
Mission: South Central College provides accessible higher education to promote student growth and regional economic development. 

Vision: South Central College will be the region’s leading institution for transitioning individuals into the college environment, educating 
students for technical careers, and building student capacity for future study through inclusive student-centered programs and services.  
The college will be a committed partner in the regional economy, helping individuals and organizations compete in the global marketplace. 

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

MEETING DATE 
Friday, October 25, 2019  
1:00-3:00 p.m., Elysian Visitor Center 

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

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
(Sept. 20, 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 Finance & Operations Update
Presenter: Roxy Traxler
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 15 minutes
• Construction
• Security Signage update
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IX. Human Resources Report
Presenter: Dawn Pearson
Purpose (Discussion/Information/Recommendation-Action): Discussion
Time Allotted: 10 minutes
• Performance Evaluation update
• Staffing update

X. Grievance Representative Report
Presenter: Dave Edwards / Dr. Shayne Narjes
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 5 minutes

NEW BUSINESS 

XI. HLC Mock Visit
Presenter: Dr. Narren Brown
Purpose (Discussion/Information/Recommendation-Action): Discussion/Information
Time Allotted: 5 minutes

XII. Policy & Procedure Review
Presenter: Dawn Pearson, Roxy Traxler, Susan Jameson
Purpose (Discussion/Information/Recommendation-Action): Discussion/Recommendation
Time Allotted: 20 minutes
• Making Requests for Reasonable Accommodations procedure (new)
• Departing Employee procedure (w/Checklists) (new)
• Hiring policy (new)
• Hiring procedure (with candidate reimbursement guidelines) (new)
• Maximum Class Size procedure (revised/reformatted)
• Naming Facilities, Programs, and Positions at SCC policy (new)
• List of Rescinded policies and procedures with reasons

XIII. Class Max Form
Presenter: Arlene Eliason
Purpose (Discussion/Information/Recommendation-Action): Discussion/Recommendation-Action
Time Allotted: 5 minutes
• DA 1860 Expanded Functions II

XIV. March/April meeting schedule
Presenter: Arlene Eliason
Purpose (Discussion/Information/Recommendation-Action): Information
Time Allotted: 5 minutes

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

XVI. Adjourn
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ATTACHMENTS: 
VI. Minutes from Sept. 20, 2019
X. Staffing Report
XIII. Policies & Procedures (9 attachments)
XIV. Class Max Form (1 attachment)

*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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Mission: South Central College provides accessible higher education to promote student growth and regional economic development. 

Vision: South Central College will be the region’s leading institution for transitioning individuals into the college environment, educating 
students for technical careers, and building student capacity for future study through inclusive student-centered programs and services.  
The college will be a committed partner in the regional economy, helping individuals and organizations compete in the global marketplace. 

COMMITTEE NAME: Shared Governance 
Academic Year: 2019-2020 

MEETING DATE 
Friday, September 20, 2019 

1:00-3:00 p.m., President’s Conference Room – Faribault & North Mankato/Zoom 

MINUTES 
Call Meeting to Order 

1:20 (due to connection difficulties with ITV and Zoom) 

Roll Call of Members/Attendance 
Present: Gale Bigbee, Ben Braswell, Kurt Dershem, Dave Edwards, Arlene Eliason, Renee Guyer, Cristen 
High, Shayne Narjes, Teresa Neufelder, Ashley Priem, Lucinda Wells, Dr. Deanna Burt, Roxy Traxler, and 
Dawn Pearson 

Absent: Ramona Beiswanger (attempted via zoom but was unable), Jennifer Ongie-Jindra, and Dr. Annette 
Parker (unable to attend due to collective bargaining). 

Guests: none 

Additions to Agenda 
There were no additions to the agenda. 

Adoption of Agenda 
A change to the Chair Description item (from information to discussion) was requested. A motion was 
made by Gale Bigbee to adopt the agenda with this change and flexibility. Motion seconded by Ben 
Braswell. Motion carried.  

Approval of Minutes 
(April 26, 2019) 
Dave Edwards moved to approve the minutes as written. Gale Bigbee seconded. Motion carried. 

Old Business 
President’s Update: Dr. Parker not present. 

Vice President of Student & Academic Affairs Update: An update on Student and Academic Affairs was 
given with the following highlights: 

• D2L back up: This item was on the agenda but no longer needed as Juliann Brueske returned to
work earlier than expected. Faculty were thanked for their patience while she was out of office.

• Update on Program Marketing Materials (in packet): This piece was a result of conversations
about what the Deans are expected to do versus what Marketing is supposed to do in terms of
marketing programs. The deans have a collective $8,000 in discretionary marketing funds and are
in discussion as to how best to use those funds. They are in conversation with departments to
leverage funds and make the most of the dollars available.
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• ATD Coaches visit Oct. 3-4 (correction to the agenda): The dates were based on the availability of
the coaches and an agenda is being finalized. If faculty have other commitments, they were
asked to work with Dr. Burt to help free up their schedule so they can attend.

• Reaffirmation of Accreditation: SCC is waiting for feedback (due to HLC by Sept. 23) and expect
that to come next week. Following that report, SCC will respond via a Quality Highlights Report
prior to the visit in March. The committee will make the report available to the campus
community but is also discussing how to highlight that to broadly share in a meaningful way.
Renee Guyer and Laura Attenberger were thanked for a smooth transition in leadership of the
AQIP committee. Action projects continue to advance.

• HLC visit: A mock visit is scheduled for this fall (Nov. 1). AQIP evaluators will be on campus
facilitating a role play of what the actual visit will be like. It was noted that it would be important
to have visitors from outside MinnState to properly prepare the college for the actual visit. Dave
Wender and Carla Conner were suggested. Cost of the mock visit was also discussed, but it was
believed the Minnesota State evaluators were providing the service as a benefit to MinnState
and the expense would be nominal.

• Department Chair Position Description: The final (as well as original and marked up version)
Department Chair Position Description was included in the packet. This was brought up at the
April Shared Governance and discussed with the department chairs, deans, AASC and Cabinet.
Discussion around the Selection Process, which was verbatim out of the MSCF contract, on how
to execute that language internally. Clarification on how to get the names from the department
to the President by way of the Union President was sought. The expectation of two names being
provided was discussed, but the language with the word “may bring two names” was interpreted
as optional if only one person is willing/interested in being chair. In section B.2 (Curriculum) of
the Duties section, the phrase “curriculum development process” was also discussed. It was
thought that the language needed to be cleaned up. Other duties in Section B (Major
Responsibilities) of this section were also discussed. It was thought that some of these items
were not consistently being done by the Chairs. Advisory board duties were an example. While
Chairs may not plan and coordinate Advisory boards it was thought they need to have a role in
that. Maintenance expectations and transfer credits were also discussed. It was felt that the
Chair should not have a role in determining transfer credits. While this was not a change from
the original job description, it was thought using a different example of that duty would be
preferred. A request to change the words “faculty manual” (which referred to the MSCF
Contract) on page 3 H to “MSCF Contract” was made. Contract language concerning
compensation for the Chair was also discussed. While section C Compensation on page 1 of the
description was taken from MSCF Contract language, it was thought that all faculty get 4 credits
as a Chair, but it was also thought this might have been a verbal agreement. Dawn will research
and the description will be updated with the clarified language.  The lack of a Chair in Nursing
was discussed. While the Department decided not to have a Chair it was preferred by the faculty
present that they should have someone other than an administrator (Director). It was felt this
recommendation should come from their peers and Renee agreed to speak with the Nursing
Department faculty. AASC representation was also discussed. While the practice has been that
Chairs are the department representative to the AASC, the AASC bylaws allows for a non-
department chair faculty representative. Faculty’s ability to choose overload instead of release
time in the role of Chair was discussed. It was determined that they could only take an overload
if release time would be a hardship on the department.

Action: Renee will follow up with the Nursing Department about selecting a Chair 
Person Responsible: Renee Guyer 
Timeframe: N/A 
Action: Dawn will research the 4 credit release determination 
Person Responsible: Dawn Pearson 
Timeframe: N/A 

5 Faculty Shared Gov. 10/25/19



10/7/19 8:03 AM 3 

Action: Dr. Burt take the suggestions back to the appropriate bodies and bring a revised 
document to Shared Governance for final review. 
Person Responsible: Dr. DeAnna Burt 
Timeframe: N/A 

• Strategic Planning update: Feedback was gathered and faculty and staff voted in support for the
changed mission, vision, and values. There was a suggestion to replace “ensures” with “cultivate”
which was implemented. Feedback is currently being discussed with the Co-chairs and will be
communicated back out.

• A building concerns on construction: Roxy Traxler, Dr. Parker and Dr. Burt meet with faculty in
the A building to hear their concerns and make continuing improvements on communication.
Dan Boddy was thanked for his leadership in putting this opportunity for discussion together.

Vice President of Finance & Operations Update: An update on Finance and Operations was given with 
the following highlights: 

• Remodeling /Construction update: Updates will continue to be given weekly in Connections
concerning upcoming construction. In addition, every two weeks a detailed update of changes
will go to the Cabinet, Deans, and Chairs (and Admin. Assistants) to be disseminated to who are
affected. It was suggested that this detailed report be sent to everyone, but we are trying to
strike a balance between too much information and getting information to those who need it.
Items that affect the majority of the campus will be put in Connections. If there are questions or
concerns, faculty are asked to speak with their Chair or Dean. A general update was given with A
building to be completed in mid-October; E area in mid-December; C2 complete by January 9;
and C1 complete by mid-May. The roof is supposed to be complete by October 31, but will be
dependent on weather. Until then there will be noise, smell, vibrations, and some daily
classroom movement.

• Safety & Security: There are four new security officers – one on each campus in the day and one
on each campus in the night. They are available to lock doors, give escorts to cars, enforce
parking permits starting Sept. 30, and keep the campuses safe. A Safety Training plan has been
completed with faculty and staff given three months to complete the training. Each fall these will
be done through ELM, some will be program or position specific. Roxy will send the lists out to
the Department Chairs for review in case areas are missing training opportunities. The schedule
was shared with the Safety Committee as well. There was discussion about the parking permit
form – the correct form is on the Web site and will be linked to Connections on Monday. It was
suggested that the phone number for security at night be put on exit doors along with some of
the types of services (lost and found, walk to car, etc.)

Action: Roxy will send the training list to department chairs for review. 
Person Responsible: Roxy Traxler 
Timeframe: N/A 

• Finance Update: This year’s non-salary budget allocation was based on the requested amount or
the amount used last year, whichever was lower. All budgets have been loaded, but if a
department will run out of money, they are to put together a plan of what is needed and request
additional funds. Deans will be expected to help determine where the money will come from.
The process is still being worked on to improve the budget process and to plan and work ahead.
Library resources were discussed.

• Allocation training: Training about allocations and how they work will be shared in an effort to
receive proper appropriations from the System office. Object codes will be used this year but not
built into the budgeting process. The budget process for FY21 will begin in January and be loaded
by mid-June. The first draft will be due March, with Cabinet finalizing the budget May 28. For
FY22 it is hoped budgets can be loaded by June 1. This timeline allows for better feedback and
more clarification on requests, as well as revenue ties.
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• Training request: Training on how to build a budget and object codes was requested. While
object codes are being cleaned up and explained, Roxy plans to be available in February to focus
on meeting with people one-on-one or in small groups to help them through the budget process.
How to calculate maintenance fees and chargebacks were also a topic of concern when
budgeting. The Business Office will also hold some training. There may be an opportunity to add
some financial training to the January Work Day.

Human Resources Update: An update on this area was given with the following highlights: 
• Weekly Staffing Report: Additions to the Staffing report included in the packet were: Nursing and

Graphics faculty, which were posted Monday with a targeted start date of spring semester; a
replacement for the Assistant to the Vice President of Economic Development; and temporary
staff for the Business Office. The Assistant to the Vice President of Finance and Operations will
start Sept. 30.

• General updates: HR has spent time on the MSCF settlement and are close to finalizing. SCCs
document was submitted to MinnState, who will submit to the State before it can be shared. A
concern was expressed that others who were involved are already sharing information.

• Career steps for faculty are in process.  Eligible faculty have been notified.
• Training: HR will reissue training modules to those who did not complete it last spring. The

consequences of not completing the training and the expectation that all employees at all levels
complete the training was discussed.

Grievance Representative Report: For the years 2016-17 and 2017-18 it is up to faculty to calculate and 
submit claims for underpayment. Faculty were encouraged to meet with MCSF when they are here Oct. 1-
2 to see if they are eligible and ask for help in completing the request prior to the Oct. 31 deadline. Those 
present were asked to spread the word to coworkers as there is $2 million in back pay available. Contact 
Dave Edwards for more information. 

Policy and Procedure update: A Policy and Procedure Review Process flow chart was distributed as a 
handout electronically and in North Mankato. Marsha Danielson was unable to be here, but Susan 
Jameson gave an update on the project, which will launch at the October Presidential Forum. The 
SharePoint Site will house all the policies and procedures as well as instructions for suggesting a new 
policy and the flow chart on the development and review process. There is also a component to capture 
the comments during the 14-day open comment period before a policy is approved by Cabinet. This will 
be a work in progress and the process continues to reformat, renumber, and revise, review and repeal 
many policies. There will be a large number of them coming to Shared Governance and other bodies in 
October, November and December in order to be ready for the HLC visit. This was an area of concern for 
Shared Governance as they request the policies to come in “bite size chunks.” There was also a concern 
that if all of the policies come through this year they will be due for review again in three year – a request 
to spread out the due dates was made. Many in the area of Academic Affairs have already been reviewed 
and may just need to be reformatted and renumbered.  

Internal Communications Action Plan update: The Internal Communication Action Plan was distributed as 
a handout electronically and in North Mankato. Marsha Danielson was unable to be here. If this is a topic 
of interest for feedback it can be discussed at a future agenda.  

New Business 
March/April meeting schedule: While rescheduling the March meeting was on the agenda, focus was 
shifted to the rescheduling of the October meeting, which was of more immediate concern. The meeting 
is currently scheduled for October 25 but Dr. Parker is now not available and a prior appointment on Dr. 
Burt’s calendar was overlooked at the time of scheduling.  Several concerns were expressed including the 
feeling that Shared Governance meetings were not a priority for the Administration; that Administration 
was reluctant to put items of discussion on the agenda; and that faculty and administers work 
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independently of each other in running the college. Administrative Assistant error in documenting agenda 
items properly was part of the problem, but there was no time left to discuss rescheduling of the October 
meeting. A Doodle Poll was agreed on in the hopes of finding an alternate date or time as no other Friday 
in October would work (Oct. 4 ATD Coaches are here, Oct. 11 is AASC, Oct. 18 is MEA).  

Next Agenda Topics 
Those seeking agenda items for the next meeting should talk to Renee Guyer or Arlene Eliason. 

Adjourn 
A motion was made by Renee Guyer to adjourn the meeting. Cristen High seconded the motion. Motion 
carried at 3:12 p.m. 

Recorded By 
Susan Jameson 
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Procedure #: 01B.00.0101 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Procedure name:  Making Requests for Reasonable Accommodations 
Does this procedure have a policy: Yes  No  
Policy name and #: MinnState Board Policy 1B.04 Access and Accommodation for Individuals 
with Disabilities  
List of related procedures or policies (if applicable): 
MinnState Board Procedure 1B.00.01 Reasonable Accommodations in Employment:   

Part 1. Purpose Statement: 
South Central College adopts the Minnesota State System Office Access and Accommodations 
for Individuals with Disabilities procedure and establishes this SCC college procedure for making 
requests for reasonable accommodations in compliance with the American with Disabilities Act 
or the Minnesota Human Rights Act. 

Part 2.  Scope/Applicability:  
It is the policy of Minnesota State to encourage the employment and promotion of any 
qualified individual including qualified individuals with disabilities. The system office, college or 
university will not discriminate in providing reasonable accommodations to qualified individuals 
with a disability in regard to job application procedures, hiring, advancement, discharge, 
employee compensation, job training or other terms, conditions, and privileges of employment. 

Part 3. Definitions: 
For purposes of this procedure, the following terms have the meaning given them. 

Subpart A. Employer: The employer is South Central College. 

Subpart B. Essential Functions: Essential functions are the fundamental job duties of the 
position in question. The term does not include the marginal functions of the position. 
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1. A job function may be considered essential for any of several reasons, including but
not limited to the following:

a. The function may be essential because the reason the position exists is to
perform that function;

b. The function may be essential because of the limited number of employees
available among whom the performance of that job function can be
distributed; and/or

c. The function may be highly specialized so that the incumbent in the position
is hired for his or her expertise or ability to perform the particular function.

2. Evidence of whether a particular function is essential includes, but is not limited to:
a. The employer’s judgment as to which functions are essential;
b. Written job descriptions;
c. The amount of time spent on the job performing the function;
d. The consequences of not requiring the incumbent to perform the function;
e. The terms of a collective bargaining agreement;
f. The work experience of past incumbents in the job; and/or
g. The current work experience of incumbents in similar jobs.

Subpart C. Individual with a Disability:  An individual with a disability for the purposes of 
determining reasonable accommodations is any applicant, current employee, including 
student employees, or employees seeking promotion, who has a physical or mental 
impairment which substantially or materially limits one or more of such individual’s major 
life activities. Generally, a disabling physical or mental condition which is expected to be 
temporary and from which the individual is expected to recover is not a disability under this 
procedure. 

Subpart D. Qualified Individual with a Disability:  A qualified individual with a disability is 
an individual with a disability who meets the requisite skill, education, experience and other 
job related requirements of the job and who, with or without reasonable accommodation, 
can perform the essential functions of the job. 

Subpart E. Reasonable Accommodations:  A reasonable accommodation is a modification 
or adjustment to a job or employment practice or the work environment that enables a 
qualified individual with a disability to perform the essential functions of the job as 
identified at the time of the reasonable accommodation request and to access equal 
employment opportunities.  
Reasonable accommodations may also include those things which make a facility and its 
operations readily accessible to and usable by individuals with disabilities. Under the law, 
the employer has a responsibility to make reasonable accommodations for individuals with 
a disability only if the disability is known and it is not an undue hardship under Part 6, 
Subpart C of the Procedure. 

Part 4. Procedures: 
Subpart A. Identification of Assigned Staff Member 
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A college applicant or employee may make a reasonable accommodation request to any or 
all of the following: 

• Immediate supervisor or manager in the employee’s chain of command;
• South Central College’s Affirmative Action Officer, Dawn Pearson
• South Central College’s ADA Coordinator, Dawn Pearson
• South Central College’s Human Resources Office;
• Any college official with whom the applicant has contact during the application,

interview and/or selection process.

Subpart B. Appeals process in the event of denial 
An applicant or employee may choose to appeal the denial of a reasonable accommodation 
request by submitting a letter in writing to the college president.  The college president will 
conduct a review and respond to the appeal within 60 days.   

The applicant or employee has the right to file a charge with the Equal Employment 
Opportunity Commission or the Minnesota Department of Human Rights. 

Part 5 Forms: n/a 

Procedure History: The Procedure History section includes date of reviews, approval/adoption, 
and revisions.  
Date of Cabinet Initial Review: October 8, 2019 
Date of Faculty Shared Governance Council Review (if applicable): 10/25/19 
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): n/a 
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 New Policy 
Responsible Custodian/Division:  Human Resources Office.  507-389-7219  
Human.resources@southcentral.edu 
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Procedure #: 4.0005.0002 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Procedure name:  Departing Employee 
Does this procedure have a policy: Yes  No  
Policy name and #: n/a 
List of related procedures or policies (if applicable): n/a 

Part 1. Purpose Statement 
To outline a general departing procedure for employees who are retiring or choosing to end 
employment to ensure all applicable college procedures, as well as any bargaining agreement 
or personnel plan requirements, have been followed.   

Part 2. Scope/Applicability 
Applies to employees changing departments or leaving South Central College. 

Part 3. Definitions 
Departing Employee:  Faculty and staff who will not be returning to their current 
department/office or SCC because of retirement, resignation, end of appointment, transfer to 
another area, or other reasons. 

Part 4. Procedures: 
Subpart A. Employee – General Departing Procedure: 
An employee who is retiring or choosing to end employment, should submit, to his/her 
Supervisor/Dean, a written and dated letter indicating intent to separate from the 
institution, including the last day of employment and any other applicable information.  The 
letter may be in the form of an email.  Note:  Adjunct, fixed terms, temporary employees, or 
externally funded appointments where funding is ending, who fulfill their appointment do 
not need to submit a letter.   
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Employee (other than adjuncts or temporary hires) should meet with a Human Resources 
Representative to discuss benefits and complete the Exit Interview Checklist. Note:  This 
step may not be required in all situations, contact HR if unsure.   

Subpart B.  Supervisor’s Responsibilities for Separating Employees: 
As soon as possible the supervisor/dean must provide Human Resources with the 
employee’s notice of separation.   
Supervisors/Deans must complete, sign and return the Exit Interview Checklist – For 
Supervisors/Deans to Human Resources.   

Subpart C.  Special Circumstances: 
For special circumstances or any situation not specifically addressed in this procedure, 
contact Human Resources for further information and assistance. 

Part 5. Forms: 
Exit Interview Checklist – Supervisor/Dean, Exit Interview Checklist – Human Resources 

Procedure History:  New Procedure 
Date of Cabinet Initial Review: October 8, 2019 
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): n/a 
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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Exit Interview Checklist - For Human Resources 

Employee Name:___________________________ Position:___________________________ 

Department:_______________________________ Supervisor/Dean:____________________ 

Separation Date:_________________ 

The following items have been reviewed/completed with the 
employee and the human resources staff. Comments: 

Obtain employee’s written notice of separation and file 
in personnel file 

Explained termination policies on benefits programs, 
retirement, and leave balances 

Explain final paycheck and timelines 

Update personal address, email, and phone number if 
needed 

Provide employee guide for accessing pay statements 
and W2 post-employment 

Conduct Exit Interview Survey 

HR publish departure in e-Connections 

PLEASE complete, sign, and date this document and send to Human Resources. 

______________________________________________  
Employee’s Signature     Date 

______________________________________________ 
Human Resources Representative   Date 

Date:  9.24.18 
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Exit Interview Checklist – To Assist Supervisors/Deans with Separating Employees 

Employee Name:___________________________ Position:___________________________  

Department:_______________________________ Supervisor/Dean:____________________ 

Separation Date:_________________ 

The following items have been reviewed/completed with the 
employee and the supervisor/dean. Comments: 

Once employee provides written termination notice, 
including the last day of employment, supervisor/dean 
forwards original letter or email to 
Human.Resources@SouthCentral.edu 
AND 
Supervisor/Dean notifies his/her chain of command up 
to and including the President. 

Supervisor/Dean provides written 
acknowledgement/acceptance of employee’s notice to 
separate employment as soon as possible after 
notifications are complete as outlined in previous step. 

Sample acceptance (for other sample language please 
contact your Human Resources representative). 

Your resignation from your position has been accepted, 
effective on May 15, 20XX as requested. 

It has been a pleasure working with you, and I wish you 
all the best in the future. If there is anything I can do to 
assist, please do not hesitate to ask. 
Sincerely, 

Collect photo ID and name badge on or before last day 
of work on campus 

Collect purchasing/credit/fuel cards and destroy/return 
to Business Office 

Collect all keys in labeled envelopes (doors, desks, file 
cabinets, vehicle, trailer, storage, gate) on or before last 
day of work on campus 

Return building keys to Russ Berndt, North Mankato & 
Rick Sanders, Faribault 
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Collect all SCC property if applicable:  computer and 
accessories, cell phones and accessories, cameras, 
memory cards, uniforms, supplies, etc. 

Collect all other state/Minn State/SCC property or 
equipment checked out such as books, projectors, etc. 

Work with employee to ensure transfer of electronic 
data before the employee departs.  Employee provides 
data/files/access as needed. 

Turn in gradebooks (if applicable) 

Submit final expense report 

Pay any outstanding bills – payable to Business Office 

Complete Exit Interview, which HR will send to you 
electronically via email 

Terminate employee’s access to systems (i.e. 
technology, computer, social media, other databases, 
etc.) via Employee Home or other appropriate means. 

PLEASE complete, sign, and date this document and send to Human Resources. 

______________________________________________  
Employee’s Signature     Date 

______________________________________________ 
Human Resources Representative   Date 

Date:  9.24.18 
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Policy #: 4.0005 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Policy name:  Hiring 
Does this policy have a procedure: Yes  No  
Procedure name and #: SCC Procedure 4.0005.0001 Hiring Procedure 
List of related policies or procedures (if any): n/a 

Part 1. Policy Statement:  South Central College believes that hiring qualified individuals to fill 
positions contributes to the overall success of the college. Each employee is hired to make 
significant contributions to SCC. In hiring the most qualified candidates for positions, SCC 
establishes the SCC Hiring procedure.   

Part 2. Purpose/Authority 
To establish hiring procedures that demonstrate South Central College’s commitment to the 
principles of affirmative action and equal opportunity in recruiting and hiring qualified 
individuals and in retaining qualified existing employees. 

Part 3. Scope/Applicability 
All unclassified and classified positions that are filled via agency promotional, statewide 
promotional, or open competitive.  The following are excluded from coverage by this policy: 
Emergency and PRO (post-retirement options) appointments, Non-competitive Appointments 
of Disabled Veterans under M.S. 43A.111, Placement of Employees with Active Workers’ 
Compensation Claims under Administrative Procedure 10B, reallocations/re-comparisons, 
appointments to meet the requirements of applicable collective bargaining agreement 
language (e.g., bidding, recall from layoff, claiming). 

Part 4. Definitions 
Agency promotional job announcements are open for application by any state employee who 
currently is employed by the posting agency.  

17 Faculty Shared Gov. 10/25/19



2 

Classified service means positions in the state civil service for which appointments must be 
based on merit and ability to perform the duties of the position, and which provide tenure 
following certification after a probationary period. 

Open competitive job announcements are open to the public for application by any qualified 
job seeker.  

Statewide promotional job announcements are open for application by any current state 
employees. 

Unclassified service means positions designated as unclassified because they are: 
• Established in the unclassified service under M.S. 43A.08. or
• Established in the unclassified service by other statutory authority.

Part 5.  Policy  
Hiring and appointment practices shall be consistent with applicable Minnesota State Colleges 
and Universities board policies, Minnesota Management and Budget policies, Minnesota state 
statutes, applicable collective bargaining agreements, and Affirmative Action and Equal 
Opportunity policies. Final decisions about hiring and hiring procedures are made by the 
President or the President’s designee. To facilitate hiring high quality, well-qualified applicants, 
college employees shall be involved in the screening process whenever practicable. 

Part 6. Forms:  Managers and administrators have the authority to request to fill a position.  
The request to fill a position form is available from the Human Resources office.  Forms related 
to the search process can be obtained through the Human Resources office.   

Policy History: New 
Date of Cabinet Initial Review: October 8, 2019 
Date of Faculty Shared Governance Council Review (if applicable):  
Date of Student Senate Review (if applicable): n/a 
Date of Management Team Review (if applicable):  
Date of MMA Meet & Confer Review (if applicable): n/a 
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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Procedure #: 4.0005.0001 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Procedure name: Hiring 
Does this procedure have a policy: Yes  No  
Policy name and #: SCC Policy 4.0005 Hiring 
List of related procedures or policies (if applicable):  n/a 

Part 1. Purpose Statement 
To establish a process for hiring qualified employees at South Central College.     

Part 2. Scope/Applicability 
Recruiting and Hiring 
South Central College is committed to the recruitment and selection of highly qualified and 
diverse applicants whose skills and abilities will help the college achieve its strategic goals. The 
College is committed to the principles of equal opportunity and affirmative action. This 
procedure outlines a series of steps to take when filling positions identified in the Hiring Policy:  
Unclassified positions covered by the following employment agreements:  MnSCU 
Administrator Plan, Minnesota State College Faculty, Managerial Plan, Commissioner’s Plan, 
Minnesota Association of Professional Employees, and Middle Management Association,  and  
Classified positions filled via agency promotional, statewide promotional, or open competitive 
through the Multi-Source Recruitment and Selection System and covered by AFSCME, 
Commissioner’s Plan, Minnesota Association of Professional Employees, and Middle 
Management Association.  

Part 3. Definitions:  n/a 

Part 4.  Procedures: 
Subpart A. Posting and Screening Process 

A.1 Position Posting
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The Human Resources Department and the hiring leader have responsibility for 
establishing minimum and preferred qualifications for vacant positions. The hiring 
manager may consult with staff or faculty regarding qualifications and recruitment for 
the position. At a minimum, all unlimited positions covered in this policy will be posted 
on the SCC website. All unlimited and temporary full time faculty positions will be 
posted on the Minnesota State Employment Opportunities site.  The hiring manager, 
Human Resources Department and the Affirmative Action Officer will determine 
additional recruitment measures to help ensure recruitment of a diverse and qualified 
pool of applicants.   

A.2 Application
Instructions for application to positions will be included with each position posting. The
application process will comply with applicable State and Federal Laws and Statutes.

A.3 Search Advisory Committee
The President or President’s designee will appoint a Search Advisory Committee Chair
for the position.  Depending on the level and responsibilities of the vacant position, the
search may be chaired by the hiring authority, another supervisor, a manager or dean in
the hiring department, or another designated individual.

The Search Advisory Committee may include staff, faculty, community members, and 
students representing different viewpoints such as different bargaining units, 
disciplines, and professional backgrounds.  The composition of the Committee will be 
reviewed with the President and Chief Human Resources Officer/Affirmative Action 
Officer who may suggest additional members.  All individuals involved in recommending 
or identifying search advisory committee members must take active steps to ensure 
diversity among the search advisory committee membership. 

A.4 Conflict of Interest
Search advisory committee members should step down from the committee if they
believe there might be a conflict of interest or they feel uncomfortable about providing
a fair and unbiased viewpoint when screening and interviewing applicants (for example,
if one of the applicants is a family member).
Committee members should disclose to the committee any personal or work
relationships with any candidates under consideration. This is a normal occurrence
when search advisory committee members are recruiting through their professional
networks.
Committee chairs and search advisory committee members cannot serve as references
for candidates under consideration. In this case, the candidate should be asked for an
alternate reference.

A.5 Search Advisory Committee Training
Each hiring manager, search advisory committee chair, and search committee members
must complete the Search Committee Training within the past twelve months of serving
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in this role.  Confidentiality forms must be signed by each committee member for each 
search. 

A.6 Preliminary Screening
The Human Resources Department, in consultation with the hiring manager, dean or
responsible administrator, will review all applications to identify applicants who meet
the minimum qualifications. Applicants who meet the minimum qualifications shall be
forwarded on to the Search Advisory Committee.

A.7 Evaluation of Applicants
The Search Advisory Committee will assess applicants’ qualifications using an evaluation
method developed by the Human Resources Department and the hiring manager,
and/or Search Advisory Committee Chair. The Search Advisory Committee will submit
recommendations for a set of candidates for further consideration which may include
additional screening and/or initial interview.   The number of applicants selected for
interviews may vary based on the size of the applicant pool, timing to fill the position,
and/or budgetary concerns. The Affirmative Action Officer may review the pool and
determine if it needs broadening.

Interview questions will be reviewed by the Human Resources Department prior to 
conducting interviews to ensure legal, fair, and effective questions about how each 
candidate would perform the job responsibilities. Specific questions and preferred 
answers will be based on the work responsibilities and the knowledge, skills, and 
abilities needed to perform them.  At least one question from SCC’s database of 
diversity, equity, and inclusion questions must be asked during the selection process.  

A.8 Evaluation of Finalists
The Search Advisory Committee will collaborate with other committee members to
reach agreement regarding a list of finalists to forward to the hiring manager.  The hiring
manager will review the list and in consultation with the President may alter if it needs
broadening.  In the event that the Search Advisory Committee forwards no finalists, the
Affirmative Action Officer and Search Advisory Committee Chair will review the
candidate pool for any compliance issues.  If none exist, the Affirmative Action Officer
will recommend a failed search or additional recruiting efforts.

For faculty and administrator positions, the Search Advisory Committee Chair forwards 
the names of the recommended finalists to the President or designee, who may 
schedule a second interview. Finalists for other professional positions may be invited for 
a second interview with a vice president or other administrator.  

Finalists for senior administrator positions may be invited to an all-college forum. 

A.9 Hiring Authority
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All decisions regarding the hiring of positions covered under this policy are ultimately at 
the discretion of the college President. Decisions regarding hiring of unclassified 
positions may be made at levels appropriate to the position.  See Position Request and 
Hiring Approval Procedure for level of authority needed for hiring decisions.   

A.10 Job Offers
After the hiring process is complete, an offer is extended to the finalist who, in the
estimation of college leadership, has demonstrated a combination of education, skills
and experience appropriate for the position. All offers are contingent upon the
successful completion of verification of credentials such as education and work
experience and reference checks.

Subpart B.  President’s Discretion in Unique Circumstances 
In unique circumstances consistent with MnSCU Personnel Guideline 007, the President 
may make appointments without utilizing the steps outlined in this procedure. The 
President shall consult with the Affirmative Action Officer when the search process is 
waived or modified. The College shall document search process waivers and modifications 
and the unique circumstances as determined by the President. 

Subpart C.  Compliance with State and Federal Laws 
C.1 Data Practices Act
Application materials are considered private under the Minnesota Data Practices Act. All
employees participating in the selection process are responsible for safeguarding
applicant information. The names of finalists are public.

C.2 Americans with Disabilities Act
Applicants with disabilities have the right to request reasonable accommodations to
assist them through the application and interview process. The Human Resources
Department shall consult with the college’s ADA Coordinator in determining appropriate
accommodations.

Subpart D:  Candidate Reimbursement Guidelines 
See Candidate Reimbursement Guidelines. 

Subpart E. Classified Hiring  
The hiring of classified staff shall be done in accordance with the process established 
through Minnesota Management and Budget. 

Where classified positions are filled via agency promotional, statewide promotional, or 
open competitive, the hiring procedure will apply.   

Part 5. Forms:  Managers and administrators have the authority to request to fill a position.  
The request to fill a position form is available from the Human Resources office.  Forms related 
to the search process can be obtained through the Human Resources office.   
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Procedure History: New 
Date of Cabinet Initial Review: October 8, 2019 
Date of Faculty Shared Governance Council Review (if applicable):  
Date of Student Senate Review (if applicable): n/a 
Date of Management Team Review (if applicable):  
Date of MMA Meet & Confer Review (if applicable): n/a 
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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September 23, 2019 

CANDIDATES FOR EMPLOYEMNT REIMBURSEMENT 
GUIDELINES: 

1. Faculty and Academic Supervisor positions
Unlimited full-time or part-time faculty (MSCF) candidates and unlimited academic supervisor
(MMA) candidates who travel more than 200 miles for a final interview are eligible to receive
Minnesota State mileage OR lowest airfare and one overnight stay with the total not to exceed
$500.

2. Administrator positions
Candidates for positions covered by the Personnel Plan for Administrators are eligible for
reimbursement of travel expenses as provided in the Plan.

3. Exceptions exceeding $500 for faculty and academic supervisor searches are at the discretion
of the President.

4. Exceptions for providing up to a maximum of $500 allowance for other positions are at the
discretion of the President.

For current State of Minnesota employees, reimbursement is done through an employee expense 
form. 

For all other external candidates, the Human Resources staffing representative will provide 
instructions in order to be reimbursed.  

Reimbursement will be made as soon as practicable following incurring of expenses and proper 
submission of paperwork required for reimbursement. 
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Procedure #:  3.22.0001 

Type: System Organization  
Student  
Educational X 
Human Resources  
Administration  
Facilities  
Finance  
College Relations  

Procedure name: Maximum Class Size 
Does this procedure have a policy: Yes  No X
Policy name and #: n/a 
List of related procedures or policies (if applicable): n/a 

Part 1. Purpose Statement:  Regulation that sets a reasonable maximum class size for all instruction 
at the college. 

Part 2. Scope/Applicability:  The MSCF Master Agreement MnSCU (2017-2019) Article 11 (Work 
Assignments), Section 1. (All Teaching Faculty Workload Provisions), Subd. 11. (Class Size) states “The 
administration at each college shall establish, through Shared Governance Council, a regulation that 
sets a reasonable maximum class size for all instruction at the college. Once the regulation is 
established any change must be considered through the Shared Governance Council at least one (1) 
semester in advance. However, by mutual agreement, between the college president (or designee) 
and the State MSCF, the one (1) semester notice for changing class size may be waived. There will be 
no intentional enrollment beyond the maximum class size unless agreed to by the MSCF and the 
administration. Under exceptional circumstances as determined by the affected faculty member, an 
instructor may admit two (2) additional students per section.”  

Part 3. Definitions:  n/a 

Part 4. Procedures:  
1. South Central College’s procedure for initial class maximum for each course begins at the

department level with consensus among all Unlimited Full-time and Unlimited Part-time faculty
members, in collaboration with the academic dean.

2. When courses are submitted to faculty shared governance for approval, courses should be
submitted on the Class Maximum Request Form. (form can be found at
http://southcentral.edu/shared-governance/shared-governance.html)
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a. a. Minnesota State credential field information can be obtained from Human Resources or
the MSCF seniority roster. (MSCF seniority roster can be found at
http://southcentral.edu/hr-a-college-relations/resources-a-forms.html).

b. Instructional Cost Study information can be obtained from any of the following: Research,
Planning & Grants Office, Vice President of Finance & Facilities, or Deans Office.

3. All Unlimited Full-time and Unlimited Part-time faculty members with the appropriate Minnesota
State credential to teach the proposed course and the academic dean must sign this form. It is the
responsibility of the faculty proposing the course class max to secure all required signatures. a. For
courses with no Unlimited Full-time and Unlimited Part-time faculty members, Unlimited Full-time
and Unlimited Part-time faculty members from the particular division, shall work with the
academic dean for course maximum.

4. The Deans Office will forward the completed form to the Office of the Vice President of Student &
Academic Affairs. All steps must be completed two weeks prior to the Shared Governance
scheduled meeting.

5. The Vice President of Student & Academic Affairs verifies the faculty credential information and
instructional cost study data by initialing the appropriate area on form.

6. The Vice President of Student & Academic Affairs will forward this completed Class Maximum
Request Form to Shared Governance Council for discussion and vote at the meeting.

7. Placed on the Shared Governance Council meeting agenda for discussion and vote.
8. Forward to the Office of the President for approval.
9. Approved class maximum request(s) will be forwarded to the Registrar by the Office of the

President.
10. Class maximum requests not approved will be returned to the faculty originating the request for

necessary correction by the Office of the Vice President of Student & Academic Affairs.

Part 5. Forms:  Class Maximum Request form (add link to fillable current form) 

Procedure History: 
  2014 /Approved by Faculty Shared Governance January 30, 2015 
Date of Cabinet Initial Review: October 8, 2019 
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): n/a 
Date of MMA Meet & Confer Review (if applicable): n/a 
Date of AFSCME/MAPE Review (if applicable): n/a 
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:  Academic Affairs 507-389-7289  
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Class Maximum Request Form 
This form should be used to request a class size for a new and/or existing course. The requestor must acquire the signature 
of all unlimited full-time and unlimited part-time faculty credentialed to teach the course. 

Faculty Requestor Name: _____________________________Current Date: ____________ 

Course Designator, Number, and Title (i.e.: OTEC, 1820, Business English) 
_________________________________________________________________ 

New Course Proposed Class Size: __________ 

Existing Course Current Class Size: __________ Proposed Class Size: ______ 

Existing Course: Submit three semesters of enrollment data (See Research, Planning & Grants Office or Registrar’s Office):
Semester 1______________ Semester 2________________ Semester 3________________ 
Method of Delivery (circle appropriate)      Face-to-Face         Online          Hybrid 

Effective Semester (circle one):   Fall  FY20__ Spring  FY20__ Summer  FY20__ 

Rationale for requested class maximum size: 

Instructional Cost Study for program/CIP code (Insert or Attach) (See Research, Planning & Grants Office, Vice President of 
Finance & Facilities, or Deans Office.):  

Faculty Signatures (All unlimited full-time and unlimited part-time faculty credentialed to teach the course. MSCF seniority 
roster can be found at http://southcentral.edu/hr-a-college-relations/resources-a-forms.html (if needed, add additional page) 

Printed Name ______________________________ Signature___________________________ Date: _____________ 

Printed Name ______________________________ Signature___________________________ Date: _____________ 

Printed Name ______________________________ Signature___________________________ Date: _____________ 

Printed Name ______________________________ Signature___________________________ Date: _____________ 

Printed Name ______________________________  Signature___________________________ Date: _____________ 

Signature of Dean/Director ______________________________________________ Date: ___________ 

Vice President of Student and Academic Affairs Office Use Only 

VPSAA (Initial each area)  Faculty Credentials Verified _______ Instructional Cost Study Data Verified _______ 

Signature of V.P. of Student and Academic Affairs ___________________________________  Date: ___________ 

Following Shared Governance Approval 

Signature of President ___________________________________________________________ Date: ____________ 
Approved by Shared Governance January 30, 2015 
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Policy #: 6.0801 
Type: System Organization  

Student  
Educational  
Human Resources  
Administration  
Facilities X 
Finance  
College Relations  

Policy name: Naming Facilities, Programs, and Positions at SCC 
Does this policy have a procedure: Yes  No X 
Procedure name and #: n/a 
List of related policies or procedures (if any):  
MinnState Board Policy 6.08 Naming Buildings, Sites and Common Areas 
MinnState Board Procedure 6.08.01 Naming Buildings, Sites, and Common Areas 
MinnState Board Policy 3.23 Naming Colleges and Universities 

Part 1.Policy Statement  
The purpose of this procedure is to provide standard guidelines for naming facilities, programs 
and positions at South Central College. 

Part 2. Purpose/Authority   
South Central College seeks to provide appropriate recognition for philanthropy to the college. 
It is the policy of the Board of Trustees, herein after referred to as the “Board,” to delegate 
authority to the chancellor to approve the naming of buildings, sites, and common areas; the 
president shall make a recommendation to the chancellor only after consultation with college 
constituents. The Board will also be advised of the college’s intention of naming facilities. The 
Executive Director of each campus foundation will manage the naming process. 

Part 3. Scope/Applicability   
All naming opportunities across campus are within the scope of this procedure. 

Part 4. Definitions 
Gift. A “gift” is a voluntary, philanthropic transfer of assets received from an individual, a 
corporation, a foundation or other organization.  
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Naming. The term “naming” refers to the conferral of an individual’s, group’s (such as a family) 
or organization’s name to a building, room, endowed chair, endowed position or other initiative 
or property to honor the philanthropic support and distinguished contributions of that 
individual, group or organization. 

Facilities. Facilities include tangible assets, including, but not limited to, buildings, outdoor 
facilities, laboratories, classrooms, and conference rooms. 

Programs. Programs include intangible assets including, but are not limited to, college-wide 
centers, academic and non-academic programs, departments, academic chairs, positions and 
endowed scholarship funds. 

Endowment. In all endowed programs, the principal contribution is invested by the Foundation 
and remains intact. Only a portion of annual income or growth will be apportioned by the 
Foundation Board of Directors. That portion will be determined annually based on Foundation 
policies, which seek to preserve the capital of the original gift while meeting the wishes of 
donors.  

I. Scholarship. Endowment income will be distributed via financial aid to the student 
recipient. Selection criteria will be based on foundation policy.  

II. Lectureship. Endowment income will be distributed for expenses associated with 
bringing distinguished lectures to campus. Selection criteria will be based on 
foundation policy. 

III. Research. Endowment income will be distributed to conduct research in the area 
chosen by the donor. Selection criteria will be based on foundation policy. 

IV. Professorship. Endowment income will be distributed to underwrite the annual salary 
and fringe benefits of a faculty member.  Selection criteria will be based on foundation 
policy. 

Part 5. Policy 
Subpart A. Approval Process 
Principal responsibility for soliciting and arranging for naming opportunities resides with the 
President of the College, with much of the operational authority delegated to the Executive 
Director of each Foundation. The Executive Directors will serve as the repository for naming 
suggestions. He/She will ensure that naming suggestions follow applicable Minnesota State 
Board policies and procedures, as well as SCC naming guidelines.  The Executive Director will 
provide the President with the naming suggestion and with pertinent information to justify or 
discourage the nomination.  

Subpart B. Conferring Names 
B1. Gift Naming 
The naming of facilities or other programs may be recommended based on a substantial gift 
by a donor. 

New Construction or Renovation 

29 Faculty Shared Gov. 10/25/19



Naming gifts must provide a substantial portion of the cost of construction (an amount 
at least 50% or more of the total project cost). A portion of the gift may be used to 
create a maintenance endowment at the discretion of the College in consultation with 
the donor. 

Existing Facilities 
Naming gifts must provide a sum equivalent to 25% or more of the fair market value of 
the facility. A portion of the gift may be used to create a maintenance endowment at 
the discretion of the College in consultation with the donor. 

Endowed Academic or College Program Naming 
Programs, professorships, and endowed chairs may be named upon approval by the 
President. For established programs or positions, the endowment gift amount must be 
large enough that the annual earning percentage funds 50% or more of the 
program/position costs. For new programs or positions, the endowment gift amount 
must be large enough that the annual earning percentage funds 100% or more of the 
program/position costs.  

B2. Permanency of a Naming 
A naming in recognition of a gift shall be for the life of the building, other facility, program, 
endowment, or item being named unless otherwise agreed to in the gift agreement.  

B3. Termination of Naming 
Cancellation of a program, termination of a chair, relocation or closure of a facility, 
demolition of a building or a similar event may result in the termination of named 
recognition.  If appropriate, the Foundation may recommend that an alternative form of 
recognition be extended. 
The Foundation will present a proposal to the President regarding the discontinued use of 
an existing name, which will outline the reasons for termination and present an analysis of 
risks associated with this action.  The President’s recommendation for the termination of 
naming will be forwarded to the Board for consideration when the original naming required 
Board approval. 
The Foundation is responsible for contacting the individual or group regarding termination 
of naming.  If the individual is deceased, the Foundation will take due action to contact next 
of kin, or personal representative. 
The Board or President may determine that a relationship with a particular donor could be 
damaging to the College, its mission and values or its students, the College retains the right 
to terminate naming due to such circumstances.  

Subpart C. Recognition 
For historical purposes, any named facility, program, professorship or chair, should include a 
plaque or similar recognition that explains the donor’s significance to the College. The Office of 
the President, Marketing and Communications, and Foundations will coordinate all public 
announcements and dedication ceremonies.  
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Part 6. Forms: n/a 

Policy History: New 
Date of Cabinet Initial Review: October 17, 2018 
Date of Faculty Shared Governance Council Review (if applicable):  
Date of Student Senate Review (if applicable):  
Date of Management Team Review (if applicable):  
Date of MMA Meet & Confer Review (if applicable): n/a 
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:  Finance and Operations, 507-389-7340 
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Category

Number 
w/Link to 
Policy Policy/Procedure Name Type Custodian Last Review

On SCC 
Web? Rationale

Human Resources NONE Accident Reporting Procedure Finance & Operations 1/25/2015 This is a stand alone procedure that just links to a form with a broken link
Human Resources NONE ADA Reasonable Acommodation BOTH Human Resources 1/25/2015 Covered by System Procedure 1B.00.01 (repeates exactly) & System Policy 1B.04
System Organization NONE Affirmative Action in Employment BOTH Human Resources 1/25/2015 Repeats information found in 1B.01 and 1B.02 & seems to be unfinished

Educational TBD Audit Policy Student Affairs 10/14/2016 YES
Per 3/15/19 minutes, AASC recommended rescind this policy as it is covered in the SCC 
grading policy (3.0005)

Human Resources NONE (TBD) Campus Closing Policy Finance & Operations 1/25/2015 YES
Duplicate policy -- to be Incorporated into procedure for 4.04.0001 (Weather and 
Emergency Closing or Cancellation)

Facilities NONE Children on Campus Procedure Finance & Operations 1/25/2015

Procedures listed are actual guidelines and conflict with itself (says employees are 
prohibited from bringing children but later says a one-time exception can be made and 
later that sick children are not allowed -- at best policy needs to be rewritten)

Administration NONE Computer Rotation Policy BOTH Finance & Operations no date Policy is outdated and unneccessary and is more of a departmental process

Administration NONE Drug and Alcohol Free Campus Procedure Human Resources 1/25/2015
Not a procedure, Policy portion to be reviewed and incorporated into duplicate policies 
or rescinded later

Administration NONE Electronic Equipment Checkout BOTH Finance & Operations 1/25/2015 YES; HR Departmental process not a policy

Administration NONE Emergency Action Plan Policy Procedure Finance & Operations 1/25/2015

Policy says nothing and procedure merely links to Emergency Action Plan; There are 
other policies and plans that better address emergencies (i.e. 5.24.03 Emergency 
Management; 5.2401 Emergency Response, Notification and Evaculation Policy and 
Porcedure - which is being revised to just a policy)

Administration NONE Emergency Response, Notification and Evacuation Policy and Procedure Procedure Finance & Operations 8/10/2010
Procedure is outdated and covered in the Emergency plan, Star Alert and other areas; 
Policy portion to be kept and later revised. 

Human Resources 4.0001 Fair Labor Standards Act (Employees) Policy Human Resources 1/25/2015 Covered by other federal notices which are mandated by federal and state laws

System Organization 1B.0101 Harassment/Nondiscrimination in Employment & Education Policy Policy Human Resources 1/25/2015 YES

Complaint procedure which is duplicated elsewhere - Nondiscrimination info is on our 
website and is annually updated with the Equal Opportunity and Nondiscrimination in 
Employment and Education statement. 

Human Resources NONE Immigration Reform and Control Act BOTH Human Resources 1/25/2015 Tells how to fill out the I9 form which is Federally mandated
Human Resources NONE Inclement Weather BOTH Finance & Operations 1/25/2015 Duplicate policy and procedure -- use to help revise & update  4.04.0001

Administration NONE IT Work Order Request BOTH Finance & Operations 1/25/2015
Departmental Process (tells how to call the HelpDesk); combine with Technology Help 
Request (5.2205) if needed.

Administration NONE (TBD) IT Work Request Policy - Department of Instructional Technology (DoIT) Policy Finance & Operations Duplicate policy (see Technology Help Request - 5.2205)

Educational NONE Maximum Class Size Policy Academic Affairs 1/25/2015
Policy portion copies MSCF Contract and is not needed; converted to a reformated 
Procedure only

Human Resources NONE (TBD) Nepotism Policy Human Resources 1/25/2015 Copies System Policy 4.10

Administration NONE (TBD) Network Account Policy Policy Finance & Operations 1/25/2015
Policy portion is covered under system policy 5.22; procedure portion is slotted to be 
reviewed

Human Resources NONE (TBD) New Hire Orientation BOTH Human Resources 1/25/2015 Refers to online new employee orientation and a broken link - not accurate or needed

System Organization NONE Nondiscrimination in Employment and Education BOTH Human Resources 1/25/2015

Complaint procedure which is duplicated elsewhere - Nondiscrimination info is on our 
website an dis annually updated with the Equal Opportunity and Nondiscrimination in 
Employment and Education statement. 

Administration NONE Official Student Email Procedure Finance & Operations 5/5/2005 Procedure portion does not say anything of value; Policy portion is slotted for review 

Administration NONE Parking Fee & Regulations /web: Parking regulations BOTH Finance & Operations 1/25/2015 YES

Fee portion is covered by system policy and is no longer accurate; Parking regulations 
covered under egulations listed on Web; not a policy; Procedure as it just references 
the parking permit form 

Human Resources NONE (TBD) Re-Employment of Early Retirees Policy Human Resources 1/25/2015 Copies System Policy 4.06

Administration NONE Respiratory Protection Program Procedure Finance & Operations 1/25/2015
Procedure refers reader to Respitory Protection Program in Safety Office; Policy is 
under review

Human Resources NONE (TBD) Sabbatical Leaves BOTH Human Resources 1/25/2015 Copy of System Policy 4.07, Procedure portion says fill out a packet.

Administration NONE (TBD) Senior Citizens Policy Policy Finance & Operations 1/18/2019 YES
This information is covered in System Policy 5.11 AND online in the tuition and fees 
section of the Website and student handbook and is not currently in a policy format

Facilities NONE   Service Animal Policy Procedure Finance & Operations 1/25/2015
Not a Procedure -- a very specific internal process that is no longer applicable; Policy 
portion to be reviewed.

System Organization NONE Sexual Violence Policy and Procedure for Students and Employees BOTH Human Resources 1/25/2015 YES Duplication of System policy 1B.03 and procedure 1B.03.01
Human Resources NONE (TBD) Sick Leave Policy Human Resources Follows FMLA (documented elswhere) and Union Contracts
Administration NONE (TBD) South Central College Eye Safety Policy & Procedure Form Procedure Finance & Operations 1/25/2015 Duplicate of Eye Safety Policy (5.2406) that is more updated
Administration NONE STAR Alert Policy Procedure Finance & Operations 1/25/2015 Procedure refers to online registration; Policy remains
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https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.14.SCC%20-%20Accident%20Reporting%20Policy.pdf?csf=1&e=n571bq
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.15.SCC%20-%20ADA-Reasonable%20Accommmodation%20Policy.pdf?csf=1&e=bXhuo3
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Administration%201000/Affirmative%20Action%20Plan%20in%20Employment%20Policy.pdf
http://southcentral.edu/Student-Policies/audit-policy.html
http://southcentral.edu/Student-Policies/audit-policy.html
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.22.SCC%20-%20Campus%20Closing%20Policy.pdf?csf=1&e=5nYWCt
http://southcentral.edu/Student-General-Policies/campus-closing.html
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Administration%201000/Children%20on%20Campus%20Policy.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/5.28.SCC%20-%20Computer%20Rotation%20Policy.pdf?csf=1&e=AN9xHn
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.45.SCC%20-%20Drug%20and%20Alcohol%20Free%20Campus.pdf?csf=1&e=ndRhuI
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.49.SCC%20-%20Electronic%20Equipment%20Checkout%20Policy.pdf?csf=1&e=AIcazI
http://southcentral.edu/Student-General-Policies/electronic-equipment-checkout-policy-doit-scc-students.html
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.31.SCC%20-%20Emergency%20Action%20Plan%20Policy.pdf?csf=1&e=aus6mN
http://southcentral.edu/webdocs/security/Security%20Planning/Emergency%20Response%20Notification%20and%20Evacuation%208-10-10.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.17.SCC%20-%20Fair%20Labor%20Standards%20Act%20for%20Employees%20Policy.pdf?csf=1&e=QBnBaB
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Administration%201000/Harassment%20Nondiscrimination%20in%20Employment%20and%20Education%20Policy.pdf
http://southcentral.edu/Student-Academic-Policies/nondiscrimination-in-employment-and-education-policy.html
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.24.SCC%20-%20Inclement%20Weather%20Policy.pdf?csf=1&e=1Kxnw4
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Technology%206000/Work%20Order%20Request%20Policy.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/SCC%20-%20Policy%20%26%20Procedure%20Under%20Review.pdf?csf=1&e=PDVcsc
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Academic%20Affairs%204000/Class%20Max%20Policy.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.10.SCC%20-%20Nepotism%20Policy.pdf?csf=1&e=A2cfIH
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Technology%206000/Network%20Accounts%20Policy.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.19.SCC%20-%20New%20Hire%20Orientation.pdf?csf=1&e=3dZ7vH
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Human%20Resources%202000/Nondiscrimination%20in%20Employment%20and%20Education%20Policy%20SCC%202013.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.53.SCC%20-%20Official%20Student%20Email%20Policy.pdf?csf=1&e=8sYG3B
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.41.SCC%20-%20Parking%20Fee%20and%20Regulations.pdf?csf=1&e=Y7Bwwz
http://southcentral.edu/Student-General-Policies/parking-fee.html
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.06.SCC%20-%20Re-Employment%20of%20Early%20Retirees%20Policy.pdf?csf=1&e=D3fKGW
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Health%20and%20Safety%205000/Respiratory%20Protection%20Policy%20.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.07.SCC%20-%20Sabbatical%20Leave%20Policy.pdf?csf=1&e=XAnKtN
http://southcentral.edu/Student-General-Policies/senior-citizens-policy.html
http://southcentral.edu/Student-General-Policies/senior-citizens-policy.html
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Health%20and%20Safety%205000/Service%20Animal%20Policy.pdf
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Administration%201000/Sexual%20Violence.pdf
http://southcentral.edu/Student-General-Policies/sexual-violence-policy-for-students-and-employees.html
https://mnscu.sharepoint.com/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20&%20Procedures/Human%20Resources/Sick%20Leave%20Policy.pdf?csf=1&e=p2DLr5&cid=48315ecd-4832-4087-a7c2-201b3a76741e
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Health%20and%20Safety%205000/Eye%20Safety%20Policy.pdf
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.35.SCC%20-%20Star%20Alert.pdf?csf=1&e=chNWBc


Student NONE Student Directory Information Available to the Public Procedure RIE 1/25/2015
Procedure refers to outdated process and is not needed; Policy to remain and will 
incorporate any necessary items from procedure.

Administration NONE Technology Help Request Procedure Finance & Operations 1/25/2015
Procedure is a departmental process (tells how to call the HelpDesk); Policy is slotted 
to be reviewed with many similar policies.

Human Resources NONE (TBD) Use of Volunteers BOTH Human Resources 1/25/2015 Procedure is a link to Form and policy is same as System procedure

Administration NONE Vehicle Use Procedure Finance & Operations 1/25/2015 Procedure directly links and quotes the Vehicle use form itself; Policy is under review

System Organization NONE  Workplace Bullying Policy and Procedures Procedure Human Resources 1/25/2015
Procedure refers toutdated complaint procedure which is documented elswhere; 
Policy is under review to see if it is covered under System policy or in other HR policies.
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https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Student/2.12.SCC%20-%20Student%20Directory%20Information%20FERPA.pdf?csf=1&e=r3Afl8
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.39.SCC%20-%20Techology%20Help%20Policy.pdf?csf=1&e=fshVdQ
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Human%20Resources/4.0.1.SCC%20-%20Use%20of%20Volunteers%20Policy%20%26%20Procedure.pdf?csf=1&e=RQPxva
https://mnscu.sharepoint.com/:b:/r/teams/SCC/Prod/SCCpoli/Shared%20Documents/Policies%20%26%20Procedures/Administration/05.48.SCC%20-%20Vehicle%20Use%20Policy.pdf?csf=1&e=kEwFxh
http://southcentral.edu/webdocs/human_resources/policy_drafts_review/Administration%201000/Workplace%20bullying%20policy%20and%20procedures.pdf
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