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This Employee Handbook is designated to acquaint you with Sisseton Waklipston College
(SWC) and provide you areference for answering most questions relating to your

employment.

The contents ‘are only a summary of the various benefits, policies, procedures and
guidelines that apply to your employment. Enmloyee questions. concerning this

" Handbook will be answered by your supervisor or the Human Resource Office. You
should ako consul writlen supplemental policies and procediwes that have been
implemented to fulfill the requirements of this Handbook, along with any individually
adopted department policies that are available through the Human Resources Office or
your department manager. New policies and procedures will be posted or made available
through ndividual distribution. Supervisors are responsible for keepmg their cmployees
informed . of changes in policies and procedures.

The SWC Employee Handbook is intended to provide guidance to establish standards and
procedures to implement policies, and to ensure compliance by admiistration and
employees in the performance of their official duties. This Handbook shall apply to all
employees of SWC with the exception of independert contractors, The Handbook serves
as the basis for supervision, accountability and responsibility,. SWC has developed and
implementéd supplemental policies.

THIS HANDBOOK IS NOT INTENDED TO CREATE, NORIS IT TO BE
INTERPRETED AS TO CREATE, A CONTRACT BJEW’EEN SWC AND ANY OF
ITS EMPLOYEES.

This Handbook will be changed at any time if deemed necessary. The policies and
procedures contaimed bevein supersede any prior policies or practices regarding the terms
and conditions of employment with SWC.

Nothing . this Handbock & or should be interpreted to be a watver of the sovereign
mumonity of the Sisseton Wahpeton Oyate (SWO), SWC, its officers, or any of iis
enmloyees.

SWCBoard ofTrustees approved on November 19 2015 S
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A, INFTRODUCTION
GENERAL ADMINISTRATION

The Board of Ttustees (BOT) of SWC consists ofnme members; sevenmembers representthe dlstncts of
the Lake Traverse reservation, and one Bx-Officio appointed by Council of the Sisseton Wahpeton Oyate
(SWO). The president of Student Senate attends BOT meetings to cnsure student representation. It is the
responsibility of the Board of Trustees to develop the policies necessary to govern the instifution. The
board regularly meets every month and the minutes to these meetings are on file in the library.

The President is the chief execuiive officer of the college. The Presideni is responsible for canying outall
administrative policies of the Board of Trustees and for the implementation of SWC institutional goals and
objectives. It is also the overall responsibility of the President for the supervision ofall SWC personnel.

The Vice President of Academic Affairs (VPAA) has the responsibility to oversee the academic functions
of the College. Tn order to ensure smooth coerdination of academic programs, the VPAA has the
tesponsivility to provide an orientation program for the faculiy at the beginning of each year. In addition to
supervisory responsibilities for all academic programs, the Library, Student Support Services, the Registrar
and Admissions Office, the VPAA also has the primaty responsibility for preparation and revision of the
SWC Catalog. Faculty members report to their department head, or directly to the VPAA.

The Chief Financial Officer (CFO) is resp onsible for all aspects of SWC business affairs: disbuisements,
 purchasing, payroll and accounts receivable. The CFO develops and implerenis the institution's fringe

benefit package, and assists the Presidentin developmg and revising institutional budgets. It is also the

responsibility of the CFO to prepare monthly financial reports for the Board of Trustees meeting.

ALCOHOLDRUG/TOBACCO FREE WO ,AC@%E

The Sisseton Wahpeton College has a strong commitment to the cormmunity, students and enployees to
provide a safs, learning and working envitonment. While it is not the intention of the collegé to intrude into
the private lives ofits employees, the college does expect its enyployecs io conduct theirwork free from the
influence of alcohol or dimgs.

The use or possession ofalcohol and controlled substances is prohibited on coﬂege premises. Alcohol or
other drug intoxication while on college premises is grounds for dismissal. In all instances, the Tribal
Police will be notified.

Use of smoking or smokeless tobacco is not permitted within any SWC facility as prohibited by foderal
smoke-fiee, drug-free regulations. Because of the dangers associated with both primary and secondary
smoke, all faculty and staffare required to report violations of the smoke-free and drug-free policy to their
supervisor.

DUALS POLICY STATEMENT

The Sisseton Wahpeton College is committed to providing a work environ:ﬁent that is supportive of
individuals with disabilities. It is SWC’s policy notto discriminate in the enmployment process on the basis
of physical disabilities.

Employees with a disability who believe they need accommodation to perform the essential fanctions of
their job should contact the Human Resources Office.

SWC Boar of rustees appmved on November]19 2015 T T g 7
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B. EMPLOYMENT
INDIAN PREFERENCE IN HIRING

Indian Preference in hiring has been, and will continue to be, a fandamental principle at SWC. Therefore,
it is the policy of SWC to extend preferential consideration of qualified Native Americans when making
hiring and other personneldecisions. The use of Indian Preference by SWC in employment on the Lake
Traverse Resorvation does not constitute racial discrimination, butis a political distinction and is intended
to further tribal self-government.

Equal Opportunity Employer

Subject to Indian Preforence guidelines, SWC is an equal opportunity employer and offors to employment
applicants an equal opportunity for all personnelaciions regardless of age, race, sex, creed, religion, color,
national otigin, or physical or mental handicap.

. The Human Resources Office has overall vesponsibility for this policy and maintains reporting and
monitoring procedures. Enployees' questions orconcerns should be refetred to the Human Resources
Office.

HIRING OF EXECUTIVE PERSONNEL

Tt is theresponsibility of the Board of Trustees tohire individuals for the exceutive positions at SWC.
Every effort will be made to conductan extensive search for candidates who possess all the necessary
skills, education,and qualifications to fill. executive positions. The executive positions at SWC are the
President (CEO), Vice President of Academic Affairs (VPAA), and the Chief Financial Officer. (CFO).
The following procedurs will provide the guidelines for this process:

1. Inthe eventof a vacancy, the Board of Trustees will avthorize a Search Committee to mitiate
a search for executive personnel. This committee will consist oftwo Board members and
three executive employees, with a combination of staff and faculty members.

2. The Search Cormmitice will have the résponsibility of developing criteria, qualifications, and
other desired characteristics that will assure that the candidate have the leadership qualities
needed to mest the goals and objectives that fulfill the mission of SWC,

3. Afierthe committee screens the applicants to the three most qualified candidates, these will be
presented to the full Board of Trustees for selection.

4. Once a selection is made, the Board will negotiate the contract and salary agreéments prior {o
final approval. '

HIRING OF FACULTY

It shall be the responsibility of the Vice President of Academic Affairs to recruit and screen applicants for
teaching and instruction. Suitable candidates are those who possess allthe necessary academic credentials
and experience needed to successiully perform the duties and responsibilities required of the position. An
interview panel will be used to interview the candidates. The Vice President of Academic A ffairs will
make a recommendation for selection to the President for final approval.

IRING OF ALL OTHER PERSONNEL

Step 1. AnEmployee Requisition Form will be completed by the program director or grant manager and
nwist be submitted to the Human Resources Office. If approved by Human Resources, the form will
proceed to step 2.

%—ﬁdﬂww— R e e e e B g R T Rt T
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Step 2. After approvalis received by the Human Resources Office, theform will be submitted to the Chief
Financial Officer to ensure fiinds are available for the position.

Step 3. The position will be posted in house for three days. If it’s not filled in house it will be advertised in
the newspapers identified in the Eroployee Requisition Form.

In order to support capacity-building at SWC, employees are encouraged to seek higher-level positions for
which thev qualify. This policy is related to, butnotlimited by, the professional development and
Educational Assistance Program opportunities supported by the College To facilitate this objective, and
reward employees for their job performances, SWC will first postjob openings internally prior to
advertising the position to the general public.

Bmployees should feel fiee to discuss theircareer aspirations with their supervisor/manager or the Human
Resources Office at anytime. Employees must havea good performance history, a good attendance record,
successfully completed their probationary periods, and must meet the qualifications for the position. All
qualified employees applying for the position will be considered; additional consideration will be given
with regard to length of service. Employees need not resign from their current position prior to being
selected for a new position. .

HIRING PROCEDURE

All applicable laws and regulations goveming the hiring at SWC will be adhered to duzing the interview
and selection process. This process will be applied to all regular employment positions within SWC:

o  The applications will be collected by the Human Resources Office and appropriately screened,
including pre-employment drug testing and the appropriate background checks.

e  The Human Resources Office will establish an mnterview Pansl, with a mininmm of three
members. This panel will consist of the immediate supervisorand/or department manager, and
other individuals selected by Human Resources.

o  The Interview Panel will make a recoramendation to the President for final approval.

e Al applicants will be notified in writing as to the outcome of the hiring process by the Human
Resources Office.

If there is @ny guestion of @ conffict of interest cxisting between the President and the new hire, the Board
of Trusteos shall make the final determination. -

NEPOTISM

The college is comumitted to the fair and ethical ireatment of all ofits employees and students. Accordingly,
SWC prohibiis favoritism in the workplace, including hiring and supervision, based on fimily
relationships.

Relaiives or other metmbers of the household of SWC enployees shall not be employed in positions where
the supervisorhas the official authority tohire or recommend or approve the hiring, salary, or promotion of
azelative. Supervisors shall not participate in institutional decisions involving a direct employment benefit
to a relative. Wherein his/her relationship to another employee has the potential for creating adverse inpact
on supervision, internal discipline, safety, security, positivemorale in the wotkplace, or involves a potential
conflict of interest.

Thus, menibers of the same household shall not participate in. any financial or personneltfansaction where
there might be the appearance of impropriety. Neither menber ofthe household shall countersign any
transaction docurent signed by anothermemdber ofthe same household. Close relatives shalinot
participate in any transaction (financial, hiring, supervisory or otherwise) where there will be an appearance
that the transaction has been influenced by the relationship Close relatives will not be hired into a
depari:ment where they directly supervise or are superws ed by another famzly menber, If en:gployees

T St o O e
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become related after employment, one of the employees will be voluniasly transfemred to another
department. I this is notpossible, then the College shall require one or both enployees to transfer or
resign.

Whena conflict or any potential for conflict arises or exists dueto a relationship affecting employment, the
individuals involved will be given the opportunity to decide who is to be transferred to anotherposition or
terminated if no suitable position is available. If the decision is notmade within 30 calendar days,
management will decide who is to be transferred o, if necessary, terminated from employment. The
administration shall take whatever action is necessary to ensure that favoritism, the appearance of
favoritism, conflicts of interest in employment decisions, and discrimination -on these relationships are
avoided or eliminated.

The SWC Board of Trustees shall be informed of any potential conflict of interest based on this nepotism
policy. ‘

Definitions:
L. Nepotism: Favorable consideration in hiring, appointment, promotion, and supervision based on
family relationships.
2. Family Relationships: the following are relfationships subject to this policy:

2. Individuals who are related by blood, marriage or adoption, including the enployec’s
spouse/significant other, child, step-child, parent, step-parent, sibling, step-sibling,
uncle/aunt, niece/nephew, in-law (including sons, daughters, mothers and fathers -in-law,
brothers and sisters), grandparent, step -grandparent, grandchild or step-grandchild;

b. Anypersonliving in the enploves’s household andin a financially dependent
relationship with the employee (ie. employee’s daughier/sons-inJaw or their significant

othed;
¢. Anypersoninvolved in a romantic relationship with the employes.
ORIENTATION

The Human Resources Department will provide an orientation session o each new employee of SWC. The
purposeof this orientation is to fform the employee of the College’s mission statement, organizational
policies and procedures, job duties and responsibilities, and applicable lows. This process is designed to
assist thenew employse in adjusting to the organizational culture and piocesses ofthe College and his/her
new job.

The new employee’s immodiate supervisorwill also provide an orientation session to inform the new
employee of his/herjob requirements, duties, departmental policies and/or requirements, and other SWC
policies or procedurss that affect the employee. Employees will also be made aware of all conditions of

employinent.
OTHER EMPE;@YMNE’ REQU:

(MENTS

All staffand faculty are encouraged to pursue additional training during their employment with SWC.
Increasing individual education will add to their level of skill and consequently increase their value to the
institution. As this value increases it provides a basis for greater compensation. See Employee Education
Benefits Policy. :

During the first year of employment, all fiulltime armployees of SWC, including exocutives, are required to
successfully compleie one of the following courses when offered. Thess courses , generally offered at SWC
free of charge to the faculty and staff for this purpose, include:

1. DKT 120 Intreduction to Dekota Studies

2. DKT 265 American Indian Sovereignty

3. DKT 250 Introduction to Tribal Government

s
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4. The President will also determine if other courses or seminars of equivalent nature and contact
hours fulfill this requiretnent.

PERSONNEL RECORDS

To keep necessary Company recoids up to date, it is extremely iwportant that you notify the Human
Resources Office of any changes in:

@ Name and/ormarital status

o  Address and/ortelephone number

o W4 deductions

e Persontocontactin caseof emergency

EMPLOYEE CATEGORIES

The following information is provided to clarify the employment categories available within SWC.
Nothing in this section should be interpreted as a contract of employment.

o [Kzecutives — Execuiives are SWC's top officers who are hired directly by the Board of Trustees.
Exccutives are full-time exempt positions and generally have employment contracts. The Board
of Trustees has the discretion to award contracts as they deem appropriate. Top management
positions consist ofthe President, Vice President of Academic Affuirs (“VPAA™), and Chief
Financial Officer (*CF0™).

» Administrative amd Frofessional Staff — Administrative staff are non-academic employces that
have administrative and supervisory responsibilities, including most department heads. These
positions are full-time exempt. Professional staff are those employees who have responsibility for
planning, organizing, directing, and aitaining goals and objectives, but generally do nothave
supervisory responsibilities. These positions are full-time exempt.

s Faculty —Faculty membets are employees are contracted primarily to instruct students and/or
perform other academic duties. The number of courses they are required to instruct can vary
dependent on other duties and considerations. These positions generally have an employment
coniract.

e Support Staff — Employees who are in this category have specific responsibilities to SWC’s
administrative or academic functions. These positions whether full-time or part-time are non-
exeopt.

o Temporary - The College might need to wtilize temporary employees for short periods of time for
purposes of completing a specific taskor to tewporarily fill a vacantposition. Such temporary
employment arrangéments are not intended to permanenily replace staff appointed positions.

% Temporary employment shall not exceed ninety (90) days.

Temporary employees are noteligible for benefits such as health insurance, leave, promotion,

and/or grievance hearings.

% Temporary employment can be terminated before completion of the specified time petiod.

% Temporary employees will be required to adhete to all SWC policies, procedures, and -
regulations unless specifically exenpted. ’

s
000

The Sisseton Wahpeton College’s nepotism policies will apply to the hiting of temporary enmployees. The
President must approve all temporary hires, and can be exempt from the other regular hiring proceduses.

This policy does notapply to regular employees appointed to a temporary assignment and excludes all
instructional appointments.

The following definitions are provided to help clarify and better understand the employment categories:
= Full-iime -- Foployees who are designated full-time typically work 40 hours per week. These
positions are either exempt or non-exerpt. Employees are eligible for benefits.

e et
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Part-Time — Employees who are designated pari-time typically work less than 31 houss per week
. and are not eligible for benefits.

Fxempt and Non-exerapt — The Fair Labor Standards Act categorizes various employment
positions as exempt or non-exempt from overtime pay. Exenpi positions are held by the
Executives, Administrative, and Professional Staff. They are paid on a weekly basis and are not
eligible for overtime. All other positions are considered non -exempt and are paid on an hourly
basis and are eligible for overtime.

e e e e e s P e
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C. CONDITIONS OF EMPLOY

ATTENDANCE POLICY

Because SWC depends heavily upon its employees, it is important that employees attend work as
scheduled. Dependability, attendance, punctuality, and.a commitment to do the job right are essentialat all
times. As such, employees are expecied at work onall scheduled work days and during all scheduled work
hours and to report to work on time. Employees failing to contact their ioomediate supervisoror the Fuman
Resonrces Office shall be considered as having volnntarily resigned their position after #hree (3)
comsecutive days of being absent from work. A record of absenteeismand lateness can be kept by the
supervisorand becomes pait of the efmployee's personnel record. Absenteeismand lateness lessen an
employee's chances for advancement and eventually result in dismissal.

ACCIDENTS AND EME{E GENCIES

Maintaining a safe work environment requires the continuous cooperation of ali employees. The College
stiongly encourages employees to communicate with fellow émployees and their supervisorregarding
safety issues.

Al éﬂqaloy_ees__ will be provided care, first-aid and emergency service, as required, for injuries or ilnesses
while on SWC premises. Employees should contact their supervisor, the nearest supervisor, and/or911 in
the event of an accident or emergency. '

If an ermployee is injured on the job, SWC provides coverage and protection in accordance with the
Worker's Compensation Law. Any injury that is sustained while at work pwst be reported immediately to
the employee's supervisor, who n tum will notify Human Resources of the incident.

Failure to report accidents is a serious matter as it could preclude an employee’s coverage under Worker's
Comperisation Insurance. .

PROBATIONARY PERIOD

All newly hired employees (including key personnel) will be on a probationary status for ninety (90} days.
This mitial employment period allows ihe employee to go through a period of adjustment to learn about
SWC and their job, and to find out if they are suited to and/or like their new position, Additionally, the
probationary period allows the employee's supervisora reasonable period of time to evaluate the
employee’s work performance. During this period, the employee will be provided training and guidance,
and the employee’s job performance, conduct, and work habits will be closely monitored by their
supervisor.

At the end of the probationary period, the employse will be evaluated by their immediate supervisor, This
evaluation is used to determine the employee’s status. There are three possible recommendations on the
employes’s work performance evaluation:

. satisfactory completion,

2. eamending the probation, or

3. unsatisfactory completion,

A satisfactory completion entitles the employee to benefits. A recommendation for exending the probation
will include specific arsas for improvement and will be for a one-time 30-day extension. An unsatisfactory
evaluation will result in termination. o

s P
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An employes can resign their employment at SWC without prejudice at any time during the probationary
period. The employee can be discharged at any time during the probationary period if their supervisor
concludes thatthe employee is not progressing or petforming at a satisfactory level

WORK PERFORMANCE REVIEWS

Woik performance evalnations will be conducted in the following circunsiances:
1. at the conclusion of the probation period;
2. asubstantialchange in an employee’s responsibilities;
3. annually.

A work performance evaluation will be used io justify an increase in pay, to reduce any job deficiencies,
improve job perfomlance and for employee development. A satisfactory evaluation, however, shall not
necessarily resuli in an incfease in pay. Unsatisfactory evaluations could lead to further disciplinary action.

Work performance evaliations will be prepared by the appropriate department manager in conjunction with
the anniversary date in position. The department manager will meet with the émployee to address the
petformance review. Both manager and employes will sign the review form prior to submission to the
Human Resources Office. The employee 8 signature only acknowledges that they have read the report and
is not to be interpreted that they are in agfesment w1th the evaluation.

The Board of Trusiees will conduct annual evaluations ofthe individuals holding executive positions.
Conducting a comprehensive evaluation of an executive must also considera number of factors beyond his
or her interactions with the Board of Trustees. In order to properly evaluate the day-to-day management of
the College, senior staffmembers will provide their insight to the board menibers by completing individual
reviews ofthe execuiive. Thesereviews will be submitted anonymously by each of the otherexecutives
and three (3) other emplapees selected by the Board of Trustees from various departments. The delegated
board members may use this information as deemed appropriaie in completing the official work
perfotmance review.

PAYROLLINFORMATION

Boployees are paid bi-weekly on the specified day of the week designated for disbursement. If the normal
payday falls on a recognized holiday, paychecks will be distributed on thenext workday after the regular
disbursement date. Employee paychecks will only be given personally to the employee. Any other
arrangement for mailing or pick-up mmst be made in advance and in writing with the Business Office.

TIME RECORDS

The attendance of all employees, mcluding full-time and adjunct faculty, is recorded on a timesheet and is
submitted to the Business Office on a bi-weekly basis. Attention rust be exercised in recording the hours
wotked, and absences.

Fach employee is responsible only for his/her own recordkeeping. Only supervisors or designated time
approvers have the authority to adjusttime logs.

Once an employee arrives at work, work is to commence immediately. Failure to dosois considered
falsification of timekeeping records.

OVERTIME

Occagionally, it is necessary for a non-exempi employee to work more than 40 hours per week. In those
31tuat10ns the employee will be paid one-and-a.—half times the regular rate of pay after the 111]1‘13.1 40 hours in
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aworkweek. All overtime mmst be requested and approved in advanced of an employee working any
overtime.

WORK PRODUCT OWNERSHIP

All SWC employees must be aware that SWC retaing logal ownership of the product of their work. No
wotk product created while employed by SWC can be claimed, construed, or presented as property of the
mdividual, evenafter employment by SWC has been terminated or the relevant project completed. This
ncludes written and electronic documents, audio and video recordings, system code, and also any concepts,
ideas, or otherintellectual property developed for SWC, regardless of whether the intellectual property is
actually used by SWC. Althoughit is acceptable for an employee to display and/ordiscuss a portion or the
whole of certain work productas an exanple in certain situations (e.g., on a resume, in a freelancer’s
mesting with a prospective client), one must bear in mind that information classified as. confidential must
remain so even after the end of employment, and that supplying cértain other entities With certain types of
information courld constitutea conflict ofinterest. In any event, it nmst always bemade clear that work
product is the sole and exchisive property of SWC. Freelancers and temporary enployees mmst be
particularly careful in the course of any work they discuss doing, or actually do, for a competitor of SW C.

COMMUNICATIONS AND COMPUTER SYSTEMS POLICY

Every SWC enployee is responsible for using the communications and computer systems properly and in
accordance with SWC’s policies and procedures. For additional information please refer to the Information
Technologies (IT) Department’s policy and procedures manuals, or with the IT Director.

Enployees are required to signan E-mail and Internet Policy Acknowledgment Fomm as a condition of
enployfuent. The form is to be-signed on acceptance of an employment offer by SWC.

Right to Access and Monitoring Systems

The commumication and computer systems are the property of SWC, and are for usein conducting college
business. All communications and information transmitted by, received from, .or stored in these systems

_ are considered company tecords and property of SWC, Unreasonablé, excessive, or maliciotis use of these
systems for personal purpeses is prohibited. Employees should not have the expectation of individual
privacy regarding any comtimmnication or work stored in, created, fecéived, or sent over these systems.

SWC, in its di_$cretion as gwner of these systems, reserves and _-S_hall ¢xercise the ﬁght to monitor, access,
retrieve, and delete any information stored in, created, received, or gent overthesesystems.

Any employee who discovers the misuse of one of these systems sh(;iﬂd inmediately contactthe IT
Departmsnt.

No Expectation of Privacy
Employees shouldbeaware thatregardless of any.security measure taken the confidentiality of any
message stored in, created, received, or sent from these systerss cannot be ensured. Nor does the use of
personal passwords or other security measures diinish SWC's tights to access materials on its system, or
create any privacy fights of employees in the messages and files o the system. In order to facilitate the
ongoing operations of the College, the IT Department with authorization from the President can lock
individual employee accounts and/or provide access fo these accounts, inchiding all related data, to another
designated employee(s). ' :

Copyrighted or Sensitive Data

The communication and computer systems shall notbe illegally used to transmit copyrighted matetials,
trade secrets, proprietary financial information, or similar materials. Employees, if uncertain about whether
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certain inforimation is copyrighted, proprietary, or otherwise nappropiiate for transfer, should resolve all
doubts in favor of not transferring the information and consult the IT Department.

SUBSTANCEABUSE POLICY

SWC operates a dmg-fiee workplace. Employees who possess, manufacture, use, attempt to possess or
use, participate in theillegal transfer, sale, offering, or possession ofillegal drugs, other controfled
substances, oralcohol while on the job or on SWC property are in violation of this policy and are subject to
disciplinary action. Employecs who report to work under the influence of alcohol, illegal drugs, or other
controlled subsiances are considered a threat to the general safety, productivity, security, and accountability
ofthe Co]lege and are also in violation of the policy.

SWC recognizes two dlfferent situations thatrequire addressing.

1. The effect ofalcohol/drug use or abuse on an employee’s performance and overall healf:h SwC
will strive to treat this situation with sensitivity and concem by helping the employee obtain
appropriate ireatment and counse]mg and will make every effort to accommodate an employee’s
needs in such a situation.

2. The effect of illegal drugrelated activities (such as possession, sale, offering, or using)on the
reputation of theCollege in genera! and the denial of the goal of a drug-free workplace. - -
Therefore, i order to strive to treat this second situation, a procedurchas besn implemenied for
.drug testing. ' ‘
Drug Testing Situations

There are five situations that could require an employee to submit to drug testing in order to temain
employed at SWC. Thosesituations are as follows:

1. Pre-employment. Al applicants mmist pass adrug testbefors beginning work ot receiving an
offer of employment. Refusal to submit to testing will result in dlsquahﬁcatlon of further
employment consideration.

2. Randem. SWCwil penodlca]ly reqmre thata randomly selected sample of the workforee .
gubmii to a drug-use screening test. “Randonily selected” means a computer generated list of
enployess for periedic dmg testing, but at no time shall any employee be chosen fora
random test by a method that could arguably have been prejudiced toward a particular
employee The random sample will inclnde 25 percent (25%) of SWC’s current employees
and will be donetwice a year. The President, the Vice-President and the HR Managér will be
responsible for coordinating the process.

3. Reportale accident, In caseof an accidenton the job, an employee who is injured on the
job to the extent that medical attention is required will be required to take a drug testfor
. insurance and habzhty PuIposcs.

4. Reasomable suspiciom. Reasonable suspicion of viclations of the SWC Substance Abuse
Policy can result in a drug tesi. Violations of the SWC Substance Abuse Policy nust be
reported in writing, be articulate and descriptive, and meet the standards ofreasonable
suspicion test. When a report is received, the President, in consultation with the HR Manager,
will evaluate it. The President will then decide whether the SuSplClOIlS warrent a drug test.
deemed necessary, the IR Manager will coordinate the drug test.

5. Area testimg. Within SWC, there ars areas that are defined as a section of a worlplace that
inchude one or wore departments. SWC will conduct an area drug test when there is an
indication that drugs are being used or there is a potential for damage caused by drug use.

The procedure listed under “reasonable suspicion” will be used to coordinate the process.

6. Baselime testing. This category oftesting will be used whenever the SWC drug testing policy

is amended. In thatinstance, all SWC ermplovees will be subjecito testing.

Failure of Drug Test or Refusal fo Submit

Failure of the drug testing protocol occurs after the final Iab report determines a positive finding, after
eliminating false posmves orthe presence of legitimate pres cnptlon drugs — requiring supportmg
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docurbentation from a doctor. Failure of a drug test, or refusal to submit to a drug-use screening test,
whether on-duty or off-duty, shall be grounds for termination of employment. Failure to appear and take
the testis considered a form of refusal, as is appearing but leaving prior to the testbeing administered. An
employee who is terminated from employment under this policy shall not be allowed to re-apply for a
position with SWC for a peried of one year.

VIOLENCE IN THE WOREPLACE

The College strongly believes thatall employees should be treated with dignity and respect. Acts of
violence will. not be tolerated. Any instances of violence must be reported to the employee's supervisor
and/orthe Human Rescurces Office.  All complaints will be fully investigate_d‘

The College will promptly respond to any incident or suggestion ofvmlence Violation ofthis policy will !
result in disciplinary action, up to and including immediate discharge. . |

NON-DISCRIMINATION AND ANTI -HARASSMENT POLICY

The Sisseton Wahpeton College is committed to a work environment where all individuals are ireated with
respect and dignity. Fach individual has theright to work in a professional atmosphere that prohibits
discriminatory behavicr and harassment. Therefore, SWC expecis thatall relationships among persons in
the workplace will be business-lke and fize of bias, prejudice, and harassment.

SWC prohibits and will not tolerate any such discrimination or harassment.

Definitions of Harassment

For the purposes of this pohcy, harassment includes verbal or physmal cenduct that demgra.tes
shows hosiility or aversmn toward an mdmdual because cf h_lsfher race, ethmczty, gender sexual
a hostﬂe work envmonment or negatrvely unpacts an individual’s ahihty to work or his/her
employment epportunities. Harassing conduct includes, but is not limited to: epithets, shurs or
negative stereotyping; threatening, mtmdatmg or hostile acts; denigrating jokes and display or
cirenlation in the workplace of written or graphic material that denigrates or shows hostility or
aversion toward an individual or group.

Sexnal harassmentincludes a range of subtle and not so subtle behaviors and can involve
individuals of the same or different gender. Depending on the circumstances, these behaviors can
include, butare notlimited to: unwanted sexual advances orrequests for sexnal favors; sexual
jokes and innuendo; verbal abuse of a sexual naiure; commentary aboutan individual's body,
sexual prowess or sexnal deficiencies; leering, catcalls or touching; insulting or obscene comments
ot gestures; display or circulation in the workplace of $exually suggestive objects of pictures
(mcludmg through e-mail); and other physical, verbal or visual conductof a sexual nature,

This policy apph'es to all employess and SWC officials, regardless whether their conductis directed
towards an employee, student, or visitor to the College.

Conduct prohibited by these policies is unacceptablein the workplace and at any College spounsored or
supported activities such as business trips, meetings, competitions, or social events.

Retaliation .E's Prohibited

SWC prohibits retaliation against any individual who reports discrimination or harassment or participates in
an investigation of suchreports. Retaliation againstan individual for reporting harassment or
discrimination or for participating in an investigation of a claim of harassment or disctimination is a serious
violation of this policy and, like harassment or discrimination itself, will be sub_]ectto dlsc1p]mary action.

e s e e e
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RESIGNATION

When an employee decides to terminate their employment with the college for any reason, his/her
supervisorand the Human Resources Office would like the opportunity to discuss the resignation before
final action is taken. SWC ofien finds during this conversation that another alternative is better. If
however, after full consideration the employee decides toleave, it is requested that the employee provide
the College with a written two-week advance notice period (bear in wind that vacation days or personal
days shall not be included in the two-week notice petiod). The College will only compensate enployees
for unused vacation when the employee works throughout the notice period, and is not terminated for gross
misconduct or cause; otherwise, unused vacation will be forfeited. If, as sometimes happens, the
employee’s supervisor wishes for the employee to leave prior to the end of the employee's two -week notice,
the employee shall be paid for the remainder of that period.

POST RESIGNATION/TER ATE’@NPR@CE@@]&ES

7p-7l

Exit Interview

Thuman Resources is responsible for scheduling an exit interview with employees on the their last day of
employment and for amanging the retum of College propeity including:

¢  College-issued keys or other security devices

¢ College-issued credit cards

o College manuals

e  Any other College-owned or issued property

Any funds owed to the College will be deducted from the employee’s final paycheck, which will be issued
at the next regular payroll disbursement after the retum of all College property.

In order to receive a disbursement from the Retirement Plan, the employee mmst directly contactthe
company controlling the Retirement Plan. Specific infornmiation will be provided at the exit interview.

Benefits
Benefits (Life, Medical and Dental) end on your last day of employment, [or, lastday of the month in
which your last day of employment falls]. An employee, unless dismissed for gross misconduct, has the
option to convert to individual life insurance, and/orto continne Medical/Dental Benefits in accordence
with the Consolidated Onmibus Budget Reconciliation Act("COBRA™) regulations,

Restricted Access

The College can require former employees, dependent upon cirenmstances, to restriot their access to SWC
propeity for official purposes only, for example, completing final paperwork, collecting a final paycheck,
for & specified petiod of time. The timeline will be determined ona caseby casebasis. When restricted
access is being exercised the former employee will receive written notification of such action dependenton
severity of the cause of action for termination.
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D. EMPLOYEE BENEFITS

SWC has prepared a benefit package for all full-time employees, Thesebenefits arc a substantialpart of
the overall employee compensation for those employees who qualify. These benefits include leave, paid
holidays, health insurance, dental and vision nsurance, a retirement plan, life insurance, and employes

development programs.

This section of the Handbook contains a very general description of the benefits to which you could be
entitled and is not intended to, and does not, provide you with all the details of thesebenefits. The official
plan documents govemn the provisions and terms of each benefit. ‘

To the extent that any of the information contained in this Handbook is inconsistent with the official
plan documents, the provisions eof the official documents will govern in all cases.

Pleasc note thatnothing contained in the benefit plans described herein shall be held or construed to create
apromise of employment or fature benefits, or a binding contract between SWC and its employees, retirees
or their dependents, for benefits or for any other purpose.

For more complete details regarding any of our benefit programs, please refer to the official documentation
and otherinformation available from the Human Resources Office. .

LEAVE SYSTEM

Paid-Time Off (PTO)

SWC believes that its employees are thekey to what makes a great orgenization. The College tecognizes
that work makes up a large portion of an érployee’s life and believes that a balance between work and
non-work activities is essential. To supportthis, SWC has designed a paid time off (FTO) plan that
incorporates the previous annual and sick leave into one program.

PTC is designedto cover leave for vacation, personal issues, sickness, family sickness, and other family
activities. Use of PTO nust be preapproved with the employes’s supervisor. PTO will be us edin

quartsrly-hourly increments.

All full-time employees will accrue PTO hours according to the following schedule:

Years of Service EBours perPP
04 6
5-14 ‘ 8
15 and over ' 10

For purposes ofthis policy, accrual begins on employee’s date ofhire. However, PTO shall notbe used
until the probationary petiod has been successflly complsted.

A mazximmm of 250 kowrs of acerued and unused PTO can be camied over from onte calendar year to the
next. Any exceptions te the carryover policy nmst be authorized by the President, Upon termitiation of
employraent, any earned and unused PTO will be paid in the final paycheck.

The President has the ability to implement procedures to buy-back PTO in excess of 160 hours from
employees at a rate notto exceed one-half of their regular hourdy, or equivalent, pay. A maximum number
hours of PTO thatan employee can sell-back during a single calendar year will be established.

T S
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Full-Time. Faculty Leave

Due to the nature of their roles and responsibilities ﬁlll-ume faculty do not acerue Annual leave. In place
ofannual leave, each contract year, faculty will be awarded four (4) days of personalleave and tern (10)
days of sick leave. A faculty member cannot cairy over any personal or sick leave into the next contract
year, Arangements for theuse of personalleave must be made i in advance. The faculty member requesting
annual leave must make ali arrangements to ensure their classes will function during their absence. Atno
time will a faculty member take annual leave when to de so would cancel classes or otherwise unduly
inpact students. In addition, faculty members are able to work around their teachmg schedules and are
oﬂen able to take days off when clagses are not being held.

Bereavement Leave
This policy has been developed as part of our Dakota centered phllosophy which respects the special

relationships of Native Americans. In the unfortunate event of a death in the family, a leave of absence of
up to five {5) dayswith pay will be granted.

For ﬂltS purpose, family is defined as:
Spouse .
Children, step-children
Parents (including in-laws), step-parentis
Siblings, step-siblings
Grandparents
Grandchildren
Huonka relatives or other members of their household

Employees should make their supervisoraware of their situation. In tum, the supervisorshould notify
Human Resources of the reason and length of the employee's absence.

Two (2} days of bereavement leave will be granted to employees who have lost a member of their extended
family. Extended family is defined as: Cousins, Aunts, Uncles, Nieces, and Nephews.

One (1} day of bereavement leave will be granted for community members at the diseretion of your
supervisor.

Bmployees rmst notlfy their supervisors as soon as is reasonably possible regarding their absence from
woik.

Jury/Court Leave

SWC employees can take jury/court leave when summoned o setve ona jury or to appear 8s a witnsss. No
deduction will be made from the salary of an employee for required appearances m coutt, including jury
duty, when the reason for such appearance is not personal fo the employee. Any compensation made by the
court to the employee for the time they are receiving pay from SW{ pmst be submitted to the Human
Resources Office. The employee nmst presenta subpoena orjury duty statement as evidence they are
required to appearin court or for jury duty.

Holiday Leave
The following are holidays observed by SWC:
New Year's Day _ January 1
Mauyvtin Luther King s Birthday January (37 Monday)
Treaty Day/Washingion’s B-Day February (3 Monday)
Good Friday and Easter Monday Varies
Memorial Day May (last Monday)
Independence Day July 4
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Founder's Day August 7

Labor Day September (1 Monday)
American Indian Day/Columbus Day October (2™ Monday,
Veteran s Day ) November 11 ‘
Thanksgiving Day November (4" Thursday)
Christmas Day ' December 25

Days proclaimed by Executive Order of the President of the United States and/ov the Sisseton Wahpeton
Tribal Chairman ave considered legal holidays.

Administrative Leave

Administrative Leave is an excused absence from duty administratively authorized without loss of payand
without charge to leave. The President shall, at his/her discretion, grant administrative leave to an employee
or all employees due to adverse weather conditions, important community events or elections, academic
breaks, or other reasons that would benefit the College or the morale of its employess.

Leave Without Pay (LWOP)

Leave withoui pay will be granted to an employee when an employee does notqualify for any other type of
leave yet needs to be absent for personalreasons other than those previously mentioned. BEmployees must
get prior approval for leave without pay. In addition, the following will constitute leave without pay:

e Ifan employee does not receive proper authorization to attend a meeting or wotkshop, even if it is
work related, they will be given leave without pay for the iime they are away from their
workplace, In addition they will notbe eligible for any reimbursement of expenses as a result of
their absence. o _ '

e Auyhoursnot recorded on the time sheet for which there is nota leave request form completed
and signed by a supervisorwill be counted as Leave WithoutPay. ,

o Thte away fom work taken without informing the supervisorasto the nature and purpose of
such absence will be counted as Leave Without Pay (ie. an employee does not show up for work
at 8:00AM butcalls iv at 10:00AM torequestleave, the time from 8:00AM to 1G:00AM wiil be
counted as Leave Without Pay. R

Leave WithoutPay can be anthorized for a petiod not to exceed e (76) werking days (except in
the case of treatment/rehabilitation leave). '

e Ifan employée does not returd to work and gives no intention of retutning, at the end ofthe tem
{10) working days, the President will declare the position vacantand proceed with filling the
vacancy.

Military Leave

An empleyee who is a member ofthe U.S. Armed Forces, Reserve or National Guard is entiiled toa leave
of absence for the performance of all active military duty and/or related training. Upor receipt of orders for
active or reserve duty, an employes will notify their supervisor, as well the Human Resources Office, and
provide a copy of the military orders. The employee may requestto usethoir available leave in Feu of
leave without pay for this absence. Once available leave has been exhausted, employee will be on a leave
without pay status.

The employee’s military service will notbe considered a break in employment for benefit puposes.

Spiritual Leave

Employee can take PTO or Leave Without Pay (LWOP) to attend traditional or other spiritual events. Prior
to taking leave, eimployees mmst notify their supervisors and/orthe Human Resources Office regarding the
dates that they will not be at work. ' '

e e A R T
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Family Medical Leave

Fligible employees are entitled to unpaid leave thatis job and benefit protected in cortain circumstances.
To be eligible, an enployes must:

1. Havebeen employed by SWC for at least 12 months before the leave request; and

2. Have worked at least 1250 hours during the previous 12 months.

Fligible employees are entitled to a total of 12 weeks of unpaid leave during a 12-month period beginning
with the first leave request provide the leave is taken for one ormore of the following reasons:

Birth of a child

The placement of a child for foster care or adoption

To care for 2 family member (spouse, parent, child) with a serious health condition

The employee’s own serious health condition

2 & ® @

BErployees will be given the opiion of using accunmlated PTO in lieu of leave. Once all accrued leave has
been exhausted, the enployee will be deemed to be on Leave Without Pay (LWOP) Employees will not
accrue PTO during the peried of LWOP,

HEALTH INSURANCE

Al fulltiine employees can apply for individual healih insurance. Eligibility for this health insurance i
subject to the requirements of the health insurance plan. Enployees’ also have the option of eleciing
dependent covetage. Costs for the various options will be explained at the time of enrollment,

The Human Resources Office will assist employees in making the necessary amangements for enrollment.
Additional information on regardmg the healthcare plan and specific options are available on the insurance
company ’s website.

VISION Aﬁ@ DENTAL INSURANCE

All full-time employees are cligible for the Vision and Dental Plan. Ermployees also havethe optionof
electing dependent coverage. Costs for the various options will .be explained at the time of enrollment.

\Y QPPEEMN TINSURANCE PLAN(S)

Pmployees can elect to enroll in additional supplemental insurance plans, suchas AFLAC. This is an
elective benefit and is the soleresponsibility of the employee tofimd. As a service to employees, a payroll
deduction can be setup for payment to the carrier.

GROUP LIFE INSURANCE
SWC offers regular full-time employees an employer-paid basic group term life policy.

RETIREMENT PLAN

SWC has adopted a 401K plan for all eligible employees. This plan has been established to encourage and
provide 2 means for employses to participate in retirement planning or savings. There are rules for
eligibility, benefit allocations, vesting and distribution. This information is containedin the participant
manual which is given to employees once they become eligible and entoll in the plan.

Fuorther details aboutthe Plan can be obtained from the Humsn Resources Office.

SWCBoardof Trustees approved on Noembe 19 25 - P'ZZ
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WORKERS' C OMPENSATION BENEFITS

The College is covered under Workers' Compensation Laws. Should you sustain a work-related injuty, you
must immediately notify your department supervisorand the Human Resources Office, In the caseofan
emergency, you should go to the nearest hospital emergency room for treatment.

EMPEOYEE DEVEL @PMNTPR@G

This policy is to majntain and increase the quality of SWC'’s faculiy and staff, The ongomg development
of personnel committed to SWC increases thejr ability to contribute effectively to the mission and goals of
SWC. This policy is firther based in the understanding that educationis a primary cultural value of the
Dakota people. SWC believes thatbenefits achieved through this policy will further strengthen the

Siss eton Wahpeton Oyate and enhance the development of the Lake Traverse Reservation.

Employee development programs are offered in two forms:
1. Professional Development targets job duties related to an employee’s current position;

2. Education Assistance Program, which supports broader carcer development

PROFESSIONAL DE VE.E@RMEN T

Itis the policy of SWC to provide assistance and support to staffemployees in order to improve job
performance. Supervisors are encouraged to mwintain an environment that facilitates employees acquiring

skifls and knowledge increasing job effectiveness.

All employees, regardless of statis, are eligible to receive professmnaldevelopment Employees mmst
request professional development by submniitting a proposalto their superv1sor Requests that are mandated
by supervisors orby funding and other regulatory agencies will teceive priority. New employees will be
made of the PD process during faculty orientation at the begmmng of the academic year, as well as other
means such as electronic messages andhard copy postings. S

Professional development is genera]ly aceomphshed through on-the-job training, seminars, conferences,
institutes, participation in professional and technical associations, or workshops.

Approval for Pmﬁessi@nal Development
Employees requesting professionaldevelopment will complete and submit the proper form to their
supervisorfor approval. If the supervisorendorses the request, or wishes to mandate professional
development for a staff member(s) therequest form is forwarded to the Humen Resources Office for
further processing. Professional development of this nature (not patt ofa formal degree program or
significanit coursework for college credit) is not reviewed by the Efucation Assistamce Comuzitee
(FAC). , .
o  If the professional development would be supported, even partially, by a grant then the PI/PD of
thataward must approve and sign the form to allocate the finds.
o  The President, or specifically delegated representative, makes the final determination of approval

EDUCATIONAL ASSISTANCE PROGRAM

The SWC's Educational Assistunce Program (EAP) was initiated to increase SWC’s capacity to flfill its
mission. Asitis sometimes difficult to recruit and retain qualified new employees, there are times that it is
beneficial to assist emstmg employess committed to SWC to gain additional or new skills and expertise.
The intent of the EAP is to assist employees to obtain the education (coursework or degree programs ) that
will benefit SWC in targeted areas.

Implementation of EAP should be driven by the mission and sirategic planning conducted by SWC, and by
the departments to meet their objectives. The Executive Committee or department heads will typically

Sord o Trustees approved on November 19, 2015 S Page
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identify candidates for the EAP as theyreview the curent and future staffing needs of various programs
and departments at SWC. Pmployees iterested in participating in EAP to gain new skiils or career
ddvancement are encouraged to inform their supervisors and the Human Resources Office.

Eligibility
To be eligible for this option, employces must have completed their probationary period, are not currently
gubjectto any disciplinary action, and their performance should demonstrate a commitment to SWC. To
continuereceiving this benefit the enployee nmst maintain a mindimeme Grade Point Average (GPA) of 2.5
on a 4.0 numerical scale, Other qualifications and eligibility requirements could be established.

Fuployees rmst submit copies their transcripts and/or grades for clagses completed in relation to the EAP
to the Humsn Resources Office and their supervisorprior to receiving additional support. Employees
receiving EAP are required to submit a release of information waiver to the institution where they are
entolled so SWC can monitor progréss and expenditures of funds provided by BAP.

The coursework does nothave to be directly related to an employee’s position, as capacity building is the

primary focus of this benefit. However, the employee must be able to demonstrate how the coursework or
degree progtam being pursued will benefit SWC. Mandatoty coursework such as the cultural competency
requirernents (located in Section B: Employment) must be completed prior to taking courses in otherareas,

, Leave and Financial Support

Supervisor’s prior approval is required to receive leave to attend certain educational activities. Leave will
be granted omly if it does notinterfere with an enployee’s other duties and responsibilities. This release
tims is to allow an employee to attend a class or take an exam that is scheduled during regular work hours.
Tt is not to pmwde time for the emplwyee to study, complete coursework, or gitend classes online thai
could be completed outside af the. emplayee 's mormal wwkmy :

Brployees havethe pnmary, mcludmg financial, respons lbﬂxty for individual development. In certain
cases SWC will determine that it is beneficial to supportan enployee’s efforts when it would enharice
current or future needs of SWC. Even if an Employee Education Plan has been approved, SWC retains
the rlght to alter the level of support provided, or revoke the approval of EAP at any time, ‘

Dependent on available funding, SWC might pay part or all ofthe tuition and standard fees for enrolling in
an approved course. SWC will provide EAP suppoit for a specific course only once, unless specifically
approved by the Edueation Assistance Committee (FAC). The qualified employee will be required to
pay for all books, materials, and ancillary foes associated with the clags. SWC will limit or deny EAP
requests to attend specific institutions due to accreditation issues, high tuition rates, or other factors.

Sisseton Wahpeton College Option
This optionis for employees taking couises orcompleting their degree at SWC. Under this option EAP is
limited to a maximwm - of four (§) credit kowrs per semester. Course enrollment is on a space available
basis. EAP will only pay for an employeé to attemmpt a paiticular course one time. Subsequent atternpts to
complete the same conrsewill be paid for entirely by the employee although leave might be granted. The
roaximum amount of educational leave an employee can receive under this opﬁoms equivalent {o hours the
courseis scheduled for dunng the regular work week.

External Instz’z‘wn’m Opﬁom
This bencfit allows employees to complete courses or degree programs fiom otheraccredited ins titutions of
higher education. Approved candidates will be provided with assistance to pay for courses, individually or
as part ofa degree program, dependent on the current avaiability of resowrces and relevancy to SWC, If
the EAP is approved, fands will be paid to the institution of enroliment and not directly to the employee.
The maxinmm amount of educational leave an employee can receive under this optionis sixzy (68) kours
per semester, and is subJect to approval by supervisor and the Education Agsistance Committee.

SWC Boa.rd of Trustees apmvedi on November 19 2015 T Pa '
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Establishing an Employee Education Plan

Afier reviewing a completed Employee Education Plan the employee’s supervisor or department head will
forward it to the Human Resources Office within five (5) working days with his or her recommendations.
The plan is then submitted to the EAC for review. The Committce Chair, or delegated repres entative, will
signify the Committee’s support, provisional support, or disapproval of the plan. Refected plans will be
returned to employee. All endorsed plans will be submitted to the President for final approval — exeeplion
being a plan for the President. If there is any conflict of interest for the President, theplan will be
submitted to the Flumar Resources Office to present to the Board of Trustess for approval,

If the Commaittee grants provisional support, a written recommendation will be attached to the plan. The
President will thenmake a determination of approval on the modified plan. The President canisject any
plan and retum it to the requesting employee for alterations and résubmission to the Cornmittee. B
The supervisorof the employee teceiving FAP, the Human Resources Office, or the President can ask the
Committee to review the employee’s progress, at any time, to make recommendations regarding continuing
EAP support. The Committee wmst also endorse any significant changes to the Employee Fducation Plan.
The Committee’s recommendations in these cases will be forwarded to the President for final

determination,

 Approval for the Educational dssistance Program

HEmployees requesting EAP will com;ﬁiete‘ and submit the approprié.te form totheir supervisors. Afier
receiving an application for EAP the supervisor, based on employee’s prior work performance should
recommend either approval or disapproval of the request. The application will then be forwarded to the

Human Resources Office for further processing,

I the EAP would be supported, even partially, by grant funds then the PYPD of that award must approve
and sign the proper form to allocate the fands. ‘

In order to patticipate in the Educational Assistance Program employees must sign a statement that if
they resign within swelve (12) months afier receiving this assistance, they will be required to repay,
partially or in fill, SWC for the funds expended for their support during that period. This decision will be
made by the President. : ‘
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E. EMPLOYEE RELATIONS
USEOF COLLEGE EQUIPMENT

Employees are expected fo exercise care in the use of College equipment and property and usesuch
property only for authorized purposes. Loss, damages or theft of College propetiy should be reported at
once. Negligence in the care and use of Co]lege property shall be considered grounds for discipline, up to
and including termination.

Upon termination of employment, the smployee mmst retuin all College propeity, equipment, work product
and doctiments in his o1 her possession orcontrol

EMPLOYER INFORMATION AND PROPERTY

The protection of SWC business information, property and all other College assets are vital to the interests
and success of SWC. Sensitive information or property shall not, therefore, be removed from the College's
premises without prior approval. In addiiion, when an employee leaves SWC, the employee tmist retum to
the College all SWC related data, documents and other propetty that the employee has in his/her
possession. Violation of this policy is a serious offense and will result in appropriate dzsc:lplmary action, up
to and including discharge, as well as possible criminal PrOS: ecution.

EEY CONTROLPOLICY

Sisseton Wahpeton College has assigned the responsibility for the control of all keys and locks on the
campuys to the Facilities Manager. Before being issued a key an employee must sign the proper form. The
Facilities Manager will maintain a key-control log that contains: the key number, the name of the individual
it was issued to, the date of issnance, and the date of retum. _
1. The assignment of keys will be carefully controlied to protectthe security interest of the College
while providing for the legitimate access requirements of employees.
e  An authorized individual shall not usethe key to permit other unauthorized individuals
a0Coss.
o  An mdividual entering or leaving a secured area shall beresponsible for re-securing the area
and will be held responsible for any lost or damaged property resulting from failure fo do so.
2. Anemployee will be charged the fiilll costofreplcing a lost or stolen key and any locks opened
by that key.
3. An cmployee who terminates employment at the College will notreceive the final paycheck until
his/her key is tumed in and the retwin is verified.

USE OF COLLEGE VEHICLES

Caly employees with a valid cutrent driver's license are allowed to operate SWC vehicles. An employee
operating a College vehicle nmst provide a copy of their tribal and state driver’s license io the Human
Resources Office. Collegevehicles shall only be used for authorized College business. Any employee
operating a College vehicle musi do so in a safe manner. Any employee operating a College vehicle under
the influence of drugs or alcohol or in an unsafe or negligent manner will be immediately terminated. The
College has the right to search any College vehicle at any time. Employees have no reasonable expectation
of privacy with respecito College vehicles.
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BUSINESS TRAVEL

The College appreciates the additional burdens that business travelcan impose. In orderto ensure that

employees are reimbursed for legitimate expenses quickly the following guidelinés are provided below:
s Expenses must follow the Sponsored Programs Policies & Procedures, unless receiving prior

approval by the President and the fonds being utilized are unrestricted.

Espenses are incurred in the conduct of College business.

Expenses mwst be reasonable, allocable, and propetly authorized.

Travel Expense Report must be propeily prepared and documented.

Policy exceptions are documented and approved,

@ & 6 @

All employees are ‘expecfed to travel by the most cost efficient manner, for exampleif driving
reimbursement for mileage showld not exceed what airfare would have cost for the same frip. Aidine
teservation upgrades utilizing Frequent Flyer miles are acceptable.

The College realizes thaibecause ¢f the unique extended nature of relationships in Indian Countiy, ttavel
can serve the dual purpose of meeting the primary business objective and enhancing social and
tribal/interiribal relationships. This said, the oitly reimbursable expenses ave those directly related to
business objectives, Additional expenses will be entirely the responsibility of the employes and additional
time taken must beapproved in advance aind charged to the employee’s accrued leave, These activities also-
rmst not impact the price of an airline ticket, hotel stay, mileage reimbursement, or other expenses in a way
thatincreases costs to the College. : ‘ '

Fund Rajsing: SWC recognizes the unique nature of certain travel and entertainment expenses incurted
for fund raising and development activities. If these activities necessitate a deviation from stated travel
policies, the traveler nmust receive prior authorization and attach a brief explanation to the Travel Expense
Report.

Miscellameons Expenses:  Other expenditures associated with travel including business telephone calis,
facsimiles, seminar/conference fees, currency rates, baggage service, parking foes, tips and gratuities, and
other travel expenses cleatly related to the putposeof travel, nmst be itemized on the fravel expense repoit.

Expenses Not Covered By SWC: Spouses, dependents, and/or guests travel, alcohol, personal expenses,
valet paiking, dry cleaning/laundry for trips of 7 days or less, traffic viclations, airdine club menbeiships,
health spa fees, sundries/tofletries, theft or loss of personal belongings ot money, non-business neals,
and/or transpottation or undocumented expenses are the responsibility of the traveler.

Entertainment Expenses: Under most circumstances SWC will not refmbuzse emploYeeS for
entertainment expenses. However, during fondraising or other specially sanctioned activities, these
expenses may be reimbursable butmust have prior approval, bé fully documented, and utilize unrestricted
funding. ' . .

e P e A e
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S OF CONDUCT

CONFIDENTIAL NATURE OF WORK

Confidentiality is essential dueto the nature of the College’s roles and responsibilities to mitigate the threat
ofneedless litigation. Employees are required to monitor their communications in order to maintain a
favozable public perception of SWC.

SWC Employees, while performing their job duties, conld have access, or be required to have access, to
confidential information. This can include salaries or other financial information, personnelissues, student
records, and othersénsitive documents computer files orsimilar material, and information. Disclosure of
this mformatlon could mnfiinge upon the privacy expeciations of SWC employees and adversely impact

SWC.

The Human Resources Office is responsible for prov1dﬁ1g information on current or former SWC
enployees. Unless a Release of nformation has been signed by the current or former employee, only an
employee’s name, dates of enployment, job title and department will be furnished to outside requesis.

The Regigtrar’s Office is résponsible for providing nformation on current or former students. Unless a
Release of Information has been signed by the carrent or former student, the Registrar’s Office will only
confirm or denythe student’s enrollment.

Employees who are unsure about the confidential nature of specific information rmst ask their supervisor
for clarification.

SWC has an interest in protecting confidential and sensitive information ofthe College and information
relating to individual employees and students. Therefore, an enployee is required to sign a Confidentiality
Agreement form as a condition of employment. Employees will be subjectto appropriate disciplinary
action, up to and including dismissal, for knowingly or unknowingly revealing information of a
confidential nature. _

CONFLICT OF INTEREST AND CONSENSUAL RELATIONSHIES

in Gezmemi

SWC expects our employees to conducibusiness accordmg to the highest ethical standards ofconduct.
Employees are expected to devote their best efforts to the terests of SWC. Busi iness dealings that appear
to create a conflict between the interests of SWC and an employee are unacceptable. SWC recognizes the

_right of employees to engagein activities outside of their employment which are of a private nature and
unrelated to our business. However, theenployee must disclose any possible conflicts so that SWC can
assess and prevent poteniial conflicts of interest from arising. A potential or actual confiict of interest
occurs whenever an employee is i 2 position to infiluence a decision that could result in a personal gain for
the employee or an immediate family member (i.e., spouse or significant other, children, parents, siblings)
as a result of SWC's business dealings.

Although it is not possibie to specify every action that might create a conilict of interest, this policy sets
forth the ones which most frequently present problenss. ¥ an employee has any question whetheran action
or proposed coutse of conduct would create a conflict of interest, he or she should immediately contact the
Humen Resources Office to obtain advice on the issue. The purpose of this policy is to protect employees
from any conflict of interest that might arise.

T Lo T e T e S e Y T S T
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A violation of this policy will result in imimediate and appropriate discipline, up to and including immediate
termination.

Consensual Relationships

It is the goal of SWC to promote a safe, respectfil and productive environment in which to deliver quality
education through teaching and our administrative services. Therefote, SWC prohibits consensual
relationships between faculty and students, employees and students, orsupervisors and subordinates
whenever the faculty or employee has supervisory, teaching, evaluation, advisory, coaching or counseling
responsibilities for the student or subordinate. Dating, romantic, or sezual relationships between College
employees (¢.g. faculty and staff menibers) and students, even if consensual, can negatively affect the
educational environment for students,

Faculty and staff members who violate this policy are subject to disciplinary action, including the i
termination of employment. Asindividual cases may vary, supervisors have a certain degree of discretion :
to considerspecific circumstances — the nature of the relationship, the specifics of the student’s academic
program, the staff member’s duties, and constraints ofthe College. Disciplinary actions can range from no
action to therecusal of the staff member from matters involving the student, to changes in the staff
member’s duties, or terminating his/her employment.

On occasion, an employee will have a dating, romantic, or sexual relationship, or a mardage with an
individual who then becomes a student, or an individual with a pre-existing relationship with a student will
join the Coliege. Iiis the obligation of the faculty or staff member to disclose that relationship to their
supervisoror the Human Resources Office. It is the responsibility of the supervisor or Human Resources
Office to take thenecessary steps to ensure that the educational experience of the students are not affected
by the dating, romantic, sexual, or marital relationship.

Reporting Potential Conflicts

An employes must promptly disclose actual ot potential conflicts of nterest, in writing, to his or her
sepervisor. Approvalwill not be given unless the relationship will not interfere with the employee's duties
or will notdamage the College's relationship.

PROFESSTONAL CONDUCT & EXPECTIONS

As a SWC employee, you are expected to fulfill your duties to the best of your ability and to uphold the
interest of the College. During scheduled working hours, devote your full attention to the duties and
responsibilities of yourposition. At all timss, conduct yourselfin a professional and respectful manner.

Employees attending functions, particularly when officially representing SWC, are expecied to abstain ‘
from becoming intoxicated, engaging in disruptive behavior, or otherwise acting in & manner that could

causcharm to the reputation of College. Employees are expected to refrain fiom making disparaging i
comments regarding the College, its etnployees, clients, students, suppliers, and others while on duty. :

From time to time, SWC enployees could be required to work beyond their nomally scheduledhours. In
cases of condlict with any outside activity, the employee's obligations to the SWC must be given priotity.
Employees are hired and continuein SWC's employ with the understanding that SWC is their pritary
employer, and that other employment or commetcial mvolvement which is in conflict with the business
interests of SWCis strictly prohibited.

The presence of children in the wbrkplace is mappropriate and is {0 be avoided excepi in emergency
situations. The employee must contact his/hersupervisoras soon as possible to discuss the situation and
obtain permission to have the child accompany the employee while working.
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will assess:theage of the child, how long the child will be present, fiequency of the occurrence, the work
environment, the potential impact on other employees or students, and the specific duties of the employee.
Consideration will not be given to allowing a child with an illness to come to work with the employee.

A child brought to the workplace in unavoidable situations will be the respensibility of the employee and
must be accompanied and beunder the direct supervision of the employee parent at all times.
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G DISCIPLINARY POLICY

It shall be the policy of the SWC to establish a method in which the College will take corrective action to
assurethatall employees maintain standards ofbehavior and conduct that keep both the individual and the
nstitution above reproach. When an employee does notobserve these standards, certain procedures are
followed to correct these violations. Bmployees, whether professional, support, or adminigtrators, should be
aware that they are held to a higher standard of conduct due of the nature of their profession.

SWC has adopted a progressive discipline policy and procedures to provide a structured corrective. action
process to improve and prevent a recurrence of undesirable employee behavior and performance issuss.

Outlined below are the steps of SWC’s progressive discipline and procedure. SWC teserves the right to
combine or skip steps depending on the facts of each situation and the nature of the offense. The level of
disciplinary intervention will also vary. Soine of the factors that will be considered are whether the offense
is repeated despite coaching or training, the work record of the employee, and the impact the conductand
performance issues have on the College.

PROCEDURE

_ Step 1: Counseling and verbal warning
Step 1 creates an opportunity for the supervisorto schedule a meeting with an employee to bring attention
to the existing performance, conduct, or attendance issue. The supervisorshould discuss with the employee
the nature of the problem or the violation of cotmpany policy and/or procedures. The supervisoris expected
to cleatly describe expectations and steps the employee mmst take to resolve the problem. The supervisor
will prepare a written documentation of a Step 1 meeting. The employee will be asked to sign this
document to demonstrate their undersianding of'the issuies and the cofrective action. '

Step 2: Written warning ' :
Although SWC hopes that the employee will pronptly comect any performance, conduct, or attendance
issues that were identified in Step 1, SWC recognizes thatthis will notalways oceur. The Step 2 written
warning involves more formal documeniation of the performance, conduct, or attendance issues and
consequences.

Duzing Step 2, the immediate supervisorand/ormanager will meet with the enployee toreview any
additional incidents or information aboutperformance, conduct, or attendance issues as well as any prior
relevant corrective action plans. Management will outline the consequences forthe employee of his or her
continued failure to meet performance or conduct expectations.

A formal performance improvement plan requiring the employee’s immediate and susiained comective
action will be issued immediately aftera Step 2 meeting. A waming outlining that the employee is subject
to additional discipline up to and including termination if immediate and sustained corrective action is not
taken will also be included in the written waming,.

Step 3: Suspension and final written warning
There might be performance, conduct or safety incidents so problematic andharmfinl thatthe most effective
action could be the terporary removal of the employee from the workplace. When inmmediate action is
necessary to ensure the safety of the employee or others, the supervisor can suspend the employee pending
the results of an investigation.

Suspensions that arerecommended as part of the normal progression of this progressive discipline policy
and procedure are subjecito the approval the President and the Human Resources Office. ‘

e B e e P

SWC Board of Trustees approved on November 19, 2015 ) Page




Sisseton Wahpeton College Personnel Policies | 2015

Depending on the seriousness ofthe infraciion, an employee could be suspended without pay in full-day
increments. Pay will be restored to an employee if an investigation of an incident or infraction absolves the

euployee.
Step 4: Recommendation for termination of employment

The last and most setious step in the progressive discipline procedure is a recommendation to terminate
employment. -Generally, SWC will try to exercise the progressive nature of this policy by first providing
wamings, a final written waining or suspension before proceeding to a recommendation to {erminate
employment. However, SWC reserves theright to combine and skip steps depending on the circumstances
of each situation and the nature of the offense. Furthemmore, émployees could be terminated without prior
notice or disciplinary action.

The recommendation to terminate employment must be initiated by the department manager and approved
byHR. Fmal approvahs required from the President.

Documentation
The employee will be provided copies of all progressive discipline documentation, including any
Performance Improvement Plans. The enployee will be asked to sign copies of this documentation
attesting o their receipt and understanding of the comective action. Copies of these documenis will be
placed in the enployee’s official personnel file.

RMANCEAND CONDUCT ISSUES NOT SUBJECTTO
PR@GEESSM DISCIPLINE

Behamor that is illegal is notsubjectto progressme discipling, and such behavior will be reported to local
1aw enforcernent authorities.

Similarly, thefi, substance abuse, intoxication, fighting, and other acts of violence at work are also not
subject to progressive discipline and are grounds for immediate termination.

FPaployees must notify the Human Resources Office if anested within #hree (3) working days of an arrest.

s
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LAINT and GR

H. COR LYANCE POLICY
ASWC is committed to providing the best possible working conditions for its crployess by endeavoring to

treat all employees honestly, fairly and objectively. To facilitate this, this policy has been developed with
two separate procedures so that an employce will havea process to voice their concems,

Com plaints

It is the policy of SWC to encourage employees to bring their concerns about employment matters, such as
wotk-related decisions, workplace rules, working conditions, or any other employment-related maiter, to
the attention of management. All employees are encouraged to attenpt to resolve their congerns at the
lowest level whenever possible. If an employee feels their concern has not been addressed, that employse
can file a complaint through a formal complaint procedure. All complaints will be addressed fairly and
pronptly, within five (5) working doys.

Grievances

Itis thepolicy of SWC to have a well-established grievance procedure. Regular employees may file a
grievance througha formal grievance procedure. Probationary. employees may notutilize the grievance
procedure stated in these policies. An employee aggrieved by a final employment decisionis entitled to
seek review of the final employment decision through the process outlined in this policy. An aggrieved
employee will not use any other process to seek relief as this policy sets forth the exclusive relicf available
to employees of SWC. Under no circumstances shall an enployse grievance be addressed through political
means. Ifa grievant circunwents or fails to follow the process outlined in this policy and seeks a meeting
or any altemative remedy from any one of the Tribal Exccutives/Tribal Council, District Executives, SWOo
Boards or Commiittees, or District Meetings, thern the gricvance will be automatically voided and the
employee’s access to this remedy forfeited. '

No employes will be subjectto reprisal for usiﬁg or participating in the grievance procedure ouilined in this
policy.

A grievance is defined as an employee’s request for personalrelief in a matter coucerning conditions of
employment. SWC employees will be allowed to file & grievance for the following reasons:
e  Suspensions
e Terminationg

Grievance Procedure :
Stages in the grievance procedureare established to govem the handling or grievances as well as to allow
time for preparation, research and processing. An employee must complete the grisvance form and submit
to the HR department.

Stage I: A grievance mmst be submitted on the designated form and filled out conpletely within five (35)
working days after the cause of the complaint or the date on which the employee should have had

knowledge of the event upon which the giievance is based.

Stage 2: After theregistration of the grievance with human resources, but no later than Jfive (5} working
days, the Human Resources Office will complete their investigation. The investigation will include a
teview of the registered grievance to determine if the grievance file is complete. The grievance shall be
considered invalid if the Grievance Form is incomplete or was submitted after the timeframe indicated in
this policy. This information will be made available to the grievance cormities,
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. Stage 3: The grievance committes will have three working days afier notification of a grievance to sctup a
grievance hearing., Once the mmtter is reviewed, the grievance commitiee will seiup the date and time for
the grievance hearing, and will notify all individuals involved in the grievance of the hearing date. If a
grievance is deemed invalid, the grievance committee will send a lettér to grievant stating that the
grievance will not be heard.

Stege 4: Once convened, the grievance commiitee may request copies of pertinent records and conduct
interviews of individuals with knowledge of the situation being aggricved. The grievance commities will
render a written decision within three working days ofthe conclusion of the grievance hearing.

Personal appearance of the grievant is required at the hearing. A grievant who fails, without good cause, to
appear and proceed at such hearing shall be deemed to have dbandoned the gnevance and the action of
SWC will be upheld.

SWC is also required to be represented at the hearing. If SWC fails, without good cause, to appear and
pioceed at such hearing they shall be deemed to have abandoned the grievance and the action of SWC will

be overturned.

The Grievance Commiiiee

The Grievance Committes shali consist ofthe SWC Human Resources Manager who will act as the
chairperson and serve as a non-voting member of the commitiee, and three SWC employees, each
representmg an employee category, i€., administrative and professional staff, faculty, and support staif.
The grievance committee will be appomted and will servea one-year term beginnirg in Ianuary ofeach
year. The Grievance Committee chaitperson will be responsible for calling a meeting in all grievance

" matters. Atthe first meeting of the newly appointed Grievance Committes, the committee will elect from
amwong themselves a secretary. The secretary will function as the committee recorder All mnutes of
meetings shall be filed in the SWC Hun:aan ‘Resources Ofﬁce :

The Grevance Commiitee shall take necessaryprecautxons to avoid any conflict of interest, as described in- 5
SWC Personnel Policies, on the part of its members. If any cotmiitee members, in their opinion or that of :
the chairperson, has a bias or an interest in the case and thus cannot be impartial, they shouldbe excused

from the grievance process and be replaced by a suitable designee.

The grievance committee shall have the authority to take the following actions to resolve a grievance, but
shall be hmlted to these actions:
Overturn a suspension.
s Reinstate a terminated employee,
Order SWC to compensate an eniployes for time missed dae to improper suspension or
termination.

The Grievance Commities shall not havethe authority to purport to award damages or monetary relief
other than that previously stated. Once a decision is made, the Grievance Committes notifies all partles of

that decision. The decisions of the Grievance Cormmittee are final.

SWC BoardofTrustees appmvedonNovember 19, 2015 7 - Pge 34
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ADEMIC INFOI

i

L AC,

IATION

The heart and spirit of Sisseton Wahpeton College are reflected in the Dakota philosophy which teaches
that the essence ofliving is to give back more than was received. To the Dakota people, the human being,
above all else, values: wausida (compassion), waditeka (fortitude), ohitika (courage), and ohoda (respect
with honor for all things). _

The College ezists to offer a quality post-secondary educational opportunity to residents in this area and to
preserve and enrich the Dakota culturs in a mmlticultural society. For some, the College offers the
opportunity to reconneci to their indigenous roots while restoring pride in being Native American; othsrs
will be able to discover therichness of the Dakota culture, language, or history from the unique Dakota
perspective. :

ACADEMIC YEAR

Sisseton Wahpeton College's academic year begins in Augustand ends in May following the anau al
graduation. The College'’s academic term is the semester which consists of fifiecen weeks of instruction with
asixteenth week setaside for finals. Summer sessions take place between the end of the spring semester
and the beginning of the next fall semester. These sessions are more intensive, although shorterin
duration, which results in the same amount of contact hours per credit. .

EXAMINATIONS

The College encourages each faculty member to give frequent examinations during the semiester. These
examinations should be of a rigorous nature that challenges students to engagein a process of leaming and
reasoning. The examinations are to be of'a quality thatassess how and what students are learning in the

course.

Final examinations are to beretained for a minimnm of six (6} weeks into the next regular term or retuimed
to the student. ‘ _ .

The term "examination” is understood to mean a variety of meaningful culminating activities, as well as
written testis.

GRADES

Grades are recorded by instructors on the E-Leaming systemutilized by SWC. Final grades and attendance
recoxds are to be submitted to theRegistrat’s Office at the end of ¢ach semester. The College’s grading
criteria is explained in the Catalog. :

STUDENTATTENDANCE

Faculty members can develop their own attendance policies within the guidelines established by the VPAA
and their department heads. However, due to federal financial aid policies, instructors are required to
tecord attendance in the College’s E-Leaming or other designated systemwithin shree (3) days of all class
sessions. Anattendancereport for the course is required to be submitted with final grades to the Regivirar’s
Office at the end of the academic term, The VPAA could require additional atfendance reports.

[fa student is absent from class repeatedly, the instrugtor shall submit 2 report to the stndent’s advisor
and/orStudent Services. As early interventions are generally more effective it is irportant to contact
Student Services personnelpromptly. If absences persist, the advisor, Student Services Counselor, and/or
the instructor will meet to take appropriate action, which could include dropping or withdrawing the
student from the course.

T e (e
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The VPAA or Siudent Services personnelshall notify instructors when 2 student will be absent dueto an
approved college activity. This should be treated as an excused absence and the student should be
pemmitted to make up the work,

FACULTY INFORMATION

_ Professional Requirements
Faculty merobers nst have, with limited exceptions, a minimum of a Bachelor’s degree and eighieen (18)

credit kours i the subjectarea. Fulltime faculiy must have a Master’s degres orenroll in a program with
an expected completion within #hree (3) years oftheir hire date.

Full-time instructors who havenot had completed a teaching methods course in their field of instruciion,
mmst do sowithin #we (2) years of employment at SWC. All full-time faculty must complete DKT 279 —
‘Teaching Native American Students, or equivalent within the same time period. Fxception: a minimum of
three {3) years of the appropriate prior teaching experience canbe substituted forthis requireraent upon
review and approval by the VPAA. ' :

Academic Freedom

Faculty should be free from political interference. Divergent opinions are encouragedin the classroom.
Respect and tolerance for different views are t6 be maintained in the classroom. Faculty members are
encouraged to be autonomous in theteaching of materials that present different points of view that should

be free of political concerns.

Workload
The department head, in consuliation with the VPAA dotermines what will constitute the full workload for
each faculty member; 15 or 16 crediis per semester, including both theory and laboratory contact, is
standard. The number of credits or contacthours could vary depending on the number of new course
preparations, and other factors, which can include non-instructional duties and/orzesponsibilities . The load
_ will be aegotiated between the instructor and the supervising administrator.
@  For all clinical courses one (1) semester hour equals three (3) hours per week.

Any instructor whose teaching load exceeds 16 credit per semester might be eﬁgible to receive additional
compensation according to the part-time pay schedule and with the approval of the VPAA and President.

In addition to teaching, full-time faculty members are expected to be involved with at feasttwo college
committees, individual student advising, student organization advising, and recruiirent of stadents. The
level of involvement will depend on the total assignment. Part-time faculty can have additional assignments
as appropriate and as negotiated in their contracts.

Academic advising is an important function of the facaliy. Fulltime faculty memibers will normally be
assigned advisees. Students with declated interests in particular degree programs will be assigned to
advisors who are professionally competent in that specific subject area. Part-time faculiy could be assigned
advisees as appropriate within their workload. -

Full-time instructional faculty shall maintain a minimum of ten (10) office hours per week amanged so
that the instrucioris accessible to the students. When necessary, faculty should also be available to meet
with students at othertimes during the workday. Full-fime faculty members are required to be at their
worksite, which includes approved off-campus locations or events, for no less than thirty (30) hours per
week, typically over a four day period. Part-time faculty shall maintain a minimum of ome (1) office hour
per week per each three-credit course being taught. The schedule of office hours for both full and part-
time faculty will be posted as well as being clearly stated on the instructor’s syllabi.

e e e e et
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Contract Year

Full-ime, academic-year, faculty members are nottypically required to be present during times when
studenis donothave class: holidays, spring break, etc. Exceptions to this is for the week of student
registration for f2ll and spring semester, and the week following the completion of spring semester. All
grades must be tumed in to the Registrar prior to the completion of the contract.

Part-time faculty contracts will be awarded each semester as needed. Part-time instructors 1eport the first
day of classes and their contractis fulfilled when their final grades are accepted by the Registrar at the end
of each semester. Part-time instructors are required to attend a one-day orientation each academic year, as
scheduled by the VPAA.

Full4ime faculty are required, and pari-time faculty members are expected, to participate in the Spring
Commencement program.

Part-time Faculty Sulavies
Part-time faculty will receive remuneration based on the per eredit hour as set by the College. Part-time
faculty members are paid in no less than two (2) eqmal payments; one after the last day to drop a course
and the second afier grades are accepted by the Registrar. Mileage can be considered by the VPAA, if it
exceeds a25-mile radius and will not exceed the GSA rates per mile anda maxinmm amount per semiester
set by the College, '

Conducting Classes
Itis theresponsibility of faculiy to startall classeés profpily and present a full period of significant and
professional instruction. Maintaining a high professional standard reflects not only in the quality of our
faculty but it also reflecis in the quality and academic standards maintained by our students,

Scheduling Non-staff Spmkers Jor Class Lectures

When persons who are not regular facuky are invited to lecture in scheduled classes, during hours when
credit is being camed, the VPAA is to be notified in advanceas to the name ofthe speaker and the date and
time of the scheduled appearance. Speaker's fees, honoraria and travel anangements must be approved by
the President in advance. ' '

Faculty Leave

Faculty menibers us ing sick leave are tequired to contact their department head and/orthe VPAA at least
one (1) hour prior to the start of their first class of the day. '

Scholarly and Professional Activities

SWC encourages, as a matter of institutional policy, the scholarly and professional activities of the faculiy.
Financial support could be provided, within the budget mitations ' of the institution. Buch support can take
the form of travel to professionalmeetings, assistance in manuscript preparation and purchase of research
materials, particulartly when these are also useful for instructional purposes. Faculty mewbers are
encouraged to maintain accurate records of their scholarly and professionalactivities and to introduce those
records at their yearly evaluations. '

Please refer to the appropriate section of this Handbook for policies regarding professionaldevelopment
and educational assistance,

Community Service

SWC encourages faculty members to provide outreach and other service activities to the peopleand
communities of theLake Traverse Reservation and sumounding area, Particularly desirable are those
activities that allow the faculty members to usetheir educationalor professionalskills to improve the

s T
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quality of kfe - economically, socially, artistically, and intellectually - on or near the Lake Traverse
Reservation. Institutional support can be provided within the budget limitations ofthe college. Such
support could consist of release time and assistance in manuscript or proposal preparation as determined by
the VPAA. Faculty members are encouraged to maintain records of their comnmnity service activities and
to iniroduce thoserecords at their yearly evalnation.

Faculty Evaluations

Evaluation at SWC is aninteractive process involving at least two parties, the evaluator and the instructor
being evaluated. Each party bears a portion of the responsibility for the useful inclusion of the evaluatlve

process.

Excellence in teaching shall be the primary criteria for evalnation: deficiencies in this area cannotbe
compensated for even by exceptional performance in the others. Results of the evaluation shall be
piesented to each faculty member in written form; this report will be summanzed on a standardized form
but must also inciude a specific written narrative.

The evaluator shall discuss with each faculty member individually the results of their evaluation. Faculty
shall havethe right to file a written response within two (2) weeks after Teceiving their evaluation
document. The evaluation document becomes a part of the facelty member's permanent personnel file.

| Course Evaluations .
At theend of each semester the VPAA will provide a tool for the students to provide a final evaluation for
each of their courses. This evaluation will be submitted directly to the VPAA. Tdividual faculty and/or

departments are allowed to conduct separate svaluations of their courses and programs within the
guidelines established by the VPAA.

Course and Curriculum Planning and Development

Formal proposals will be made by departments or faculty memibers to add, delete, or modify degree
programs and individual courses. These proposals are submitted to the VPAA and the Curriculum
Corittee, and must be approved prior to implementation. The appropriate forms can be obtained from
the chairperson of the Coriculum Comnitiee.

Course Data, Plans, and Syllobi |

Faculty members develop a syllabus for their courses within the guidelines setby the VPAA and their
individual departments. Bgpectations for student assessments should be stated clearly and explained to the
students. If attendanceis counted as part of the grading process this tmst be clearly stated, along with an
estimate ofthe time a student might reasonably spend studymg outs ide of class for every hour spent in

class.

Inform students inclass and in the syliabus what kind ofhelp can be given to students who are having
trouble in the course.

In grder to be in comp]iance with HLC requirements, each faculty member needs to provide a copy of all
syliabi to the VPAA, Library, and otherlocations as required by the VPAA.

SWC Board of Tustees appmved onNovemberl 215 . T P'S
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APPENDIX A — Additiona]l Information and Forms

GOVERNOR’S HOUSE
SWC has ownership of a house that was acquired through the Southk Dakota Governor’s House program,

The purpose of this houscis to provide temporary housing to newly hired SWC employees and/orfaculty
(for a period notto exceed three (3) menths). This agreement will include all fees billed to the tenant such
as rent, utilities, television, and intemet. A Memorandum of Understanding is available in the Human
Resources Office and must be signed by the college president and the SWC employee (prospective tenant):
In the eventthe presidentis the prospective tenant, the Memorandum of Agreement nmst be signed by the

Board of Tfustées Signator.

If unoccupied by an employee tenant, the house also could be used as an accotimodation for guest speakers
and visiting faculty orchestrated through the Human Resources Office. Again, if available, the house also
could be used as overnight accommodations by contacting the Fuman Resources Office for ermployees
stranded by inclement weather.

e e N S e e sy
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E-MAIL, VOICEMAIL, AND INFERNET POLICY
ACKNOWLEDGMENT FORM

T acknowledge that I have received a copy of SWC’s E-Mail, Voicemail, and Intemet Policy. I'have read it
thoroughly, and agree that if there is any policy or provision in the policy Ido not understand, I will seek
clazification from the IT Department.

T understand that my use of SWC's E-mail systemand signature below constitutes oy consenito all the
terms and conditions of that policy. _ .

In particular, I understand that (1) the E-mail systemand all information transmitted by, received from, or

stored in that systemare the property of SWC, (2) the systemis to be used only for business purposes and
not for personal purposes, and (3) I have no expectation of privacy in connection with theuse of the E-mail
systemor the Internet or with the transmission, recéipt, or storage of information in that system,

I agree notto usea code, access a file, or retrieve stoted commmnications unless authorized, I acknowledge

and consent to SWC's monitoring my use of the B-mail systemand the Intemet at any time at its dis cretion,
including printing and reading all E-mails entering, leaving, or stored in the system, :

Date:

Signature:

Print Name:

EErea T =

Board of Trustees approved on November 19, 2015 40




Sisseton Wahpeton College Personnel Policies | 2015




Sisseton Wahpeton College Personnel Policies | 2015

RECEIPT FOREMPLOYEE BANDBOOK

I'acknowledge that I have received a copy of SWC’s Employee Handbook, I agree to read it thoroughly,
including the statements in the foreword describing the purpose and offect ofthe Handbook. I agree that if
there is any policy or provision in the Handbook thatI do notunderstand, I will seck clarification from the
Human Resources Office. I understand that SWCis an "at will" employer and as such employment with
SWC is not for a fied term or definite period and can be terminated at the will of either party, with or
without cause, and without prior notice. (Bxception: Employees and Consultants who receive an employee
contractare subject to the terms of the contract). No supervisoror otherrepresentative of the company
{except the President) has the authority to enter into any agreement for employment for any specified
period of time, or tomake any agreement contrary to the above. In addition, I understand thatthis
Handbook states SWC's policies and ptactices in effect on the date of publication. Tunderstand that
nothing contained in the Handbook is to be construed as creating a promise of futuze benefits or a binding
contract with SWC forbenefits or for any other purpose. I also understand that these policies and
procedues are continually evaluated and could be amended, modified, or terminated at any time.

T understand that SWC is governed by the laws of the Sisseton Wahpeson Oyate of the Lake Traverse
Reservation. I agree to submit to the laws of the SWO during my employment with the Sisseton

Wabhpetor College.

Please sign and datethis receipt and retumn # to the Human Resources Oifice.

Date:

Signature;

Print Name:

Drafted based last BOT approved document
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