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About Barton

On the About Our Campuses page on the web site, there are a number of documents that provide additional information on the College’s two campuses, accreditation and certification, mission and vision, maps, historical statement, charge to students, faculty, and administration, about the Foundation, Civil Rights, the College’s non-discrimination notice, and Camp Aldrich.

AQIP

The College has adopted the Academic Quality Improvement Program (AQIP) as the alternative process to maintain accreditation from the Higher Leaning Commission (HLC).  According to the HLC AQIP web site, “With AQIP, an institution demonstrates it meets accreditation standards and expectations through sequences of events that align with those ongoing activities that characterize organizations striving to improve their performance.”  

AQIP leaves it up to an institution to select the method it uses to self-assess its opportunities using a quality framework.  Formal review programs are not the only means for self-assessing. Many institutions have performed a quick review of potential opportunities in the systems that correspond to the nine AQIP Categories.

According to the AQIP web site, “Together, the nine AQIP Categories analyze interrelationships among systems essential to all effective colleges and universities. To advance the core purpose of all higher education, the Categories take a systemic view, defining and evaluating all of the key systems or processes within an organization as they relate to learning and demanding concrete indicators that measure the effectiveness of those systems and processes. The questions in each Category provide every organization a roadmap for the examination of its systems by posing two questions repeatedly: “Are we doing the right things to achieve our mission?” and “Are we doing those things well?” Mission-focused and holistic, the Categories provide a framework that supports improvement within any organization whose mission targets learning.”

The nine AQIP categories are: (1) Helping Students Learn; (2) Accomplishing Other Distinctive Objectives; (3)  Understanding Students' and Other Stakeholders' Needs; (4) Valuing People; (5) Leading and Communicating; (6) Supporting Organizational Operations; (7) Measuring Effectiveness; (8) Planning Continuous Improvement; and (9) Building Collaborative Relationships.
For more information, please refer to the College’s AQIP web page or their AQIP wiki.
Bloodborne Pathogens

You will want to familiarize yourself with the College’s Bloodborne Pathogens information and Bloodborne Pathogen Exposure Control Plan.  

The Hepatitis B vaccine will be available to employees after receiving the training in occupational exposure and within 10 working days of initial assignment.  It will be offered at no charge to all employees who, during the course of their employment and regular job duties, may come in contact with human blood or other potentially infectious material.

Budget Queries

Budget queries are available on Finance Self-service.  To run a budget query, access the PAWS portal, click on the Finance tab, and then Budget Queries.  You may either create a new query or retrieve an existing query.  As a supervisor, you are responsible for staying within your fiscal year (July through June) budget(s) so regular review of your assigned budget(s) is essential.

For more information on budget queries, please contact the Comptroller & Budget Manager.
Changes in a Job Title
All changes in job titles must be sent to the Office of Human Resources for preliminary review.  If approved, the Office of Human Resources will forward to the President for review and approval.

Children in the Workplace

According to the College’s Children in the Workplace procedure, “The College values an atmosphere that fosters a healthy balance between workplace obligations and family issues. When possible, departments should honor an employee’s request for flexibility to meet unexpected family needs that may require the employee’s attention during normal working hours. When workloads allow, the College encourages departments to cooperate with employees who wish to meet family responsibilities by using breaks or lunch hours, flexible work schedules, adjusted hours or vacation leave.  The College understands that brief and infrequent visits by children of its employees occur for a variety of reasons. However, the frequent, regular or extended presence of children during work hours is not allowed for the following reasons: the potential for interruption of work, health and safety issues, and liability to the organization.”  For more information, please refer to the procedure.
College Closing

Occasionally, the College may have an unplanned closure due to inclement weather or due to other extenuating circumstances.  When this occurs and if time allows, employees who signed up on the SMS (text messaging) form (see Forms section below) will receive a cell phone text message.  For more information, please read through the College Closing-Inclement Weather procedure.
College Keys

On the Barton County campus, college keys are processed by the Facility Management office.  For new employees, keys may be requested on the Blue Team form.  Existing employees can request them either by phone or e-mail.  Once they are ready for pick-up, the employee must go to the Facility Management office to sign a receipt and pick up their key(s).
On the Fort Riley campus, keys are processed by the Administrative Assistant to the Dean of Fort Riley Learning Services & Military Operations.  At Grandview Plaza, keys are processed by the Enrollment Clerk & Receptionist.
College Policies and Procedures

The College has adopted policies and procedures that are located in the College’s Policy and Procedure manual.  The electronic manual can be accessed by clicking here.   It is also available in hard-copy format.  On the Fort Riley campus hard copies are available at Grandview Plaza and in the Student Services office.  On the Great Bend campus hard copies are available in the Bookstore, Human Resources, the Library and the President’s Office.

The Policy and Procedure manual is broken down into six main areas: (1) College Operations; (2) Facilities, Equipment, and Other Resources; (3) Fiscal Management; (4) Human Resources; (5) Instruction; and (6) Students and Student Services.  
As a supervisor, you will want to familiarize yourself with all sections of the College’s policy and procedure manual.  A variety of Human Resources areas are covered including Benefits (Human Resources section), Compensation (Human Resources section), Employee Relations (Human Resources section), Organizational and Employee Development (College Operations section and the Human Resources section), Safety and Security (College Operations section, Facilities, Equipment and Other Resources section and the Human Resources section), Staffing Management (Human Resources section), and Technology (College Operations section).  
Emergency Operations Plan

The College has established an Emergency Operations Plan.  According to the plan, “The Emergency Operations Plan (EOP) is designed to provide instruction and offer guidelines for addressing crises and natural disasters, which may occur at the Barton, Great Bend campus. The EOP is reviewed annually for any changes. At that time, any corrections to names and phone numbers will be incorporated as well as required revisions or enhancements to policies and procedures.”   Please familiarize yourself with this plan in advance so you are prepared when having to respond to a crisis or natural disaster.

Employee Classifications

The College has a number of employee classifications including: President, Vice President and Deans, faculty (9-10 Month Full Time Faculty, 11-12 Month Full-time Faculty-BT Campus, 11-12 Month Full-time Faculty-Fort Riley, Part Time Faculty, and Associate Faculty), staff (Exempt Staff (Temporary), Part Time Coaches, Less Than ½ Time Exempt Staff, Full Time Exempt Staff, Full Time Exempt Staff Less than 12 Months, Part-time Exempt ¾ Time, Part-time Exempt ½ Time, Full Time Hourly Staff, Full Time Hourly Staff Less than 12 Months, Part Time Hourly Staff (Partial Benefits), Part Time Hourly Staff (No Benefits), and Part Time Hourly Staff (Temporary)), and students (Campus Employment and Workstudy).  For additional information including employee class definitions or benefit eligibility, please refer to the Employee Position Codes, Classes, and Descriptions and the Employee Classifications documents.
Employee Compensation

Regular (non-temporary) faculty are paid in accordance with the faculty pay schedules located in the HRSalary Schedules folder on the ‘amshare2’ drive.  There is one schedule for the Barton County campus and another one for the Fort Riley campus.

Regular (non-temporary) staff positions are evaluated for salary grade in accordance with the Compease Salary Administration software administered by the Office of Human Resources.  The software also sets salary ranges, which are located in the HRSalary Schedules folder on the ‘amshare2’ drive, along with a listing of staff positions with their salary grades.

Associate faculty (temporary positions) are paid in accordance to the College’s Associate Faculty Compensation procedure. 

Student employees are paid in accordance to guidelines established and approved by Administration. 

Employee Performance Management

As you are aware, performance management contributes to the effective management of individuals in order to achieve higher levels of organizational performance.  As such, it establishes a shared understanding about what is to be achieved, along with an approach to ensure that it is achieved through leading and developing people.

Areas of performance management include (1) performance improvement; (2) employee development; and (3) behavior management.

In order for performance management to be effective, employees must know and understand what is expected of them, have the skills and ability to deliver on these expectations, have organizational support to develop the capacity to meet these expectations along with feedback on their performance, and have the opportunity to discuss and contribute to their individual goals and objectives.  

The aim is to develop a culture where employees (including supervisors) take responsibility for the continuous improvement of business processes and their own skills, behavior and contributions; a culture where employees work on improving interrelationships, planning and measurement.  

The College’s Strategic Planning web page provides a good starting point for developing departmental goals, followed by agreements on performance and development that receive continuous monitoring and feedback supported by formal performance evaluations.

Departmental goals can be expressed as targets to be met and tasks to be completed by a specified period of time.  They can either be work-related (referring to the results to be attained) or personal (individual developmental objectives).  Goals need to be related to the overall purpose of the job and define performance areas.  Targets can then be set for each performance area such as “increase enrollment processing by 1%”.  

Measurement provides a basis for providing and generating feedback and can build the platform for further success or identify where things aren’t going as well so that corrective action can be taken.  Measurement strategies will depend on the level of the employee at the College.  For example, a senior manager might be measured on meeting objectives whereas a lower-level employee might be measured on achieving outputs.  

The College has established faculty and staff performance guidelines in accordance with the Performance Evaluation procedure.  Faculty performance guidelines are communicated through the office of the Vice President of Instruction and Student Services and staff guidelines are communicated through the Office of Human Resources.

The College’s staff performance evaluation guidelines call for employees to complete the Staff Self-Review Form where they evaluate their past year’s performance in accordance with the Staff Performance Standards, provide an update of their past year’s goals and status, suggest some upcoming year’s goals, as well as review their job description for possible updates.  Employees then submit this form along with any job description updates to their supervisor who then uses this information when developing the Staff Annual Review Form.  Supervisors and employees then meet formally to review and discuss the appraisal, goals, and job description.  After being signed, both forms and if applicable, the revised job description (electronic copy must also be sent) with all proposed changes noted, must be sent to the Office of Human Resources.  The Office of Human Resources will verify that all required documents are complete and signed and forward all required documents to the President’s Office for review and signature.  The President’s Office will then send the required documents back to the Office of Human Resources for inclusion into the employee’s personnel file.

In the event there is ever a need for corrective action, the Employee Conduct and Discipline procedure outlines a number of actions that may be taken, including the use of the Performance Improvement Plan, which can be obtained from the Office of Human Resources.  

Some employee performance management resources you might find helpful are:

· Free Management Library – http://www.managementhelp.org/emp_perf/emp_perf.htm
· Wikipedia – http://en.wikipedia.org/wiki/Performance_management
· About.com: Human Resources – http://humanresources.about.com/od/manageperformance/Managing_DaytoDay_Employee_Performance.htm
· U.S. Office of Personnel Management – http://www.opm.gov/perform/overview.asp#4
Employment Reference Checks

Supervisors are not allowed to provide reference information on one of their current or former employees unless there is a Job Performance Release form on file.  Please check the list located in the HRJob Performance Release folder on the ‘amshare2’ drive to see if the employee has signed one of these release forms.  Otherwise in accordance with the College’s Employment Reference Checks procedure, the only information that can be released is through the Office of Human Resources and includes: dates of employment, wage rates and the title of position held.
Family and Medical Leave

As you may know, Family and Medical Leave may be taken by qualifying employees for birth, placement for adoption or foster care, serious health conditions, and qualifying exigencies.  Leave may be taken for any one, or for a combination, of the following reasons: (1) To care for the employee’s child after birth, or placement for adoption or foster care; (2) To care for the employee’s spouse, son, daughter or parent/parent-in-law who has a serious health condition; (3) For the employee’s own serious health condition (including any period of incapacity due to pregnancy, prenatal medical care or childbirth) that makes the employee unable to perform one or more of the essential functions of the employee’s job; (4) To care for a covered servicemember who is recovering from a serious illness or injury sustained in the line of duty on active duty; and/or (5) Because of any qualifying exigency arising out of the fact that an employee’s spouse, son, daughter or parent is a covered military member on active duty or has been notified of an impending call or order to active duty status in the National Guard or Reserves in support of a contingency operation.  For more information, please refer to the College’s Family and Medical Leave and FMLA Leave for Military Services Members’ Families procedures.
If you or one of your employees has a need for this type of leave, please contact the Office of Human Resources as soon as you know of a qualifying circumstance so that the appropriate steps can be followed.  Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable.  Employees, who fail to give 30 days notice for foreseeable leave without a reasonable excuse for the delay, or otherwise fail to satisfy FMLA notice obligations, may have FMLA leave delayed or denied.
Forms

The College has a number of forms.  Some of the forms and their purposes include:

Blue Team Form – The online Blue Team Form is submitted to notify select personnel working in areas such as the Business Office, Enrollment Services, Facility Management, Financial Aid, Human Resources, Information Services, the President’s Office, and Public Relations about requests involving:

· employee contracts ending
· employee name changes
· employee resignations
· employee retirements
· hiring of replacement employees
· position changes

· new employees hired into new positions
· office moves
· office rearrangements
· position changes
· position title changes
· temporary positions ending

· Keys, telephone, computer, and e-mail

By submitting this form, it is sent to the Director of Human Resources for review and is then sent out for processing to the personnel designated to receive the Blue Team Form.  A Blue Team Form sample is included in the appendix.

Driver Authorization Form – The online Driver Authorization Form is completed whenever an employee (other than at time of hire), student, or community member wishes to drive one of the College’s vehicles or when an employee wishes to drive their personal vehicle for college business (requesting reimbursement for mileage).  The form must be completed in its entirety and submitted to the Office of Human Resources where the individual’s Motor Vehicle Report will be checked.  The driver is not authorized to drive a college vehicle or drive their own personal vehicle for college business until after the Office of Human Resources has indicated approval.  A Driver Authorization Form sample is included in the appendix.
Facility and Event Scheduling Form – If you wish to reserve one of the College’s rooms for a meeting or another event, you will need to complete an online Facility and Event Scheduling Form, which when submitted is sent to the Facility Management office for processing.  A Facility and Event Scheduling Form sample is included in the appendix.

Human Resources Information Form – Complete this form to document the salary of a non-contracted employee with the exception of associate faculty or faculty overload, including nursing clinical hours.  The completed form is then turned in to the Office of Human Resources for processing.  A Human Resources Information Form sample is included in the appendix.
Personnel Action Form – Complete this online form to obtain chain-of-command approval of a recommended candidate for a regular (non-temporary) position, which when submitted is sent to the Director of Human Resources for processing.  A Personnel Action Form sample is included in the appendix.
Personnel Requisition & Authorization Form-Regular Position – Complete this online form to receive chain-of-command approval to either fill or refill a regular (non-temporary) position, which when submitted is sent to the Director of Human Resources for processing.  Note: This form only needs to be completed if it is a new position, there is a hiring freeze, or the supervisor is requesting a change to the position such as a change in length of employment from 9-months to 10-months or adding additional responsibilities causing a change in salary grade.   A Personnel Requisition & Authorization Form-Regular Positions sample is included in the appendix.
SMS (text messaging) – If you or one of your employees wishes to receive a text message on your cell phone when there is an emergency/college closing alert or another alert as identified on this form, you will want to complete this online form.  A SMS (text messaging) sample is included in the appendix.
Travel Request – If you wish to travel for college business using a vehicle from the College’s fleet or your own personal vehicle, you will need to complete this online form to receive travel approval, as well as to potentially reserve a college vehicle.  A Travel Request sample is included in the appendix.  
Hiring

The College has developed steps and processes that must be followed when hiring for college positions.  Please refer to the Hiring Guidelines for Regular (Non-temporary) Faculty and Staff, Hiring Guidelines for Associate Faculty, and the Student Employees/Supervision procedures.   To help streamline the hiring process for replacement and new regular (non-temporary) positions step-by-step instructions with corresponding links were created and posted on the web site.

After going through chain-of-command approval, all regular (non-temporary) positions must also receive approval from the College’s Board of Trustees.  If chain-of-command approval is given allowing the candidate to start work prior to receiving Board approval, the candidate must be informed that his or her hire is contingent upon Board approval.

College positions are either exempt (salaried) or non-exempt (hourly).  All positions have to be evaluated for exemption status.  In order to qualify as an exempt position, the position must qualify for this status as determined by using the Administrative Exemption-Educational Establishments, Administrative Exemption, Assistant Coach Exemption, Computer Employee Exemption, Executive Exemption, and/or the Professional Exemption test.  After completion, these tests must be printed out and then sent to the Office of Human Resources for review and approval before the position can be designated as a qualifying exempt position.

Individuals can either be paid as employees through payroll or as independent contractors through accounts payable.  Before paying someone as an independent contractor, please contact the Comptroller & Budget Manager.  Independent contractors must have a W-9 form on file in the Business Office before performing any work.  
Unless there are extenuating circumstances, the College hires through the use of Screening Committees.  Screening Committees are important for reasons including (1) stakeholder engagement in the selection process; (2) an additional recruitment source since committee members play an active recruitment role; (3) allows for a forum for diverse viewpoints to be incorporated into the candidate evaluation and selection processes; (4) provides for sounding board when making the decision-making process; and (5) helps to insure a defensible hiring process.

The Screening Committee Instructions web page provides Screening Committee instructions that are to be followed during the search process, along with other Screening Committee documents dealing with areas such as ethics and confidentiality, interview do’s and don’ts, phrasing of interview questions, and interviewing persons with disabilities.  Additionally, sample preplanned interview questions using the appropriate interview question format and candidate evaluation forms are also located on this page.
In addition to referring to the Student Employees/Supervision procedure when hiring student employees, the “Guidelines for Student Employee Interview Process” document has been developed and is posted on the College’s web site.  

Hourly Employee Time Sheets

Hourly employees keep track of their time on either hard-copy time sheets (located on the web site), on the Child Development Center time clock, on the Facility Management time clock, or on Web Time Entry.
For accuracy and also so supervisors can monitor their time, hourly employees should enter their time on a daily basis.  At the end of the pay period, the hourly employee should check and certify their time and then submit it to their supervisor for approval.  The supervisor is responsible for rechecking the employee’s time and also certifying it.  The time sheet must then be submitted to payroll by the applicable deadline for processing.  For more information, please refer to the Payroll procedure.
Job Descriptions

In general, the College’s job descriptions define the major components of a job: its role in the organization, the primary responsibilities associated with the job, knowledge and skills required to perform the job, and the expectations the organization has for the job holder.  Job descriptions must be on file for all college positions.  Keeping job descriptions up-to-date is also important.  Job descriptions are in Word format and are located in the HRJob Descriptions folder on the ‘amshare2’ drive.
Work Teams
Effective work teams are fast and flexible enough to accomplish a variety of objectives including process management and improvement, new product and service development, and improved customer service. Teams can achieve complex goals swiftly and efficiently and often with fewer resources.  However, teams are not the solution to every problem.

Teams need to understand what they are trying to accomplish and why.  Purpose is a vital ingredient of a successful team.  Teams need measures to evaluate their work so they can assess whether changes or solutions lead to improvement.  Teams also need to develop a common set of values and ethics as a foundation of trust, empowering them to take risks and improve performance.

The supervisor’s role as team leader is to call meetings, handle or assign administrative details, and preparations for reports and presentations.  An effective team leader focuses on (1) following a data-based method to solve problems; (2) serving as the contact person for communication between the team and the rest of the organization; (3) developing ways of updating others who might be affected by the team’s work; (4) keeping official team records such as correspondence, records of meetings, agendas and minutes, charts, graphs, and other project data; (5) participating carefully in team meetings so that members feel comfortable sharing their ideas without fear of a predetermined solution; (6) sharing in the teams work; (7) helping the team resolve its problems; and (8) implementing changes recommended by the team.

Teambuilding focuses on bringing out the best in a team to ensure self-development, positive communication, leadership skills and the ability to work closely together as a team to problem solve.  There are a number of reasons for team building including: (1) improved communication; (2) team motivation; (3) relationship building; (4) goal setting; (5) identification of strengths and weaknesses; (6) collaboration; and (7) increased productivity.
There are a variety of team building exercises ranging from simple to complex with their purpose to assist the team in becoming a cohesive unit that can effectively work together to complete tasks.  Some of the types of team building exercises include: (1) communication exercises, which are problem solving activities geared towards improving communications through effective communication; (2) problem-solving and decision making exercises, which require the team to focus on working together to solve problems or make decisions; (3) planning and adaptability exercises, which help teams see the importance of planning before implementing a solution; and (4) trust exercises, which are sometimes difficult to execute because of the varying degrees of trust between individuals and others in general.

As a supervisor, some team building resources you might find helpful as you work to develop your work team are:

· Leaders Institute – http://www.leadersinstitute.com/teambuilding/team_building_tips/index.html
· Free Management Library – http://www.managementhelp.org/grp_skll/teams/teams.htm
· Wilderdom – http://www.wilderdom.com/teambuilding/
· National Service Resources – http://www.nationalserviceresources.org/volunteer-member-staff-management/teambuilding
PAWS Portal – Employees Self-service

A component of the College’s administrative software provides for employee self-service, which can be accessed through the PAWS portal on the web site.  Employees can review their benefits and deductions, wage information, tax forms, leave balances, addresses, phone numbers, e-mail addresses, and emergency contacts.  For more information, click here.
Payroll

All of the College’s employees are paid once per month—hourly employees on the first Friday of the month and salaried employees on or before the 27th of the month.  

The Office of Human Resources has created two payroll calendars showing pay dates, cutoff dates, and turn-in dates.  These two calendars are titled “Hourly Employee Pay Calendar” and “Salaried Employee Pay Calendar” and are located on the web site.  Hard copies are also available in the Office of Human Resources.  

Regular (non-temporary) salaried employees are paid from the first of the month to the end of the month even though they receive their pay check for that month on or before the 27th of the month.  Meaning they are “pre-paid” for one or more days depending upon the month.  Other temporary salaried employees are paid in accordance with their Associate Faculty/Overload Employment forms or Human Resources Information Forms.  

Hourly employees are paid in accordance with the Hourly Employee Pay Calendar, which is approximately two weeks after the end of the pay period.  

Required Training

As a learning organization the College expects its employees to be actively engaged in learning and improving their skills and knowledge. Accordingly, all employees are expected to participate in mandatory as well as voluntary training and educational experiences as a condition of their employment. Acceptance of employment indicates willingness on the part of the employee to participate in planned training and learning activities. 

Requisitions

The Requisitions procedure was created “To develop minimum requirements for obtaining goods and services through the requisition process and to ensure appropriate levels of electronic approvals is established.”

When entering requisitions for payment and/or requesting vendor numbers for new vendors from the Business Office, please be sure you know the correct name and address for the vendor.  It is very important the Business Office have the correct vendor data for tax reporting purposes and that they have a W-9 form on file.  To check and see if a W-9 form is on file, access the W9 Info folder on the “amshare2” drive.
To enter a requisition, access the PAWS portal, click on the Finance tab, and then Requisition.

To approve requisitions, go to the PAWS portal, click on the Finance tab, and then Approve Documents.  Once there, click on Submit Query.  If you have any requisitions to approve, please review the requisition for accuracy by clicking on the requisition number prior to clicking on Approve.  Please note:  If you have someone else in your department enter a requisition from your budget, you will not receive any notification that the requisition is ready for your approval.  Therefore, you will have to monitor if there is a requisition waiting for your approval.

In order for a requisition to be processed for payment, a copy of the approved requisition must be printed out, an invoice copy and any other supporting documentation must be attached, and then the requisition must be turned into the Business Office. 
A Requisition form sample has been included in the appendix.  For more information, please contact the Business Office or for more detailed instructions, the Comptroller & Budget Manager. 
Resource Information

Information on the Americans with Disabilities Act, Fair Labor Standards Act, Immigration Reform and Control Act, Sexual Harassment, or Title VII is located on the Resource Information page underneath Human Resources on the College’s web site. 

Salaried Employee Leave Reporting

Salaried employees report their personal, sick, and vacation leave through the Employee Self-service Leave Reporting functionality accessed through the PAWS portal.  Leave reporting periods are from the first of the month through the end of the month.  Leave reports are then submitted for supervisor approval (usually the first day of the next month) or in accordance with the supervisor’s guidelines.

Once a leave report has been submitted for your approval, you will need to access the PAWS portal, click on the Employee tab, Hourly Time Sheet and Salaried Leave Reporting, Salaried Employee Leave Reporting, make sure the Approve or Acknowledge Time radio button is selected and then click on Select.  Under the Leave Report section, make certain the radio button is selected and the right pay period is shown in the drop down menu and then click on Select.  Please review the leave report for accuracy prior to approving. Please note:  If a leave report has been submitted for your approval, you will not receive any notification that the leave report is ready for your approval.  Therefore, you will have to monitor if there is a leave report waiting for your approval.

Leave submitted does not go through the normal payroll processing cycle so once a Leave Report is approved, the leave is immediately deducted from the employee’s leave balances.    

Student Employee Time System

With the exception of students working in the Child Development Center or Facility Management, students clock-in and clock-out during their work shifts using the PHP Timeclock system.  For more information on this system or to be trained prior to having a student employee work for you, please contact the Office of Human Resources.  

Telecommuting

If you or one of your employees wish to be considered for telecommuting, the Telecommuting Proposal, Telecommuting Agreement, Supervisor’s Checklist for Telecommuter’s, Alternative Worksite Safety Checklist for Telecommuter’s, and Receipt of College Equipment forms will all need to be completed and approved.
Telephone

Information on the College’s telephone system and a telephone list are all located in the Telephone folder on the ‘amshare2’ drive.
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