 06.20.17
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