GREAT BASIN COLLEGE
PRESIDENT’S COUNCIL
September 14, 2010

PRESENT:	Carl Diekhans, Mike McFarlane, Lynn Mahlberg, Sonja Sibert, John Rice, Paulette Batayola, Delores Whittaker


1. Approval of Minutes – The minutes of the President’s Council meeting on August 24, 2010, were approved.

2. SGA Update – Paulette Batayola reported that it is SGA election time.  There are many students interested in running for positions.  The message boards in the student center are up and running as of yesterday.  The booth monitors won’t be running for another 2 weeks.  The student events have been well attended.  Students are enjoying the Leonard Center for Student Life.  There were nine clubs at the first SOL meeting yesterday.  SGA will be hosting many debates this October.  Lynn Mahlberg commended the SGA for getting students involved.    

3. Faculty Senate Update – Sarah Negrete reported there was a discussion about the school colors at the last Faculty Senate meeting.  Carl cautioned that there was a legitimate reason to change the colors back in 2005.  We have to keep in mind that the colors affect everything not just student related things.  The official colors are sage green and metallic gold.  Lynn noted that traveling last week to the BOR meeting at TMCC they saw different colors everywhere.  John also mentioned that a lot of thought and planning went into changing the name to Great Basin College and creating a brand and choosing the colors.  When voting on this type of change if it goes to a ballot the pros and cons should listed.  Further discussion with Paulette needs to occur.  

The faculty are grateful for the quality speakers being brought in for professional development.  Carl thanked Sarah for coming to the BOR meeting and speaking.

4. Classified Council Update – Delores Whitaker reported that Classified are continuing with their Positive Challenge.  This month a mint is being handed out with a tag that says “no reason.”  Pat Loper recommended sending a care package to each center so they have the physical items each month.  No update on the IAV bingo night.  Classified are trying to build moral.  The outstanding classified for last year is Jolina Adams.  A plaque will be presented to her at the October 21 meeting at 9:30 a.m.  The Classified website is being updated.  Bringing service project back. 

5. Prioritization of Faculty Positions – Mike and Carl have received a recommendation from the senate on the priority of faculty positions.  Mike had asked for two and faculty came back with three recommendations.  Mike said they moved someone into the nursing position and will fill the English position (Rich McNally’s position).  So these two positions should have been considered filled and not been put on the list.  We have to look at the vital needs of the institution.  President’s Council agreed with the faculty recommendation that we fill the Theater/Music, Business and English as tenure track positions with the stipulation that it will be the four years before they are granted tenure.  If we expand the number of hires we would not give years of service until we get to that point.  We can get a better pool of applicants when it is a tenure track position.  The college can also fill Business and History temporary full-time positions.  

6. Additional Security Camera Locations – Sonja Sibert and Lynn Mahlberg – Sonja Sibert reported a need for an additional security camera that shows the cash register.  President’s Council approved.  Lynn Mahlberg requested an additional security camera in the community center inside the welcome area to the student offices and two cameras in the game room.  President’s Council approved.  The security accounts have money for the purchase of the cameras.

7. Policy & Procedure Change
 
· 6.3 Student Employment Services – President’s Council approved the policy.

8. Miscellaneous

· The missing student policy is in draft form and will be presented at the next President’s Council meeting for approval.  Lynn reported that security actually put this draft policy to use this week to locate a mission student.  

· Lynn Mahlberg reported that two people have been asked to move out of housing.   There is nothing out of the ordinary and just enforcing the rules.  Lynn reported the hiring of Andy Moore the SIS iNtegrate temporary position.  They have also backfilled the counseling position.    

· Carl announced that GBC is saddened by the news of the death of Vice Chancellor Robyn Render.  

· Mike reminded administrative level people that they need to be looking at the strategic plans. He will be reminded the areas/departments who are delinquent.

· Mike reported that the hiring committee for the Institutional Research Director position will be meeting this afternoon.  

· Sonja Sibert reported the financial statements are due tomorrow and the external auditors are onsite this week.  

· John Rice said a small gathering for the Leonard Center opening is scheduled for tomorrow from 4:00 to 7:00 p.m.  The trustees, advisory board, elected officials and student government have been invited.  Because of budgetary constraints the foundation could not open it up to the masses.  President’s Council recommended having an open house for the community to see the facility.

· John Rice announced the Battle of the Beef Friend Raiser is scheduled for this Saturday.  
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POLICY AND PROCEDURE

Title:			STUDENT EMPLOYMENT SERVICES
Policy No.:		6.3 
Department:   	Admission Advising and Career Center 
Contact:  		Job & Career Facilitator

Policy
Student employment services is a student personnel office providing job advertisement and referral services for on- campus and off-campus employment.  

The goal of student employment services at Great Basin College is to provide students with the opportunity to gain career-related work experience while assisting with the financing of their education. This program provides an alternative to student loans thus reducing the possibility of heavy indebtedness. By helping students find work-related education experiences, student employment services also enhances the educational development and growth of the student.  These services are available at all GBC centers.

Great Basin College is guided by the principle that there shall be no difference in the treatment of persons because of race, religion, color, age, sex, including a pregnancy-related condition, sexual orientation, military status or military obligations, disability, including veterans with service-connected disabilities, or national origin, and that equal opportunity and access to facilities shall be available to all.  Similarly, there shall be no difference in the treatment of persons who file charges of discrimination, participate in a discrimination proceeding, or otherwise oppose discrimination.  It is our policy to comply fully with the non-discrimination provision of all state and federal regulations with regard to recruitment, admission, financial aid, activities, hiring, promotions, training, terminations, benefits and compensation.

Procedures
The major tasks of student employment services are to: 
· Help eligible students locate employment opportunities by recruiting and posting job listings in a centralized location.
· Assist students in all phases of the employment process.
· Provide information to students regarding proper interviewing techniques, resumes and general employment skills
.
	1.0 Student Eligibility 


On-Campus (Any GBC Center):  To be eligible for hire as a student employee, federal college work study student employee, or regents’ service program student employee, students must meet the following requirements:
1. Be currently enrolled at Great Basin College for a minimum of (6) six credit hours each semester and maintain a cumulative 2.0 GPA.  Also refer to Section 7.0.
2. Be a U.S. Citizen, U.S. national, or a U.S. permanent resident (refer to the I-9 Employment Eligibility Verification Form for required documentation).

If the department receives information that the student is no longer enrolled in GBC classes, the department must verify this information, contact the appropriate funding department and terminate the student's employment. 

Off-Campus (Not affiliated with GBC):  Be enrolled at Great Basin College and carry a minimum of (1) credit hour each semester or plan to enroll for classes the next semester.

	2.0 Types of Employment


2.1 On-Campus Student Employment
Student Employee Program (College Funded):  Student employee positions are available in individual college departments and offices. The students do not need to qualify on the basis of need and the employing department identifies funding through the appropriate vice president or designee. 

Work Study Program (Federally Funded):  Federal work study is a student financial aid program and is designed to provide part-time employment to students who have established financial need according to federal guidelines.  A student's eligibility to participate in this program is determined by student financial services and is based on a review of information the student provides in his/her financial aid application.

Regents Service Program (State Funded):  The regents’ service program is a state-funded program created by the board of regents so that NSHE students can make a contribution to the critical needs of the community.  Work opportunities for currently enrolled students shall be service-oriented and reflect a high level of skill or knowledge.  Priority will be given to literacy and P-16 programs.

2.1a Summer Employment
The student may work during May through June without being enrolled, if they were enrolled in the preceding spring term for 6 or more credits. A student may work from July 1 through August if they are enrolled in the following fall term for six or more credits. All summer employment is dependent on funding.

2.1b Graduating Students
If a student graduates in the spring and wants to continue employment they may work until June 30.  If a student graduates in December they may continue to work until January 15.  All graduate employment is dependent on funding.  

2.2 Off-Campus Student Employment.  Off-campus job listings are posted to job boards and available to currently enrolled students and alumni of Great Basin College.  Students that locate employment with off-campus employers are under no direct guidelines with GBC.  The college makes no particular recommendations regarding employers and no representations or guarantees about positions listed.  Student employment services is not responsible for safety, wages, working conditions or other aspects of off-campus employment.  Student employment services is unable to confirm the integrity of each organization or person who lists a job.  Therefore, students are urged to undertake the responsibility themselves.  However, student employment services will not knowingly refer a student to off-campus employment that lacks integrity.

	3.0 Hiring Procedures On Campus  


Funding:  Supervisors must secure funding for student employment hires through their assigned department:  Academic Affairs, Student Services, or Administrative Services.  If funding is not available through the appropriate department you may request funding through student financial services (work study program or Regents’ service program).
	Student Employee Program
	Work Study Program
	Regents Service Program

	Vice President’s Office or designee
	Student Financial Services 



Funding
Chart:

Request for Student Employee:  After funding has been secured through the appropriate department the supervisor should complete the request for student employee form.  This request will be forwarded to their department (Academic Affairs, Student Services, or Administrative Services).  The funding department will approve the request and forward to student employment services for posting and recruitment.

Recruitment:  Departments must publicize all student positions through the student employment office located in the admission advising & career center. Each position must have a job description on file with student employment services. If the job responsibilities change, a new job description form must be submitted. If more than one student is to fill the same type position, only one job description form is required, as this form is specific to the position rather than to the student hires.  The forms may be obtained from student employment services.  The position will be posted on the Berg Hall job board and the GBC website at:  http://cot.gbcnv.edu/~jobs/listings.html.

Job Applications:  Students must complete applications through student employment services.

Employment Form Completion:  Students are not allowed to begin working until a student employment application and employment packet with documentation (available through human resources) have been completed and returned to the human resources office. 

Verification of Enrollment:  Prior to the student’s hire date; the funding department is responsible for verifying the student meets the enrollment requirements. 

New Student Employee Orientation:  Each new student employee will view or attend the presentation on Student Responsibilities (this will include Payroll Guidelines, Work Related Injuries and Safe Practices, Sexual Harassment, and Grievances).  The student employee will receive a copy of the Student Employment Handbook and sign the Student Employment Confidentiality and Policy Agreement. The Handbook will be available through student employment services or human resources. 

Maximum Hours of Work:  When classes are in session, student employees are not allowed to work more than 19.5 hours per week. During semester breaks, a student employee may work up to a maximum of 40 hours per week if the funding department has approved the additional hours. 

Grievances:  A student employee must first speak with their supervisor regarding any grievance.  If the student is unable to resolve the grievance through the supervisor, they should contact student employment services.

	4.0  Compensation Schedule


As an equal opportunity employer, the college is obligated to establish a consistent policy whereby all employees are rewarded equally, i.e., equal pay for equal work.  All student workers will be paid $10.00 an hour. 

	5.0  Payroll Guidelines  


Payroll Periods:  The two monthly payroll dates will vary around the 10th and 25th of each month depending on weekends and holidays.  Hours submitted for the 1st through the 15th are paid on the 25th and hours submitted for the 16th through the 31st are paid on the 10th.  If either of these dates falls on a weekend or holiday, the pay dates are adjusted accordingly as described below.

Time Sheets:  The amount of a payroll check is based on the hours listed on the time sheet. The employee will send their time sheet via e-mail to their supervisor, who will then verify the accuracy and forward to human resources. Time sheets for all student employees are processed directly through human resources. According to federal regulations, students must be paid for all hours worked. The deadline for submitting time sheets to the human resources office is 12:00 p.m. on payroll cutoff dates.  Supervisors must pay close attention to payroll cutoff dates.  If time sheets are not submitted on time — payment will be delayed until the following payroll.

Paycheck Disbursement:  Students may have their paycheck direct deposited to their bank account or mailed to the address provided on their W-4 Form. If the pay date falls on a weekend or holiday, payroll checks will be ready the Friday before the weekend, or the last working day before the holiday.  Wages paid to student employees through Regular Student Employment are subject to federal taxes and must be reported.  Questions on exemptions or withholding of taxes may be directed to human resources at 775.753.2107. Each student employee receives a Wage and Tax Statement, Form W-2, at the end of the tax year. If the form has not been received by January 31, the student should contact the human resources office.

	6.0 Work Related Injuries and Safe Practices


All student employees are covered by workers’ compensation insurance. If a work-related injury occurs, the student employee must be referred to an approved health-care provider.  The coverage provides an incapacitated student employee the means of support and medical care when unable to work because of a job-related disability. All injuries, no matter how minor, must be reported. The supervisor must contact the safety and security office if there is an injury at 775.934.4923 to receive first aid.  A C-1 form must be submitted to the human resources office as soon as possible.  Forms are available in the human resources office or on the website. 
 
All student employees who lift and/or carry items over 40 pounds, work in laboratories, studios or areas where hazardous material (chemical, paints, inks, solvents) are used or stored, or who lift and/or operate electrical equipment or forklifts must contact the GBC safety officer at 775.753.2115 to receive safety training.  Supervisors are responsible for ensuring that all student employees receive the training.

	7.0 Probation and Suspension


If the student’s cumulative GPA is less than 2.0, he/she will be placed on probation for the next semester of enrollment, but maintain student worker eligibility. Failure to obtain the minimum 2.0 GPA during the probationary semester will result in suspension of student worker eligibility.   A suspension can only be appealed three times during the student’s enrollment at GBC.

	8.0 Termination of Employment


Termination of student employment must occur when: 
· A student has completed the hours awarded.
· The employer or employee terminates the employment.  (Note:  Student hourly employees are temporarily appointed.) 
· The student is no longer enrolled in any GBC classes.  (Human resources should be notified immediately.)

A graduating student may retain student status until the end of the payroll term, i.e., a student graduating in December will retain student status until January 15. A student graduating in May will retain student status until June 30 depending on funding.

The supervisor is responsible for ensuring the student has completed their last time sheet.

A separation/termination form (available through student employment services) should be signed by the supervisor and forwarded to student employment services, the funding department, and human resources.













PC Approved Revision:  September 4, 2007, November 10, 2009, September 14, 2010
Contact the assistant to the president for any questions, corrections, or additions.
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