LAKE SUPERIOR COLLEGE
EMPLOYEE HANDBOOK

Employee Signature Page

Employee Signature

I have received the Lake Superior College

Employee Handbook.
(Version6.0 8/20/2006)

Employee Name Printed



Stipe uperior

COLLEGE

B

Employee Handbook

uuuuuuuuuu


http://www.lsc.mnscu.edu/index.cfm

Table of Contents

INEFOAUCTION ..ttt ettt beareeneas
History and Overview of the College.........cov i
Section1l  College Mission and General Policies /Procedures
ViSION STATEMENT ...t nae s 1
MiSSION STATEMENT ... 1
Valuing Diversity (Equal Opportunity Statement).........ccccooceveriinnnenen. 1
Non-Discrimination/Harassment Statement............ccoccovevenivnieninnienriennn, 2
Complaint PrOCEAUIE .........coi i 2
Drug-Free Workplace/ Substance ADUSE .........ccccoevevieiiciecie e 5
Vi0IENCE PreVENTION .....ccveiiieie et 5
SMOKING POLICY ... 5
Fraud Prevention, Statement of Ethics, Data Privacy ............c.cccceevevenn, 6
College FOUNALION ........ocveiieciece e 7
Campus COMMUNICALIONS. ........cueiiieierieriesie e 7
Emergency Procedures and Safety ..........cccccoevieieeieiiic i 8
Section 2 Facilities and Business Services
Parking Information and Regulations..............ccocvereiiiinenenisescen, 1
Purchasing Information (Procedures and Purchase Orders............ . ... .2
Inventory and FiXed ASSELS .......cuciiiiiiiere e 3
Accounts Payable Information and Procedures..........c.ccocevvvveiine e o .6
Professional Leave, Travel Requests and Reimbursements.................... 7
Payroll INfOrmation ...........cccooeeiiieie e 9
Mail - Incoming and OUEGOING ........evvrierierienienieeseeee s 10
TeIEPNONES.....c.eice e 11
Food Service/Vending Machines ...........ccccovriiiiiniinicieie e 11
CateriNg SEIVICES.....ciieiieeiecte ettt ettt sre e enes 12
CopY Center PrOCEAUIES.........cveeeieieitesie sttt 12
Building Maintenance and KeYS .........ccceeveieiieiisie e ee e sie e 12
Campus BOOKSLOIE .........cciiiiiiiiiiieieee e 12
Security and ESCOM SEIVICES .......cciveviiiieieeie e 13
Section 3 Human Resources

Absence From Work and Leave Reporting..........ccooevvevevenencnesennnnnns 1
State Employee INformation............ccccceoveiieii i 1
Job Opportunity INfOrmation...........c.cooeveiiieneneee e 1
Benefit Summaries and Collective Bargaining Contracts........................ 1
TUITION WRIVET ..ottt 2
Employee AsSiStance Program.........cccccccevveveeiieiieie e 2

Workplace Safety & Employee Right to KNOW .........ccocovevviiiiieiiiinnnnn 2



Claims of Injury - Workers Compensation and Liability Policies............
Child Care CENLET ......ccoiiiiieiee e

Personnel Files and Providing Employee Information.............ccccccovenee.
Requests for Accommodations by Employees With Disabilities.............
Professional Development ...
Performance REVIEWS .........coviiiiiiiiiiiisieee et
JOD DESCIIPLIONS ...ttt
Job Classification, Compensation and Wage Progression..............c........

Section 4 Academic Affairs
Academic COMMUNICALON ......ccueiiiiieiieie e
APPOINTMENT LELEIS ..ot
Clerical SUPPOIT .....ccuieiie e s
ClASS LISES ..ttt bbb
COMPULET SUPPOIT ...ttt nee s
CUMTTCUIUM Lt
Equipment and SUPPHES .....ccuveiiriiiieieiie e
Faculty Orientation ..........cccooveiieie s
FINAL EXAMS ..o e
Grading POLICY ...ccvveieeie et
(€] - To U LA o] TSRS
IRSR and DARS SYSIEMS ......ccveieiieiieeie e e esie e sre e sre e
Learning Center (TOUMNG) ......oiveierierieieeie et
Library and Computer Labs.........c.ccovevveiiiieiieie e
OFFICE HOUIS. .o et
Office Space, Keys and Telephones ...........ccccovevievveieiieeneee e
Occupational Faculty LIiCENSING ......ccccccveveereiieciece e
Payroll INFOrmMAatioN...........ccoiiiiiiiiece e,
PROLOCOPYING ...veeviiieie ettt sre e areas
ROOM USE REQUESTS ...
SChedUIING CIASSES.....ccuvcieiieiie ettt
StUAENt ALEENTANCE ..o e
Student Confidentiality ..........c.ccovevieiiic i
SUPPHES ..
Syllabus, Course Outlines and Classroom Preparation..............ccccceeveene..
TEXIDOOKS. ...ttt

Section 5 Student Services
MISSTON STALEIMENT. ....eeeeeee et e e e e e e eee s

Personal Development Center...........coieeieneneneseeeee s
CoUNSEIING CONLEN.....ccviiiecee et
Financial Aid OFFICE ......oovviieecece e
Placement OFffiCe......ccciiiiieiece s
Records and RegiStration ............ccceviiirinininieiee e



Services for Students With Disabilities ...
SUAENT HEAITN SEIVICE. ...
SHUAENE LI e

APPENDIX

Organizational Chart

Benefit Summaries

Discrimination Complaint Summary and Form
Academic Year Calendar

Payroll Calendar

Campus Maps



