
COMMITTEE NAME: Faculty Shared Governance 
Academic Year: 2019-2020 

MEETING DATE 
Friday, November 22, 2019  
1:00-3:00 p.m., Elysian Visitor Center 

NEXT MEETING 
Friday, December 13, 2019  
1:00-2:30 p.m., PCRs – North Mankato and Faribault 

AGENDA 
I. Welcome/Introductions

Presenter: Arlene Eliason

II. Call to Order
Presenter: Arlene Eliason

III. Roll Call of Members/Attendance
Presenter: Susan Jameson

IV. Additions to Agenda
Presenter: Arlene Eliason

V. Adoption of Agenda
Presenter: Arlene Eliason

VI. Approval of Minutes
(Oct. 25, 2019)
Presenter: Arlene Eliason

OLD BUSINESS/STANDING ITEMS 

VII. President’s Update
Presenter: Dr. Annette Parker
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 15 minutes

VIII. Vice President of Student & Academic Affairs Update
Presenter: Dr. DeAnna Burt
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 15 minutes

IX. Vice President of Finance & Operations Update
Presenter: Roxy Traxler
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Purpose (Discussion/Information/Recommendation-Action): Discussion 
Time Allotted: 15 minutes 

X. Human Resources Report
Presenter: Dawn Pearson
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 10 minutes
• Staffing Update

XI. Department Chair Position Description
Presenter: Dr. DeAnna Burt
Purpose (Discussion/Information/Recommendation-Action): Discussion/ Recommendation
Time Allotted: 10 minutes

NEW BUSINESS 

XII. Policy & Procedure Review
Presenter: Dawn Pearson, Roxy Traxler, Susan Jameson
Purpose (Discussion/Information/Recommendation-Action): Discussion/Recommendation
Time Allotted: 20 minutes
• Telework Procedure

XIII. Program Updates
Presenter: Dr. DeAnna Burt
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 5 minutes

XIV. Request for Future Agenda Items
Presenter: Arlene Eliason
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 2 minutes

XV. Adjourn

ATTACHMENTS: 
VI. Minutes from October 25, 2019
X. Staffing Report
XI. Department Chair Position Description (w/changes & final adopted by Deans and Chairs)
XII. Telework Procedure & support documents

*Purpose Definitions:
Discussion- items that require input and conversation/debate before an action is taken (or not). Attendee role is to
give input representing their work area.
Information – the purpose is to provide background information for the other attendees at the meeting. Attendee
role is to listen and ask clarifying questions.
Recommendation/Action- Make a decision by consensus. That means that everyone can support and implement the
decision if given their roles on the team. Attendee role is to be part of the decision making process.
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COMMITTEE NAME: Shared Governance 
Academic Year: 2019-2020 

MEETING DATE 
Friday, October 25, 2019 

1:00-3:00 p.m., Elysian Visitor’s Center 

MINUTES 
Call Meeting to Order 

1:08 p.m. 

Roll Call of Members/Attendance 
Present: Ramona Beiswanger, Gale Bigbee, Ben Braswell, Dave Edwards, Arlene Eliason, Renee Guyer, Cristen 
High, Shayne Narjes, Teresa Neufelder, Dr. Annette Parker, Dawn Pearson, Ashley Priem, Roxy Traxler, and 
Lucinda Wells 
Absent: Dr. Deanna Burt, Kurt Dershem, and Jennifer Ongie-Jindra, 
Guests: Dr. Narren Brown 

Additions to Agenda 
There was discussion concerning action items from the September meeting and whether or not any should be 
added to the agenda. Internal Communication item concerning Nursing will be added to a future agenda, but 
there were no additions to the October agenda.  

Adoption of Agenda 
A motion was made to accept the agenda with flexibility. Motion carried. 

Approval of Minutes 
Gale Bigbee moved to approve the minutes from the Sept. 20, 2019 meeting as written. Renee Guyer seconded. 
Motion carried.  

Old Business 
President’s Update: An update from the President was given, with the following highlights: 

• Dr. Parker originally planned to be present by phone, but was able to drive back from Kansas City to be
present in person.

• An update from the Leadership Council and College President’s Sector meeting was given and included
the effects of the 3% raise in tuition. Lead MN (the statewide Student Association) has voiced their
concerns in how they felt they were treated at the June Board meeting and concerns for another 3%
increase this year. The legislation allowing for the raise requires consultation with students before
raising tuition in both applicable years. Dr. Parker has already been working with local student
leadership on this as well as supporting their efforts on engagement with the US Census and Voter
Registration. Leadership Council supports a legislative request for supplemental funds for this year, the
board will likely pursue this as well, in part to support the implementation of NextGen, which right now
the funds are mostly coming from reserves. Each percentage point that tuition is raised is about
$100,000 in revenue for SCC and each percentage point that pay is increased next this year is about a
$200,000 expense for SCC.

• MSCF contract negotiations continue with the next date being set for mid-November.

Shared Gov. Minutes Oct. - Draft
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Vice President of Finance & Operations Update: An update on Finance and Operations was given with the 
following highlights: 

• Construction: An update of the construction project in the North Mankato Campus was given and is
generally on time or slightly ahead of schedule. The consultant on the Sim Lab was killed in a car
accident last week; the impact of this on the project is not yet clear. Heidi Andersen is currently working
on scheduling classrooms for spring. The floor in Mechatronics is being redone for the fourth time on
Monday. If the contractor cannot get the floor up to par (it is gritty in some places and glossy/slippery in
others) this time, they will install a different product at their expense. A roofing update was also given,
with the project schedule dependent on weather. There will be some up-coming hallway re-routing
while the skylights are replaced near Heritage Hall. Repair of water leakage discussed. A redesign of the
main hall and entryway is currently in the concept stage. Once a concept is settled on and funded
(through a bond or Foundation funding), construction would be scheduled. This is a two to five year
project. Replacement of the remainder of the roof on the Faribault Campus is being set for May-July
2021. North Mankato parking during constructions and winter snow removal was discussed. While there
was thought to be plenty of parking, employees and students may not find spots close to their preferred
entry. Lot A is usually open and it was suggested that employees should park over there.

• Security Signage update: The area code has been added to the security number on the TV monitors and
signage has been placed in each classroom and main doors of buildings on both campuses. For quick
access entering the security number into cell phones is encouraged.

• The Training list is still being updated but should be ready to be added to the November or December
agenda.

Human Resources Update: An update on Human Resources was given with the following highlights: 
• Performance Evaluation update: For the past year, HR has been working to increase the completion rate

of staff performance evaluations.  A tracking system was put in place utilizing new technology in
Employee Home.  Early in 2019, completion was 75%.  Currently at 85% and with one division’s plans to
complete reviews by the end of this calendar year, completion would be at 95%, however the
expectation is 100%.  Action steps taken since earlier this year:  1) Staff evaluation policy and procedure
has been created.  2) Performance evaluation template updated and now includes a section where the
manager must be evaluated on the timely and effective completion of performance reviews.  3) Dr.
Parker’s public statements at management team meetings regarding her requirement that managers
complete reviews.  4) Training provided to the management team in September.  We started with
collecting data, then, implemented a process; next we will evaluate the results and make
improvements.

• Training compliance was also discussed and efforts to increase completion rates are underway. Safety
Training is due Dec. 20 and it was reported that 30% of those in the room had completed so far. If an
employee has completed a training but the ELM system is reporting that it is not completed, they should
contact HR to correct. It was noted, however, that this completion may not immediately show up as the
system is updated only hourly. Optional hands-on safety training (such as using a fire extinguisher) is
being explored.

• Staffing update: A staffing report was sent separately to the group. The reasons for reposting jobs were
discussed. These can include seeking a bigger pool of candidates than originally received.

• Sabbatical applications are being accepted currently and should be submitted to Dr. Burt’s office.
• HR is also working on the seniority list, which is due Nov. 1.
• The MSCF deadline for laying off faculty is Nov. 1. It was communicated that there would not be layoffs

this year.

Grievance Representative Report: There was nothing to report. 

New Business 
HLC Mock Visit: The HLC Mock Visit scheduled for 8:00 to 1:00 on Nov. 1 was discussed. This visit is designed to 
prepare the campus for the HLC Comprehensive Visit scheduled for March 23-25. The visit will include five 
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reviewers from the system and one from outside the system – three are faculty and three are administrators. 
They include Cheryl Neudaer, Jon Dalager, Andi Lassiter, Lynn Akey, Tia Robinson, and John Schuh. The agenda 
and documents submitted so far has been communicated through Connections. The visit will consist of meetings 
with various stakeholders and will take place on both campuses through ITV. This visit will help prepare SCC for 
the official visit in March. Prior to that visit, SCC will submit a Quality Highlights report that will highlight work 
done between the submission of the portfolio and the HLC visit. Following the official visit, SCC will receive a 
report and have the opportunity to respond. All materials then go to the HLC council to determine our status, 
which should be in June 2020.The Mock Visit will cost SCC about $2400 in reviewer stipends, lodging (1 night), 
and travel expenses.  

Policy and Procedure Review: Policies, procedures and support documents for four new policies and procedures 
were included in the packet and discussed as follows: 

• Making Requests for Reasonable Accommodations procedure (new): This is the procedure to a Board
policy. The group asked that the form be added and that the title be changed to “Making Requests … for
Employment.” It was also suggested that positions, not names be used in a policy when possible. When
a name is needed it was thought that the verbiage “currently <Dawn Pearson>” could be added.

• Departing Employee procedure (w/Checklists) (new): No discussion
• Hiring policy (new): No discussion
• Hiring procedure (with candidate reimbursement guidelines) (new): No discussion
• Maximum Class Size procedure (revised/reformatted): Since this is just the reformatting and converting

of a policy into a procedure, this was not considered to be a revision. The group asked that the
procedure come back through for full revision and review and until that time be given the date 2015 as
last revision date.

• Naming Facilities, Programs, and Positions at SCC policy (new): No discussion

It was suggested that consistent language be used across all policies and procedures. Staff and Faculty may send 
comments to Susan Jameson through the end of the 14 day review period for compiling and review by the 
custodian of the policy.   

A motion was made by Dave Edwards to approve the above policies to move forward in the process.  Motion was 
seconded by Gale Bigbee. Motion carried. 

Additionally, a list of proposed rescinded policies and procedures with reasons was provided in the packet and 
discussed. This list was sent to all staff and faculty on Oct. 21 and will be open for comment until Nov. 4, after 
which these policies will officially be rescinded and removed from the active SharePoint Policies and Procedures 
site. Those with comments can contact Susan Jameson. 

Class Max Form: A Class Max form for DA 1860 Expanded Functions II was included in the packet and discussed. 
This was a modified course with a new number. A motion was made by Dave Edwards to approve the Class Max 
form. Gale Bigbee seconded the motion. Motion carried. 

March/April meeting schedule: The March 27th meeting has been rescheduled to April 10 (Good Friday) due to a 
scheduling conflict. The meeting will be held in Elysian. The calendar Invite will be adjusted following the 
meeting.  

Next Agenda Topics 
Capital Equipment was suggested as a future topic. 

Adjourn 
A motion was made by Gale to adjourn the meeting. Dave seconded the motion. Motion carried at 2:30 p.m. 

Recorded By 
Susan Jameson 
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No. Working Title Classification Title/Credential Field
Classified or 

Unclassified

Bargaining 

Unit/Plan
Position Type Location Search Status Department Hiring Manager Posted Date Closing Date New or Replacement

1

Administrative 

Assistant to the VP of 

Economic Development

Office & Administrative Specialist – 

Senior
Classified AFSCME UFT NM Offer Accepted

Economic 

Development

Dr. Marsha 

Danielson
10/21/2019 10/31/2019 Replacement

2

Administrative 

Assistant - Registration 

& Scheduling

Office & Administrative Specialist – 

Intermediate
Classified AFSCME UFT NM Checking References

Center for Business 

& Industry
Jeff McCabe 10/11/2019 10/25/2019 Replacement

3 TRiO Program Assistant
Office & Administrative Specialist - 

Intermediate
Classified AFSCME TPT NM Posted TRiO Linda Leech 11/15/2019 12/2/2019 Replacement

4

Marketing and 

Communications 

Coordinator

Information Officer 2 Classified MAPE UFT NM
Finalist  Interviews 

week of 11/18/19

Marketing & 

Communications
Shelly Megaw 10/1/2019 10/7/2019 Replacement

5 Nursing AD Faculty Nursing AD Unclassified MSCF TPT NM
Reviewing 

Applications
Health Sciences

Candy Mortenson-

Klimpel 
7/8/2019 10/1/2019 Replacement

6
Emergency Medical 

Services Instructor
Emergency Medical Technician Unclassified MSCF UFT NM

Finalist Interview 

week of 11/4/19
Health Sciences

Dr. Dimitria 

Harding
9/9/2019 10/4/2019 Replacement

7
Nursing Faculty-

Med/Surg
Nursing AD Unclassified MSCF UPT FB Failed Search Health Sciences

Candy Mortenson-

Klimpel 
9/23/2019 11/1/2019 Replacement

8
Nursing Assistant 

Faculty
Nursing Assistant/Home Health Aide Unclassified MSCF UPT FB Failed Search Health Sciences

Candy Mortenson-

Klimpel 
9/23/2019 11/1/2019 Replacement

9

Graphic 

Communications 

Faculty

Graphic Arts Unclassified MSCF UFT NM Reposted
Liberal Arts & 

Sciences
Dr. Rick Kurtz 11/4/2019 11/15/2019 Replacement

10 Accounting Instructor Accounting Unclassified MSCF UFT NM
Reviewing 

Applications

Career & Technical 

Education

Kellie McElroy 

Hooper
10/14/2019 11/3/2019 Replacement

11 Adjuncts
Nursing Clinical

Medical Laboratory Technician
Unclassified MSCF Adjuncts

College 

wide

Reviewing 

Applications
Various

Dr. Dimitria 

Harding/Candy 

Mortenson-

Klimpel

Various Various

Sorted by: Bargaining Unit - Closing Date

Other: Director of Center for Business & Industry - Center for Business & Industry - Hiring Manager: Dr. Marsha Danielson - Preparing for Search

Updated: November 15, 2019Human Resources Staffing Update – Positions posted and in an active recruitment stage

Staffing Report
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DEPARTMENT CHAIR JOB DESCRIPTION Draft – from 9-20-19 SG 

General:  A Department Chair serves at the will and pleasure of the President and reports directly to 
their Dean. Department Chairs must undergo annual evaluation by the Department Faculty and Dean, 
and are reviewed by the Vice President of Student and Academic Affairs. Faculty evaluations of an 
incumbent Chair are also factored into the appointment process.   

Roles and Responsibilities of the Department Chair 

To be eligible, a candidate must be an unlimited full-time or part-time faculty member of the department 
who is familiar with South Central College’s academic policies and procedures. An exception can be made 
to the unlimited requirements in special circumstances.   

Subd. 6. Department and/or Division Coordinators/Chairpersons.  
The college president may establish, through the Shared Governance Council at each college, department 
and/or division coordinators/chairperson’s positions as needed. If such positions are established they shall 
be based upon the faculty members’ community of interest and shall be done in accordance with the 
following: 

A. Selection Process.  The faculty members in each department and/or division may annually
submit to the college president a list of at least two (2) acceptable candidates for the position of
department and/or division coordinator /chairperson. The college president shall appoint the
department and/or division coordinator/chairperson from among the acceptable candidates.
However, if none of these will voluntarily accept the appointment, or if no list is submitted, then
the college president may select and appoint no later than May 15 a department and/or division
coordinator/chairperson from the department for a one (1) year term for the following year.

B. Duties.  Department and/or division coordinators/chairpersons shall coordinate the activities of
the department and/or division through a regular consultation with all members of the
department and/or division, the Shared Governance Council and the college president.
Department and/or division coordinators/chairpersons may responsibly direct other members of
the bargaining unit in their department and/or division only, but may not exercise other
supervisory responsibilities as defined by M.S. 179A.03, Subd. 17.

C. Compensation.  The administration at each college shall establish, through the Shared
Governance Council, the tasks and responsibilities that will be assigned to each department
and/or division coordinator/chairperson.  After these tasks and responsibilities have been
established, a credit equivalence shall be assigned to department, and/or division coordinators/
chairpersons for their coordination/chairperson responsibilities. If there are ten (10) or fewer FTE
faculty positions in the department and/or division, the credit equivalence shall be no less than
three (3) per semester unless the chapter president, coordinator and college president agree in
writing to a lesser amount. If there are more than ten (10) FTE faculty positions in the
department and/or division, at least one (1) additional equated credit per semester shall be
assigned for each additional ten (10) FTE faculty positions or fraction thereof. Normally, the
equated credits will be used in determining release time from other assignments. However, in
cases where the release time cannot reasonably be granted without undue disruption of the
responsibilities of the department and/or division, the administration may elect to pay for the
equated credits as overload pay. Also, the administration may in such cases elect to assign part
of the equated credits as release time and the rest as overload pay.

Department Chair Job Description - Red line version
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D. Overload Limitation.  Department and/or division coordination/chairperson overload pay may
exceed the forty percent (40%) overload limitation; but if it does, such department/division
coordinator/chairperson shall not be eligible for additional overload pay, extra weeks, or summer
school.

E. Consolidated Campuses.  At consolidated campuses where departments/divisions are
combined, an alternate process for designating departments/divisions and electing coordinators/
chairpersons may be implemented by mutual agreement of the administration and the MSCF. The
compensation of the elected coordinator/chairperson shall be pursuant to the provisions of the
faculty member’s former unit designation. An alternate method for compensation may be
implemented at the request of the faculty member and upon agreement of the college president
and the MSCF.

The following protocol outlines the steps that are to be taken for the appointment of Department Chair. 
1. Faculty in each department recommend two candidates in accordance with the MSCF Master 

Agreement. These names are sent to the MSCF Presidents for both campuses. 
2. MSCF Presidents advance their endorsement of two candidates to the Office of the Vice President 

of Student and Academic Affairs. 
3. The Vice President of Student and Academic Affairs forwards his/her recommendation for 

Department Chairs to the College President. 
4. The Office of the President sends a letter of appointment to each Chair, copying his/her 

supervisor, the Dean of the College, MSCF Presidents, Vice President of Student and Academic 
Affairs, and Chief Human Resources Officer. 

• This process must be completed by May 15, in accordance with the MSCF Master Agreement. 

Appointment  
The Department Chair selection process will follow the contractual language outlined in the MSCF Master 
Agreement.  The Co-Presidents of MSCF will submit to the Vice President of Student and Academic Affairs 
two names and, the College President will formally appoint the nominee as Chair. The chair serves a two-
year term, which may be renewed based on performance review by Vice President of Student and 
Academic Affairs. 

Should a Chair position be vacated for any reason before completion of the appointed two (2) year term, 
the President, in collaboration with the Dean and Vice President of Student and Academic Affairs and Co-
President of MSCF, may appoint an Interim Department Chair for a term of up to two (2)   years.   An 
interim chair may be appointed while searches are taking place and/or at the end of such searches if no 
appointment is made. The Dean may appoint interim Department Chairs after consultation with the Vice 
President of Student and Academic Affairs and Departmental faculty for terms of up to two (2) years and 
final approval of the College President. 

Duties 

A. Basic Functions
1. The Chair is the liaison between the Administration and the Faculty in the department.
2. The Chair receives information, requests, and tasks from a variety of campus sources and

channels them to the members of the department. The Chair channels the responses back to
the various originators. The “campus sources” include administrators, faculty committees,
and student groups. The Chair is responsible for helping department members set and
achieve department goals. The Chair also serves as an advocate for ideas and plans
originating from within the department.
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3. Chairs represent the faculty in academic areas and assist the Dean in the conduct of matters 
affecting academic divisions; however, supervisory issues are not included in the 
responsibilities of chairs. 

 
B. Major Responsibilities  

1. Budget  
 On an as-needed basis, assist in the preparation of annual budget request  
 Confer/consult with Dean on monthly expenditures under the department chair’s scope of 

responsibility on an as-needed basis  
 Coordinate department requests and purchases with Administrative Assistant 

 
2. Curriculum  

 Assist and facilitate the curriculum development process in accordance to the language 
and procedures outlined in the MSCF agreement and local curriculum committee 
guidelines 

 Facilitate assessment activities 
 Facilitate program review  
 Consult with Dean and VP of Student and Academic Affairs on proposed curricular 

changes 
 

3. Scheduling  
 Facilitate strategic course scheduling by required dates  
 Request part-time faculty positions  
 Coordinate course offerings with other departments  

 
4. Personnel  

  
 Assist the dean with the hiring and onboarding of new faculty (e.g. inform dean of hiring 

needs, make introductions within department, explain the evaluation process, provide a 
campus tour, etc.) 

 Consult with the Dean on personnel decisions involving department members  
 Coordinate planning for professional development activities and present departmental 

recommendation on requests  
 Work with members of the department to develop an equitable workload plan  
 Plan and coordinate advisory board meetings and minutes, where applicable 
 Meet regularly with faculty to provide departmental and college-wide updates including 

policies and procedures  
 Assist faculty with compliance with faculty professional development and evaluation 

processes  
 

C. Facilities  
1. Assist in the administration of departmental properties, laboratory usage, maintenance of 

equipment  
2. Advocate for space allocation and for shared facilities 

 
D. Outside Department  

1. Coordinate personnel to represent department at all functions where a member is needed 
(e.g., open houses, student tour groups)  

2. Assist Dean with activities related to external accrediting agencies  
3. Coordinate departmental activities with non-departmental entities and articulation 

agreements 
4. Participate in Deans & Department Chairs Meeting 
5. Participate in Academic Affairs and Standards Council (AASC) 

 
E. Students  
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1. Review student requests and concerns (transfer credits, (special requests to the department,
etc.)

2. Assist in the recruitment and retention of students for the college in general

F. Reporting Relationships
1. The Dean supervises all staff and faculty in the department
2. The Department Chair reports to the Dean of the department
3. The Department Chair coordinates the work of:

 Full- and Part-time faculty
 Adjunct faculty
 Faculty from other departments teaching courses within the department

G. Extent of Formal Decision-Making Authority
1. The chair has the authority to make decisions necessary to complete the responsibilities of

the position
2. It is likely that the Department Chair will be called upon regularly to make recommendations

on the following:
 The effectiveness and efficiency of departmental staff and program, this excludes any

supervisory responsibility
 The adequacy of existing instructional resources and the appropriate timetable for

replacement or purchase of new equipment

H. Rules, Policies and Procedures Governing the Position
1. The Chair is governed by the faculty manual MSCF Master Agreement and is therefore

expected to be familiar with the policies and procedures therein.

Compensation 
Department Chairs may be compensated for the extra duties of that office during the Fall and 
Spring Semesters in accordance to the MSCF Master Agreement Article 11, Section 2, Subdivision 
6 – C, which is also referenced in the above section, “Roles and Responsibilities of the 
Department Chair”.  Department Chairs may be compensated for 1 – 2 days of duties in the 
summer months and breaks with prior approval of Vice President of Student and Academic Affairs 
and the Vice President of Finance and Operations. 

Removal 

A Department Chair can be relieved of administrative duties at any time during the term of appointment. 
The President can relieve the Department Chair of administrative duties if there is a clear indication of the 
necessity for such action, but only after extensive consultation with the department members, local MSCF 
Co-Presidents of MSCF, and the Vice President of Student and Academic Affairs and only after the Chair 
has had the opportunity to respond to the President concerning the allegation or problem. Being relieved 
of administrative duties does not affect the Chair's status as a faculty member. 

Temporary Absence 
When a Department Chair is to be absent for a period of one month or less, the Chair has the authority 
to appoint a substitute from within the department after consultation with the Dean. When the absence is 
unforeseen or will be for more than one month, the Dean will appoint an Acting Chair as stated above. 

EFFECTIVE DATE: April 25, 2019 
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SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  

Notification date: April 25, 2019 

Revised and Final as of April 25, 2019 

Approved by Department Chairs: 
Approved by Deans Council: 
Approved by President’s Cabinet: 
Approved by Shared Governance: 
Revised and Final as of:  
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DEPARTMENT CHAIR JOB DESCRIPTION 
Endorsed by Deans Council and Department Chairs 11/ 04/ 19 

General: A Department Chair serves at the will and pleasure of the President and reports directly to their 
Dean. Department Chairs must undergo annual evaluation by the Department Faculty and Dean, and are 
reviewed by the Vice President of Student and Academic Affairs. Faculty evaluations of an incumbent 
Chair are also factored into the appointment process.   

Roles and Responsibilities of the Department Chair 
To be eligible, a candidate must be an unlimited full-time or part-time faculty member of the department 
who is familiar with South Central College’s academic policies and procedures. An exception can be made 
to the unlimited requirements in special circumstances.   

I. MSCF Master Agreement

Subd. 6. Department and/or Division Coordinators/Chairpersons  
The college president may establish, through the Shared Governance Council at each college, department 
and/or division coordinators/chairperson’s positions as needed. If such positions are established they shall 
be based upon the faculty members’ community of interest and shall be done in accordance with the 
following: 

A. Selection Process.  The faculty members in each department and/or division may annually
submit to the college president a list of at least two (2) acceptable candidates for the position of
department and/or division coordinator /chairperson. The college president shall appoint the
department and/or division coordinator/chairperson from among the acceptable candidates.
However, if none of these will voluntarily accept the appointment, or if no list is submitted, then
the college president may select and appoint no later than May 15 a department and/or division
coordinator/chairperson from the department for a one (1) year term for the following year.

B. Duties.  Department and/or division coordinators/chairpersons shall coordinate the activities of
the department and/or division through a regular consultation with all members of the
department and/or division, the Shared Governance Council and the college president.
Department and/or division coordinators/chairpersons may responsibly direct other members of
the bargaining unit in their department and/or division only, but may not exercise other
supervisory responsibilities as defined by M.S. 179A.03, Subd. 17.

C. Compensation.  The administration at each college shall establish, through the Shared
Governance Council, the tasks and responsibilities that will be assigned to each department
and/or division coordinator/chairperson.  After these tasks and responsibilities have been
established, a credit equivalence shall be assigned to department, and/or division coordinators/
chairpersons for their coordination/chairperson responsibilities. If there are ten (10) or fewer FTE
faculty positions in the department and/or division, the credit equivalence shall be no less than
three (3) per semester unless the chapter president, coordinator and college president agree in
writing to a lesser amount. If there are more than ten (10) FTE faculty positions in the
department and/or division, at least one (1) additional equated credit per semester shall be
assigned for each additional ten (10) FTE faculty positions or fraction thereof. Normally, the
equated credits will be used in determining release time from other assignments. However, in
cases where the release time cannot reasonably be granted without undue disruption of the
responsibilities of the department and/or division, the administration may elect to pay for the

Department Chair Job Description - Final Draft
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equated credits as overload pay. Also, the administration may in such cases elect to assign part 
of the equated credits as release time and the rest as overload pay. 

D. Overload Limitation.  Department and/or division coordination/chairperson overload pay may
exceed the forty percent (40%) overload limitation; but if it does, such department/division
coordinator/chairperson shall not be eligible for additional overload pay, extra weeks, or summer
school.

E. Consolidated Campuses.  At consolidated campuses where departments/divisions are
combined, an alternate process for designating departments/divisions and electing coordinators/
chairpersons may be implemented by mutual agreement of the administration and the MSCF. The
compensation of the elected coordinator/chairperson shall be pursuant to the provisions of the
faculty member’s former unit designation. An alternate method for compensation may be
implemented at the request of the faculty member and upon agreement of the college president
and the MSCF.

II. South Central College Operating Protocols

The following protocol outlines the steps that are to be taken for the appointment of Department Chair. 

A. Faculty in each department recommend two candidates in accordance with the MSCF Master
Agreement. These names are sent to the MSCF Presidents for both campuses.

B. MSCF Presidents advance their endorsement of two candidates to the Office of the Vice President
of Student and Academic Affairs.

C. The Vice President of Student and Academic Affairs forwards his/her recommendation for
Department Chairs to the College President.

D. The Office of the President sends a letter of appointment to each Chair, copying his/her
supervisor, the Dean of the College, MSCF Presidents, Vice President of Student and Academic
Affairs and Chief Human Resources Officer.

E. This process must be completed by May 15, in accordance with the MSCF Master Agreement.

Appointment  
The Department Chair selection process will follow the contractual language outlined in the MSCF Master 
Agreement.  The Co-Presidents of MSCF will submit to the Vice President of Student and Academic Affairs 
two names and, the College President will formally appoint the nominee as Chair. The chair serves a two-
year term, which may be renewed based on performance review by Vice President of Student and 
Academic Affairs. 

Should a Chair position be vacated for any reason before completion of the appointed two (2) year term, 
the President, in collaboration with the Dean and Vice President of Student and Academic Affairs and Co-
President of MSCF, may appoint an Interim Department Chair for a term of up to two (2)   years.   An 
interim chair may be appointed while searches are taking place and/or at the end of such searches if no 
appointment is made. The Dean may appoint interim Department Chairs after consultation with the Vice 
President of Student and Academic Affairs and Departmental faculty for terms of up to two (2) years and 
final approval of the College President. 

Duties 
A. Basic Functions

1. The Chair is the liaison between the Administration and the Faculty in the department.
2. The Chair receives information, requests, and tasks from a variety of campus sources and

channels them to the members of the department. The Chair channels the responses back to
the various originators. The “campus sources” include administrators, faculty committees,
and student groups. The Chair is responsible for helping department members set and
achieve department goals. The Chair also serves as an advocate for ideas and plans
originating from within the department.
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3. Chairs represent the faculty in academic areas and assist the Dean in the conduct of matters
affecting academic divisions; however, supervisory issues are not included in the
responsibilities of chairs.

B. Major Responsibilities
1. Budget

 On an as-needed basis, assist in the preparation of annual budget request
 Confer/consult with Dean on monthly expenditures under the department chair’s scope of

responsibility on an as-needed basis
 Coordinate department requests and purchases with Administrative Assistant

2. Curriculum
 Assist and facilitate the curriculum development process in accordance to the language

and procedures outlined in the MSCF agreement and local curriculum committee
guidelines

 Facilitate assessment activities
 Facilitate program review
 Consult with Dean and VP of Student and Academic Affairs on proposed curricular

changes

3. Scheduling
 Facilitate strategic course scheduling by required dates
 Request part-time faculty positions
 Coordinate course offerings with other departments

4. Personnel
 Assist the dean with the hiring and onboarding of new faculty (e.g. inform dean of hiring

needs, make introductions within department, explain the evaluation process, provide a
campus tour, etc.)

 Consult with the Dean on personnel decisions involving department members
 Coordinate planning for professional development activities and present departmental

recommendation on requests
 Work with members of the department to develop an equitable workload plan
 Plan and coordinate advisory board meetings and minutes, where applicable
 Meet regularly with faculty to provide departmental and college-wide updates including

policies and procedures
 Assist faculty with compliance with faculty professional development and evaluation

processes

C. Facilities
1. Assist in the administration of departmental properties, laboratory usage, maintenance of

equipment
2. Advocate for space allocation and for shared facilities

D. Outside Department
1. Coordinate personnel to represent department at all functions where a member is needed

(e.g., open houses, student tour groups)
2. Assist Dean with activities related to external accrediting agencies
3. Coordinate departmental activities with non-departmental entities and articulation

agreements
4. Participate in Deans & Department Chairs Meeting
5. Participate in Academic Affairs and Standards Council (AASC)

E. Students
1. Review student requests and concerns (special requests to the department, etc.)
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2. Assist in the recruitment and retention of students for the college in general

F. Reporting Relationships
1. The Dean supervises all staff and faculty in the department
2. The Department Chair reports to the Dean of the department
3. The Department Chair coordinates the work of:

 Full- and Part-time faculty
 Adjunct faculty
 Faculty from other departments teaching courses within the department

G. Extent of Formal Decision-Making Authority
1. The chair has the authority to make decisions necessary to complete the responsibilities of

the position
2. It is likely that the Department Chair will be called upon regularly to make recommendations

on the following:
 The effectiveness and efficiency of departmental staff and program, this excludes any

supervisory responsibility
 The adequacy of existing instructional resources and the appropriate timetable for

replacement or purchase of new equipment

H. Rules, Policies and Procedures Governing the Position
1. The Chair is governed by the MSCF Master Agreement and is therefore expected to be

familiar with the policies and procedures therein.

Compensation 
Department Chairs may be compensated for the extra duties of that office during the Fall and Spring 
Semesters in accordance to the MSCF Master Agreement Article 11, Section 2, Subdivision 6 – C, which is 
also referenced in the above section, “Roles and Responsibilities of the Department Chair”.  Department 
Chairs may be compensated for 1 – 2 days of duties in the summer months and breaks with prior 
approval of Vice President of Student and Academic Affairs and the Vice President of Finance and 
Operations. 

Removal 
A Department Chair can be relieved of administrative duties at any time during the term of appointment. 
The President can relieve the Department Chair of administrative duties if there is a clear indication of the 
necessity for such action, but only after extensive consultation with the department members, local MSCF 
Co-Presidents of MSCF, and the Vice President of Student and Academic Affairs and only after the Chair 
has had the opportunity to respond to the President concerning the allegation or problem. Being relieved 
of administrative duties does not affect the Chair's status as a faculty member. 

Temporary Absence 
When a Department Chair is to be absent for a period of one month or less, the Chair has the authority 
to appoint a substitute from within the department after consultation with the Dean. When the absence is 
unforeseen or will be for more than one month, the Dean will appoint an Acting Chair as stated above. 

EFFECTIVE DATE: November 4, 2019 

SOUTH CENTRAL COLLEGE IS COMMITTED TO A POLICY OF NONDISCRIMINATION AND 
AFFIRMATIVE ACTION IN ITS EDUCATION PROGRAMS, ACTIVITIES AND EMPLOYMENT 
PRACTICES.  

Endorsed by Department Chairs: November 4, 2019 
Endorsed by Deans Council: November 4, 2019 
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Approved by President’s Cabinet: 
Approved by Shared Governance: 
Revised and Final as of:  
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Procedure #: 4.0000.0001 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Procedure name:  Telework 
Does this procedure have a policy: Yes  No  
Policy name and #:  (State of Minnesota policy, see below) 
List of related procedures or policies (if applicable): 

1422 Telework (State of Minnesota MMB HR/LR Policy https://mn.gov/mmb/assets/1422-
tele-work_tcm1059-233715.pdf) 

Part 1. Purpose Statement   
To establish a process for approving and denying teleworking requests both from the employee 
and supervisor based on job and performance related criteria. 

Part 2. Scope/Applicability:  All employees in unlimited positions. 

Part 3. Definitions 
Telework is the performance of job duties on a regular, recurring basis at a location other than 
the employee’s home work location.  It is a management tool that allows employees to perform 
job duties at a home location.  Telework is a formalized arrangement which can be full-time, 
part-time, or on a limited basis (for example, 1 or 2 days a month).  Telework is voluntary on 
the part of both the employer and the employee. 

Part 4.  Introduction 
The following procedure has been developed to provide direction and guidelines to South 
Central College administrators, supervisors and employees in the use of teleworking.  
Teleworking is a management tool which allows employees to regularly work at home instead 
of traveling to a home campus while delivering quality services to internal and external 
customers.   

Telework Procedure Draft
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Part 5. Procedures: 
Subpart A. Conditions of Teleworking 
• Teleworking is a privilege, not an entitlement.
• Teleworking is voluntary and may be terminated at any time by South Central College or

the employee with or without cause.
• The teleworker must comply with all state laws and policies of South Central College.

Failure to comply may result in the loss of teleworking privileges and/or disciplinary
action.

• Teleworking arrangements must comply with State and Federal employment laws that
apply to all state employees. This includes the Fair Labor Standards Act (FLSA) which
regulates the payment of overtime for exempt and non-exempt employees.

• Teleworking is not a substitute for dependent care or elder care.  Teleworkers with pre-
school children shall make arrangements for appropriate childcare during regular
scheduled work hours.

• Teleworkers must be available by telephone and/or email during agreed upon work
hours.  Teleworkers must notify their supervisor if they leave their teleworking location
during regular working hours.

• Teleworkers and their supervisors will participate in periodic reviews to evaluate the
effectiveness of the procedure.

• Teleworkers must work with SCC IT (Information Technology) department staff to
ensure security updates and regular maintenance occur in a timely manner.  This may
require teleworkers to bring equipment into the college on a regular basis to be checked
and updated.

Subpart B.  Selection Criteria 
Supervisors will assess each request on a case-by-case basis.  Factors to consider include, 
but are not limited to the following: 
• Needs of the work unit
• Need for adequate supervision of employee
• Employee’s current and past job performance
• Effects on customer service
• Positive/negative effects on the work unit or division
• Availability of equipment and appropriate work space
• Anticipated additional costs, if any
• Ability to measure the work performed
• Level of work skills, i.e., time management, organizational skills, self-motivation, and

ability to work independently
• Seniority will not be a factor in approving or denying employee requests to telework

Subpart C.  Telework Request Form 
• The employee will complete a Teleworking Request Form which will be reviewed by the

supervisor
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• The supervisor, through the appropriate chain of command, will recommend approval
or denial to the appropriate Cabinet member or President

• The Cabinet member or President will review the Teleworking Request Form and
indicate approval or denial of the request on the form.

• Approval or denial of the request will be communicated in writing to the employee by
the Cabinet member or President with a copy provided to Human Resources

• The original signed request and a copy of the approval will be placed in the employee’s
personnel file in Human Resources

• The supervisor is responsible for providing a copy of the signed approval to
Safety/Security and Information Technology Departments

Subpart D.  Work Schedule 
The work schedule of the teleworker will depend on the type of work to be performed and 
the needs of the department/unit as determined by the supervisor.  Individual schedules for 
on-site and off-site work hours must be approved by the supervisor.  Any changes to the 
schedule must be reviewed and approved by the supervisor in advance.  Employees are 
expected to attend all meetings, on-site or off-site, related to the performance of their job.  
This may include emergency meetings scheduled with short notice to the teleworker. 

Subpart E.  Equipment 
South Central College may permit the use of approved employee-owned equipment such as 
wireless routers and internet connections.  Each employee is responsible for its 
maintenance and repair, along with any associated costs. 

When employees use system-owned or state-owned equipment, South Central College, is 
responsible for maintenance and repair of the equipment, along with any related costs. 
Employees will be responsible for promptly notifying their supervisor of an equipment 
malfunction or failure of either state-owned or employee-owned equipment (i.e., internet 
service outage).  If the malfunction prevents the teleworker from performing assigned 
tasks, the teleworker must notify the supervisor immediately and may be assigned to 
perform a different task and/or be required to report to an alternate location, including the 
college campus. 

Additional equipment may be purchased at the employer’s discretion and installed at the 
teleworker’s remote work location. 

Subpart F.  Security 
State-owned equipment, software, documents, reports and data created as a result of work 
activities are owned by South Central College.  Equipment, software, data, supplies and 
furniture provided by South Central College for use at the remote work site are for purposes 
of conducting college business and may not be used for personal use of the employee or 
non-college employees unless otherwise consistent with the Computer Use Policy.  
Teleworkers will return state-owned hardware, software, supplies, equipment and 
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documents and other information and property to South Central College prior to 
termination of teleworking or employment or upon the request of South Central College. 

Subpart G.  Data 
Data Practices Act.  Provisions of the Minnesota Government Data Practices Act and 
program data privacy policies must be followed when performing work at home and/or at 
an alternate work location. The teleworker and supervisor should discuss the type and form 
of data which will be taken to and from the alternate work location and agree on the 
security and transfer process necessary to meet the needs of their assignment. 

Security.  Teleworkers must provide reasonable security for the data and information that is 
transported to and from their office site. Simple measures such as locking computers when 
away from desk areas and placing them in secure storage may prevent a major and, 
potentially costly, security breach or loss of information.  Electronic data must be encrypted 
and back-up systems must be in place. 

Privacy and Confidentiality.  Teleworkers needing restricted access information while 
working at alternate work locations will discuss the need with their supervisor before taking 
such information off-site. The teleworker is responsible for protecting the privacy and 
confidentiality of data at alternate work locations the same as they would be in the 
assigned office. 

Data Retention.  Data created and maintained on the teleworker’s home computer, if 
generated for the purpose of conducting state business, is subject to the State’s records 
management statutes.  This means proper retention and disposal procedures are required 
and such data remains the property of the State. 

Subpart H.  Liability 
Employees must designate a primary work location, subject to the approval of the 
supervisor. 
Prior to the employee beginning to telework, South Central College may perform an 
ergonomic and safety evaluation of the employee’s remote work station. 

An employee is covered by Minnesota Workers’ Compensation laws while in teleworking 
status.  Any injury that occurs within the course and scope of employment must be 
reported according to state and federal reporting requirements.  For the purposes of 
Workers’ Compensation, the employee’s designated alternate work site is considered an 
extension of a state work site, only during scheduled teleworking hours. 

The teleworker’s designated alternate work space is considered an extension of the state 
agency during the agreed upon work hours and the teleworker is subject to the same 
standards of conduct and work place rules required of non-teleworking employees. 
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South Central College does not assume responsibility for third party injuries or property 
damage that may occur at the home residence or within the designated alternative work 
space.  

Business meetings may not be held at home work sites. 

Subpart I.  Performance Measures and Accountability 
The teleworker’s performance will be measured by objectives and results and will not differ 
from what is expected of individuals who report to work at South Central College. 

Reportability will not differ from what is expected of non-teleworking employees. 

Subpart J.  Expenses 
Supplies needed for remote work space should be obtained through the normal supply 
procurement procedures. 

Prior approval must be obtained from the supervisor for expenses that will be incurred.  
Approved expenses will be reimbursed in accordance with existing South Central College 
policies. 

Teleworkers and supervisors must comply with state policies regarding long distance costs 
and reimbursements. They must determine the most cost-effective means for meeting 
telephone requirements. 
Supervisors must designate the teleworker’s primary work location for travel expense 
reimbursement purposes. This must be documented in the teleworking agreement. 

Travel expenses between a teleworker’s home and the primary work location shall be 
considered commute mileage and is not subject to reimbursement. If the employee is 
working at an alternate site (not home and not the primary work location), the mileage 
from the primary work location to the alternate work site and back may be reimbursable in 
accordance with the employee’s collective bargaining agreement or personnel plan. 

Subpart K.  Weather Emergencies 
A teleworker who is scheduled to be working at home on a day that is declared to be a 
weather emergency is expected to work at home as scheduled. 

Subpart L. Taxes 
Federal and state tax implications of teleworking and use of a home office are the 
responsibility of the employee. 

Part 5. Forms:   
Telework request and approval form can be obtained through the Human Resources 
department. 
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Procedure History: 
Date of Cabinet Initial Review: 11/6/19 
Date of Faculty Shared Governance Council Review (if applicable):  
Date of Academic Affairs and Standards Council Review (if applicable): n/a 
Date of Student Senate Review (if applicable): n/a 
Date of Management Team Review (if applicable):  
Date of MMA Meet & Confer Review (if applicable):  
Date of AFSCME/MAPE Review (if applicable):  
End Date of 14 Day Faculty/Staff Review:  
Date of Cabinet Final Review:  
Date of Final Approval/Adoption:  
Date of Last Review:  
Date of Next Review:  
Date and Subject of Amendments: n/a 

Responsible Custodian/Division:  Human Resources.  507-389-7219.  
Human.resources@southcentral.edu 
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Name: Date: 

Classification: Office Phone: 

Supervisor’s Name: Department: 

Request Telecommuting Schedule: 

On a weekly basis: 
Mon Tues Wed Thurs Fri Sat Sun 

OR 

On a monthly basis: 
(regular commuting days, e.g., 1st Tuesday of the month) Explain below: 

Primary Work Schedule (This schedule will be used to determine what travel expense reimbursements are 
allowable): 

1. Give a summary of your job responsibilities:

2. Who are your primary “customers”?

3. How often do you interact with your primary customers, faculty, and staff?

4. Which of your job tasks and percent (%) of time for each could be done away from the campus?

5. How often do you use special equipment (fax/copy machine, etc.) or any central files?

6. How do you think telecommuting will affect the work of others in your department?

7. If you telecommute, what do you see as the expected benefits to South Central College?

Telework Form A
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8. Have you ever participated in telecommuting before:  No  Yes (if yes, please explain below) 

9. What equipment would you need to perform your job from home?
Of those items, which do you currently have at your home?
Specify type, model, etc., for the following: Need Have 

Computer: 
Printer: 

Modem: 
Software: 

Additional telephone line: 
Voice mail: 

Fax machine: 
Typewriter: 

Desk, file space: 
Other: 

10. Describe a space at your home that could be dedicated as workspace and to house equipment, files, and
supplies.

11. Do you need physical security for any information, materials, or data you may use at home? If yes, how
would you maintain it?

12. If applicable, what dependent or eldercare arrangements could be made to ensure there is no interference
while you are working?

Employee Signature: Date: 
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TELEWORK AGREEMENT 

Employee Name: Date: 

Job Title: Department: 

TELEWORK SCHEDULE 
Effective date of telework schedule (mm/dd/yyyy): 

Expiration date of telework schedule (mm/dd/yyyy): 

Is this a trial period (Yes/No)? ______ If yes, the ______ month trial period will be from ______ 
to _______. 

The following will be your normal work schedule. All overtime work must be pre-approved by 
your supervisor. 

Day of the 
Week 

Work Hours 
 Example: 8:00 AM – 4:30 PM 

Location 
 T = Telework 
 C = Campus location 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

TELEWORK OFFICE 
Location Address: 

 Street Address: 

 City:  State:  Zip Code: 

Telework Phone Number:   Telework Fax # (If applicable): 

Telework E-mail Address: 

This Telework Agreement is not a contract and can be changed or cancelled by the agency at any time, at the discretion 
of the agency. 

Telework Form B
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DEPENDENT CARE 
Telework is not a substitute for dependent care. You are responsible for arranging for dependent care as part of the 
telework agreement. 
 
EQUIPMENT/SUPPLIES 
You are responsible for obtaining, maintaining, and protecting all state equipment and supplies for use during the 
telework schedule. You must follow normal supply procurement procedures for obtaining supplies (e.g. supervisor 
approval). All state-owned equipment and supplies must be returned when the telework agreement ends. 
 
Please list any equipment, software, and/or supplies to be used at the telework office. 

Item Type Fixed Asset 
Number Serial Number 

New 
Purchase? 
(Yes or No) 

If new, what 
was the cost? 

Employee provided 
equipment? (Yes or 
No) 

      
      
      
      
      

 
DATA/SECURITY 
The telework office is an extension of the assigned office. As such, you are responsible for complying with all laws, 
regulations, and policies regarding data practices and data privacy. You must safeguard data so as to preserve the 
security of data required by the Minnesota Government Data Practices Act and agency policy. 
 
DATA RETENTION AND DATA REQUESTS 
Data created and maintained during the teleworking assignment is state property regardless of whether the data 
was created and maintained on state-owned equipment or your equipment, and is subject to the state’s data 
practices and records management statues. You are responsible for maintaining proper retention and disposal 
procedures of data at the telework office. You are responsible for returning any such data upon request by the 
agency. 
 
EMPLOYMENT CONDITIONS 
You must comply with all federal and state employment laws during telework arrangements. Your job duties, 
responsibilities, and obligations of the position, as well as the related terms and conditions of employment as 
specified in the collective bargaining agreement/plan, are not affected by this telework agreement. 
 
WORKER’S COMPENSATION 
You are covered by the state’s Worker’s Compensation laws while in telework status. It is your responsibility to 
report ALL incidents/injuries during your telework schedule to your supervisor immediately, using the agency’s 
standard injury reporting process. Third party injuries or property damage that may occur at the telework office 
are not the responsibility of the state. Business meetings held at the telework office must be approved in advance 
by your supervisor and are at the discretion of the agency. 
 
LIABILITY 
The agency is responsible for insuring state-owned equipment. You are responsible for ensuring that the 
equipment and work area are safe and free from hazards. 
 
COMMUNICATION/ACCESSIBILTY 
You are responsible for attending staff meetings in person, unless your supervisor approves otherwise. You must 
be available and accessible during the telework schedule for customers, co-workers, and supervisors/managers. 
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List communication expectations of teleworker. Include frequency or type of contact, process of requesting leave, 
contact during telework hours, etc. 
 
 

 

 

 

 
 
 
PERFORMANCE EXPECTATIONS 
You are responsible for maintaining work performance at or above expectations. A decline in work performance will 
result in termination of this telework agreement. 
 
List how teleworker work will be monitored or evaluated (e.g. performance evaluation methods). 
 
 

 

 

 

 

 
RENEWAL 
This telework agreement must be discussed and renewed annually, or due to any one of the following: 1) a change in 
your job duties; 2) you or your supervisor change positions; or, 3) trial period expires. 
 
CANCELLATION 
This telework agreement can be cancelled at any time by either party. If you wish to cancel this telework agreement, you 
must provide advance notification to your supervisor so that your supervisor can ensure that adequate space is available 
at your permanent/principal work location, employee schedules are maintained, and business needs are met. The timing 
of the cancellation is dependent upon space and other such considerations. 
 
SPECIAL CONDITIONS 
List any additional instructions, conditions, restrictions, or exceptions relating to this telework agreement. 
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TELEWORK POLICY 

• I have read, understood, and agreed to the State of Minnesota’s telework policy and the terms and conditions 
specified in the agreement. 
 

• I acknowledge that telework is a voluntary work arrangement and not an employee benefit. As such, the agency 
can change or terminate this agreement at any time at its discretion. 
 

• I understand that I am expected to comply with all agency policies, guidelines, rules, regulations, and state and 
federal laws while I am teleworking in the same manner as if I was not teleworking. 
 

• I agree to the terms and conditions on the back of this agreement. 
 

Employee Signature:  Date:  

Supervisor Signature:  Date:  

Cabinet Signature:  Date:  
    

Original to Personnel File Copy to Employee Copy to Supervisor 
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