Proposed changes for the 2022-2023 Staff Handbook

Overview:

1) Minimal changes throughout. Updates to position titles, updated wording (Staff Resources
—now Warrior Information Network [WIN]), etc.

2) Changes that require notice (see below):

IHCC Management Council removed and replaced with IHCC Lead.
Leadership team frequency of meetings

Travel and Lodging policies updated

Addition of Institutional Compliance Committee

Updates to the Emergency Notification System

Employee Assistance Program (EAP) updated website
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a)

Management CouneitIHCC Lead

Jof Laadars h\p Team ph\ Daans ‘ﬁnpmmnnﬂ"hmr and Dmgrnm Diractors-and others with v lit inilitias.

Purpose

Maatto give IHCC Lead provides faculty and hearrapads-staff members an appartunity for professional development on sach-arearaprasentad porsrelevent topics and to-give-a+epartinstitutional priarities. The IHCC Leadership Team idenifies faculty and staff who atiend
Dased on e business brasency ols Thisis 2 icalion body-fhe professional develpmenttopic.

Frequency of Meetings

Weets ance-aeronth-Sapiaraber rough Hay-&-quarterly (4 meetings apmuailyannualy).

b)

Leadership Team
President, Vice President, Leaming & Engagement, Vice President, Student Development & Operations, Chief Financial Officer, Executive Dean, Enrollment Senvices & Reqistrar, Chief Technology Officer, Executive Dean, Transfer & Workforce Education, Executive Dean, Centerville Campus & Academic Senices, Director, Human

Resources, Executive Director, Foundation & Development, Director, Markefing & Community Relations.

Purpose

This body discusses and develops a strategic plan for operafion of the College and makes recommendaions to the Presidentwhoin tun makes recommendations to the Board of Trustees if Board approval is needed. They also perform program evaluafions and review the Divisional Plans for Excellence. This is a decision making body.

Frequency of Meetings
Meets ence-a month bi-weekly and annuallyin a retreatin alternafing years fo refreat to evaluate personnel and to formulate strategic andtactical plans{13 mesfings annuallyl plans

c)

Reimbursement for Travel Expenses

85 \WIN neftwork. Employee ID numbers are required from individuals for use in payment of all claims. The College does not

Travel reimbursements are processed by the Business Office and completed in accordance with the travel policy. Appropriate forms are available on the College web o
reimburse mileage to employees for travel to their designated work site with one exception. An adjunct instructor and clinical nursing instructors may be reimburs ed fartravel to their deswgnated worksne mheytrave\ more than 30 miles (one way). Travel reimbursement is based on the concept of a round-frip basis and will always be

calculated atthe least costto the Collage-College. Employees using their personal vehicle and raveling less than 20 miles roundtrip on College business will not be reimbursed mileage. Employees raveling are requiredto use their own cash or credit card and obtain itemized receipts on all reimbursable items, including meals. fthe
employee was issued a College credit card (pCard), the employee must use pCard for meal purchases and obtain the itemized receipt for monthly submission. Reimbursements will be made on a paid itemized receipt basis except for appropriate mileage. Travel advances are not allowed. Employees using school owned vehicles may
check outa gas credit card for long trips. School gas credit cards may only be used with school owned vehicles. Students are not allowed to operate College owned or rented vehicles. An exception to this would be if a studentis specifically hired as a driver.



c)

Lodging

Hotel charges must be listed on the travel reimbursement report. temize those charges by the day and attach corres ponding itemized receipts provided by the hetel-Some hotale will accopt purchace crdere IWith approved fravel_ompls mustcheckwiththe hotolin-advan: {otheiracceptance of a purch: ing
idpaying-state-notel, ensuring State sales txtaccapiable a-purch R ‘charged Final paymemmme hotelis to be covered by a-purchase-osdararpassonata personal credit card. A College purchasing card is available to confirm lodging reservations for approved

travel by contacting Accounts Payable in the Business Oficatfpurchase arders ar cH apions-Maximur-Office. Maimun allowable charge for in-state hotel lodging per day will be $100.00. Arate higher than §100.00 wil be allowed n scheduled group

meeting situafions when the excess rate s noted on the travel vequesﬁurm and appvwedm advance by1he Executive Dean, SmdemDeve\upmem&A\h\ehcs Executive Dean, Enrollment Services & Registrar or Chief Financial Officer, whichever is appropriate Hatel appropriate. In addifion, in order to be reimbursed for an in-state hotel,

that hotel must have completed Human Trafficking Prevention Training, found at hitps /iwww stophfiowa org. Hotel rates for out-of-state lodging will require approval prior to the trip with the limits indicated on the travel request form and approved by the President. For best available rate, check with the business office on any state rates or
partnerships that have been established.

d)

W Isttuional Complince Committee
The cammittee is composed of approximately 16 indiiduals representing various ofices and deparments that are involved with compliance related matters
W Puose

The purpose of the Indian Hills Community Callege Institutional Compliance Commitiee is to ensure the Callege conducls its operations and actvities efhically transparency, andin compliance with all legal and requlafory requirements.

W Frequency

Ieets quarterly (4 times 3 year)

e)

Emergency Notfication System

Inda Hils Community Cllege ofers the IHCC Aetsystem o all students, facuty and staf Sudeats The IHCC Aletsystemis Usedt notfystudents, facuty andstaf i he eventofschoal delajsfelosings dus t inclementweather o he etentof schoolcosingidelay o 2 campus emergency Sudents and emplojees can
participate oy isting it avindiantils eculaboutalert oy andiregisterng phane numbers admakil dedsas ot emal adrasses they want aletedin he eventof a campus emergency To ensure e IHCC Aler sjstemis funcioning properl IHCC conducs afestof HCC Alertateast once each ey fem Personalconact
inormation may be updated by complefing an emergency contactform ocated on he the 1HCC WIN app or at W winindiankils d

Inh event of a campus emergency, IHCC wil alsa inifate the AlertUs system. This mass natfication platorm allows us to getthe afienfion of our computer users immediately, When-anas ot
{aking varthowhale scrasnwith-a waring-Perconal-contact providing information s be-updated by completing an pertientto emergency sontactfarmlocatedon Mﬂmﬂ@%ﬁm&mm\ cuHege owned PCs

C-awnad by Once acfvated, e Collega Alerls system will have-create afull-screen, pop-up aled

f)

Employee Assistance Program (EAP)

‘Work Life Balance EAP is designed ta help employees find solutions for the everyday challenges of work and home as well as for more serious issues involving emotional and physical well-being. This is a confidential senice between the employee and consultantcounselor. Additional informsation can be found at wimwdifsbalance net W
wwwUnum.com/LifeBalance (user ID and password = lifebalance) or call 1-800-854-1446. Worldwide Travel Assistance provides medical emergency assistance when traveling. Additional information can be found at www.unum com/ravelassistance or call 1-800-872-1414,

‘The EAP also offers Life Planning Financial and Legal Resources. This is aface-to-face, personalized financial counseling service that provides suvivors of eligible employees and/or employees facing a life-threatening iflness with financial advice. Additional information can be found at wwwlifeworks.com (user ID = unum; password =
suppor).

In order to access these senices, employees must relay that they are covered by UNUM to receive this benefit



