PIERPONT COMMUNITY & TECHNICAL COLLEGE
BOARD OF GOVERNORS

Human Resources, Bylaws, Policies Committee Meeting

Tuesday, November 19, 2024
1:00 PM

Pierpont’s Advanced Technology Center (ATC)

500 Galliher Drive
Fairmont, WV 26554
Room 216A
AGENDA

L. Call to Order
IL. *Approval of Minutes - September 17, 2024 Tab 1
III. Board of Governors Policies

A. *Policy #59 Layoffs and Reduction in Workforce - Board Approval for Changes Tab 2

IV.

Human Resource Update
A. Employment Process
B. Employee Turnover

Adjournment

*Denotes possible action item






PIERPONT COMMUNITY & TECHNICAL COLLEGE
BOARD OF GOVERNORS

Human Resources, Bylaws, Policies Committee Meeting

Tuesday, September 17, 2024
1:30 PM

Pierpont’s Advanced Technology Center (ATC)
500 Galliher Drive
Fairmont, WV 26554
Room 216A

MINUTES

Notice of Meeting
A meeting of the Pierpont Community & Technical College (Pierpont) Board of Governors Human
Resources, Bylaws, Policies Committee was held on September 17, 2024, beginning at 1:30 PM. The
meeting was conducted in person at the Advanced Technology Center in Fairmont, WV. Advanced
announcement of this meeting was posted on the WV Secretary of State’s Meeting Notices Webpage.
Committee Members Present: Thomas Cole, Juanita Nickerson and Jeffrey Powell
Committee Members Absent: Brian Bozarth
Other Board Members Present: Susan Woods Coffindaffer, Lisa Lang, and Joanne Seasholtz
Others Present: Members of the President’s Cabinet, faculty, staff, and others
L Call to Order

Thomas Cole, Chair, called the meeting to order at 1:31 PM.

IL. Approval of Minutes - February 20 and May 14, 2024

Juanita Nickerson moved to approve the February 20 and May 14, 2024 meeting minutes.
Jeffrey Powell seconded the motion. All agreed. Motion carried

I11. Board of Governors Policies

A. Policy 35 - Gift Acceptance, Policy 41 - Institutional Employment and Family
Relationships, and Policy 51 Employment Innovation and Flexible Work Schedules - Board
Approval for Changes
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IV.

VL.

VIL

Committee Meeting Minutes Continued
Juanita Nickerson moved to send the Committee’s recommendation to approve Policy #31,
Policy #45, and Policy #51 to the Full Board. Jeffrey Powell seconded the motion. All
agreed. Motion carried.

Policy #59 - Furloughs and Reduction in Workforce - Board Approval for a 30-day
Comment Period

Jeffrey Powell moved to send the Committee’s recommendation for approval to post Policy
#59 for 30-day comment to the Full Board for consideration. Juanita Nickerson seconded
the motion. All agreed. Motion carried.

Institutional Policies

A.

Volunteer Policy

George Perich presented and review the Volunteer Policy (Attachment A).

Board Self-Evaluation

George Perich presented the Board Self-Evaluation.

Human Resources Update

A.

Project List
George Perich requested that his presentation of HR projects be tabled until the next
Committee meeting due to lack of printer access to print supplemental documents to share

with the committee.

George Perich gave updated employee turnover rate.

Adjournment

There being no further business, Juanita Nickerson moved to adjourn. Jeffrey Powell seconded
the motion. All agreed. Motion carried.

Respectfully submitted by Skye Feather

Mission Statement: To provide accessible, responsive, comprehensive education that works
Vision: Empowering individuals to transform their lives through education
Tagline: Education that works!
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PIERPONT]

| Attachment A
COMMUNITY & TECHNICAL COLLEGE [JEISY

Volunteers

Effective.: September 2024 DRAF T

PURPOSE:

It is the policy of Pierpont Community & Technical College (“PCTC” or “College™) to provide
opportunities for individuals to volunteer their services in support of college operations and programs.
This policy complies with PCTC directives and expectations and sets forth the process for utilizing
volunteer services.

DEFINITIONS:

Community Service — Unpaid work that an offender is required to do instead of going to prison or
paying a fine for a violation of law. Provisions are not in place at PCTC to accept community service
workers.

Volunteer — Volunteer means a person who performs or offers to perform a service for an educational,
charitable, religious, fraternal, public or similar non-profit agency or organization, including public
agencies, without compensation, provided that such services are not the same type of services which the
individual is employed to perform for the agency or organization. (W. Va. Code §42-8-3.36)

POLICY

PCTC may use volunteers to carry out programs and services offered by the college to otherwise
accomplish specific tasks and to extend resources.

Depending upon the nature of the employment services provided by a volunteer, a volunteer may become
an agent of the college. Therefore, when accepting assignments, it is important that volunteers understand
that they have the general obligation to abide by college work rules, regulations, policies and practices.

Volunteers must abide by the rules and regulations of the College, the West Virginia Higher Education
Policy Commission (WVHEPC), and the State of West Virginia.

[f the volunteer is a current college employee, the volunteer activity must be provided freely without
pressure from the college and cannot be the same type of work activity for which the college employs the
individual. Local board members and individuals serving on committees or task forces or other advisory
panels, and academic-related committees are not considered volunteers for the purposes of this policy.

Supervisors and participating volunteers must adhere to and abide by all established applicable policies
and procedures.

SELECTION OF VOLUNTEERS
Qualifications and suitability should be considered before offering an opportunity to a volunteer.

The minimum age for volunteers is generally 18 years.

1 of2
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e Volunteers under the age of 18 years must have written consent of a parent or guardian
before volunteering. The volunteer duties assigned to a minor must comply with all
appropriate laws and regulations on child labor.

e [favolunteer is a family member of a college employee, the volunteer cannot be placed
under the direct supervision of that family member. Placement in an area under the
purview of a family member is prohibited in accordance with the Board of Governors
Policy #41, Institutional Employment and Family Relationships.

DUTIES and SUPERVISION of VOLUNTEERS

Volunteers must complete a “Volunteer Agreement” that outlines the terms and conditions of the
volunteer assignment.

Certain job skills and abilities may be gained from volunteering; however, these newly acquired skills do
not translate to an obligation by our college to provide future employment.

Volunteers are expressly prohibited from receiving compensation and benefits.

BACKGROUND INVESTIGATION

Volunteers at PCTC shall undergo a background investigation pursuant to college policy.
LIABILITY COVERAGE of VOLUNTEERS

PCTC liability coverage provides protection for negligent acts or claims of negligent acts for any
employee or representative of the college, as long as the individuals were acting in an official capacity

and within the scope of their duties.

All medical concerns, including healthcare insurance, are the responsibility of the volunteer even if the
injury occurs during the volunteered hours.

Workers’ Compensation Insurance does not provide medical coverage for volunteers even if the injury
occurs during the volunteered hours.

PCTC or WVHEPC legal counsel does not provide legal services if criminal charges are lodged against
an employee or volunteer.

NON-DISCRIMINATION

It is the policy of Pierpont Community & Technical College to provide equal employment and
educational opportunities for all persons without regard to race, color, gender, gender identity or
expression, sexual orientation, religion, military service and/or veteran status, national origin, political

affiliation, age or disability, or any other basis prohibited by state law relating to discrimination in
employment.

20f2

Page 4 of 6



Pierpont Community & Technical College
Volunteer Agreement

Volunteers may be utilized from time to time to assist Pierpont Community & Technical College
(“Pierpont”) with a variety of activities and projects. This agreement is to verify that the individual
whose signature appears below clearly understands that his/her services are being donated to Pierpont.

Volunteer services are usually donated for a specific program and/or period of time and may be
terminated by the volunteer or Pierpont at any time. Volunteers are not employees of Pierpont and are
not eligible for pay, insurance, retirement, workers compensation, or any other employee benefits in
exchange for their services or work.

Volunteers agree to indemnify and hold harmless Pierpont from any and all claims of action that may
arise out of performance of assigned duties.

Volunteers understand that they may come in contact with information that is protected by federal law.
Volunteers understand and agree that such information will not be inappropriately used or disclosed
whether during or after their volunteer services.

By signing this agreement, the volunteer acknowledges full awareness that no benefits, pay, or
preference for employment will be received in return for the donated services. The volunteer chooses to
donate his/her services to Pierpont and agrees to all terms of this agreement.

Volunteer Activities (To be completed by the Supervisor): (Provide a brief description of activities
including anticipated time frame):

| am aware of the terms and conditions of this agreement and am signing this agreement of my own free
will. Further, by signing this agreement | attest to the fact that | am eighteen years of age or older and
am able to perform the above-described volunteer services with or without reasonable accommodation.

Volunteer Name (print) Signature Date

Manager/Supervisor Name Signature Date
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RCC Volunteer Data Information Sheet

Name:

Last First Middle

Address:

City, State, Zip:

Telephone Number:

Email Address:

Emergency Contact:

Relationship: Phone Number:

As a condition of volunteering, | give permission for Pierpont Community & Technical College to conduct
a background check on me, which may include a review of sex offender registries, child abuse, and
criminal activity records. | understand that, if appointed, my position is conditional upon Pierpont
receiving no inappropriate information on my background. | hereby release and agree to hold harmless
from liability Pierpont, the employees and volunteers thereof, or any person or organization that may
provide such information.

| certify that all of the statements made on this document and any attached documents are true,
complete, and correct to the best of my knowledge and belief and are made in good faith.

Volunteer Signature:

Name & Title of Pierpont Supervisor:

(Please print)

Approval of Dean/Vice President:

Signature Date
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PIERPONT COMMUNITY & TECHNICAL COLLEGE
Board of Governors Policies and Procedures
PP-2059

Short Title: Layoffs and Reduction in Workforce

Reference: W. Va. Code § 18B-7-3 and 135 C.S.R. 9, Academic Freedom, Professional
Responsibility, Promotion, and Tenure

Effective Date: April 28, 2015

Amended: September 17, 2024

Repealed:

Reviewed:

SECTION 1. PURPOSE

1.1

The purpose of this policy is to establish uniform procedures that will provide a
means to address employee layoffs and reductions-in-force within the ranks of
regular full-time employees at Pierpont Community & Technical College (Pierpont)
in response business necessity.

SECTION 2. SCOPE AND APPLICABILITY

2.1

2.2

This policy shall apply to all regular full-time (.53 FTE and above) employees and
positions, to include faculty, classified, non-classified, and faculty
equivalent/academic professional (FEAP) employees.

Employees at less than .53 FTE, i.e., part-time regular (“1039") or temporary, casual,
or project employees are not included in this policy;

SECTION 3. DEFINITIONS

3.1

3.2

Full-Time Regular (FTR) Employee: Any employee in a classified permanent
position created to last a minimum of nine months of a 12-month period and in
which period such employee is expected to work no less than 1,040 hours. The full-
time equivalent (FTE) of such a position must be reported at no less than .53 FTE.
Personnel who fail to meet the work threshold for designation as full-time shall hold
no seniority.

Full-Time Faculty: Employment as a faculty member for a full academic year (at
least a nine-month contract basis) for at least six (6) semester credit hours teaching
per semester or the equivalent in teaching, research, public service, and/or
administrative responsibilities. Faculty are not considered classified employees or
subject to the classification program.
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3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

3.11

Non-Classified Employee: An employee, designated by the President, who is
responsible for policy formation at the department or institutional level or reports
directly to the President of the institution. Non-classified employees are not subject
to the classification program but are eligible for benefits.

Part-Time Regular (PTR) Employee: An employee in a position created to last less
than 1,040 hours during a 12-month period. An employee in a PTR position is not
eligible for benefits, but is covered under the classification program.

Temporary Employee: An employee hired into a position expected to last fewer
than nine months of a 12-month period regardless of hours worked per week. A
temporary employee is not eligible for benefits, but is covered by the classification
program.

Casual Employee: Position created to meet specific operational needs at
Pierpont for no more than 225 hours in a 12-month period. Individuals in a casual
employee position are not eligible for benefits and are not covered by the
classification program.

Layoff: A reduction in the number of employees resulting in involuntary separation
from employment or reduction in work schedule due to business necessity.
Employees who are laid off may be subject to recall.

Reduction-in-Force (RIF): The termination of employees and/or positions due to
business necessity without the expectation of recall. Reduction-in-force for
classified employees shall be in accordance with W. Va. Code § 18B-7-3.

Seniority The total number of months or years an employee is employed with
Pierpont.

3.9.1 For regular employees, this excludes adjunct teaching experience and
part-time temporary and/or casual work experience. Temporary and
casual employees do not earn or carry seniority.

3.9.2 Forregular faculty employees, seniority may apply in some circumstances,
as detailed in Section 5 following.

3.9.3 For non-classified and FEAP employees: seniority generally is not a
mitigating factor or consideration.

Full-Time Equivalency (FTE): The percentage of time for which a position is
established with a full-time position working 1,950 hours per year being 1.00 FTE.

Business Necessity: The reason or cause for any of a variety of personnel actions
based upon the condition of the College, in whole or in part, or specific program
components that may include, but are not limited to, lack of funds or work;
abolishment of positions; materials changes in mission, duties, or organization; loss
of budgeted, allocated, or available positions; reinstatement of eligible
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3.12

3.13

3.14

employees returning from military duty or temporary total disability; reinstatement
of an employee in compliance with a legal order; and for recall of employees
previously laid off.

Credentials: The employee’s current academic degree(s), such degree(s)
application to the program in which the employee is employed, and employee
evaluations.

Longevity: The total number of years an employee is employed at a State
institution of higher education as that termis defined in W. Va. Code § 18B-1-2 and
other agencies of State government in West Virginia.

Recall: The reemployment from a recall list of former full-time employees
separated due to layoff.

SECTION 4. GENERAL PROVISIONS

4.1

4.2

4.3

4.4

It is the policy of the Board of Governors to undertake reductions in the workforce
through either layoff or reduction-in-force in a consistent and fair manner. The
primary consideration in any decision to eliminate positions and/or reassign
affected personnel will be in the interest of the preservation of the quality and
effectiveness of the College’s programs. Consequently, those personnel who are
deemed to have the most relevant credentials in accordance to a specific
program being reduced, reorganized, or eliminated will be retained in preference
to other personnel.

After the Board of Governors, in consultation with the President, determines that a
business necessity exists and that such business necessity requires either a
reduction-in-force or a layoff of College personnel, the President shall develop
and implement a plan appropriate to the determined personnel action, which
shall be applied to all regular employees equitably and in a manner appropriate
to their FTE's and employment type as described above in Section 3. Such a plan
must be approved by the Board of Governors in a meeting conducted in
accordance with the Open Governmental Proceedings Act.

Teaching faculty mayl be provided work-release with a corresponding reduction
in salary as the method of layoff.

Seniority or longevity are generally not a consideration in a reduction-in-force.

SECTION 5. REDUCTION-IN-FORCE OR LAYOFF — FACULTY

5.1

Following the decision that a business necessity exists, the President shall undertake
reviews of program, curricula, administrative, and service requirements to what is
in the best interest of the institution. The President may recommend to the Board
of Governors the elimination or reduction of programs/curricula deemed
appropriate, given financial and enrollment considerations, or what may be in the
best interest of the College in general. The primary consideration in any resulting
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5.2

5.3

decision to eliminate positions and to reassign or reduce the number of affected
faculty positions and personnel will be the preservation of the quality and
effectiveness of the College’s programs and overall mission.

Elimination of Faculty Positions: The President shall make recommendations to the
Board of Governors concerning the elimination of any faculty position on the basis
of need within each discipline, as determined by the President after consultation
with the Chief Academic Officer, the deans, and the department chairs.

5.2.1 Elimination of Positions with Equal Rank in Same Discipline / Department: In
the event all other factors are considered to be equal and a choice must
be made concerning the elimination of the position of more than one
faculty member holding the same rank and teaching the same discipline,
the College will retain the faculty member with the greater seniority. In the
event of a conflict in seniority, the College will retain the faculty member
with the more relevant credentials.

5.2.2 Order of Elimination of Faculty Positions: Non-tenured faculty members
within the discipline to be reduced may be terminated prior to the
termination of the employment of tenured faculty members. Employment
terminations of faculty members will generally follow the order specified
below unless there is an identified need to retain faculty members who are
deemed to be of key importance to a particular program:

Non-Tenured:

Adjunct Faculty

Lecturer and Temporary Faculty
Instructor

Assistant Professor

Associate Professor

Associate Professor, Senior
Professor

Professor, Senior

ONO~OThOWN —

Tenured

Assistant Professor
Associate Professor
Associate Professor, Senior
Professor

Professor, Senior

ahhowON—

President’s Recommendation: In addition to recommendations made in response
fo a business necessity, the President may recommend the termination of the
employment of faculty members to the Board of Governors at any time for reason
of lack of funds, lack of work, reduction in enrollment, or abolition of position.
Recommendations of the President to the Board of Governors relative to the
terminatfion of the employment of faculty members shall not be made until
affected faculty members have been afforded a hearing as provided herein.
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Nothing in this policy shall be interpreted as restricting the right of the College to
terminate the employment of any faculty member for reasons related to
performance or conduct in accordance with College policy.

5.3.1 Notice and Hearing for Tenured Faculty Members: The President shall
provide written notice to any full-time tenured faculty member of the intent
to recommend termination of employment based upon a reduction-in-
force. The notice shall contain a descriptfion of the reasons for the intfended
recommendation. The President must make every effort to give as much
notice as is practical in light of the business necessity to each affected
faculty member in advance of the effective date of the termination. Upon
receipt of such noftice, the affected faculty member may request a hearing
to be conducted by the President or his or her designee. A request for
hearing must be made within five working days of a notice of
recommended termination. Among the issues the President or designee
may consider_are:

5.3.1.aActions that may be perceived to violate the principles of academic
freedom or the laws prohibiting discrimination on the basis of race,
ethnicity, color, marital status, gender, sex, sexual orientation,
gender identity, gender expression/association, national origin, age,
religion, creed, genetic information, disability, or veteran’s status in
the dismissal of a faculty member.

5.3.1.b Adherence to relevant institutional policies, i.e., financial exigency,
program review, program reduction or elimination, etc.

5.3.1.c Material deviations from procedural requirements, if any, by the
institution or by the faculty member.

5.3.1.dThe burden of proof in termination proceedings rests with the faculty
member. The decision that a business necessity exists rests solely with
the President and the Board and is not subject to contest by any
faculty member.

5.3.1.eThe hearing may be recorded at the request of either party and a
transcript of such recording shall be provided to both parties.

5.3.1.f Following the hearing, the President or designee shall prepare a
written decision upon any matters raised by the appealing faculty
member. The decision shall contain a description of the concerns
raised by the faculty member and a response to each thereto. The
College shall provide a copy of the decision to the affected
employee and to Human Resources. These actions will all be
completed within 10 working days of the appeal hearing unless an
extension is mutually agreed upon by the faculty member and the
President or his or her designee.
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5.3.1.gUse of the appeal procedure does not delay the effective date of
employment termination of the faculty member.

5.3.1.h Use of this appeal procedure does not replace or supersede any
affected faculty member’s right to file a grievance with the West
Virginia Public Employees Grievance Board in accordance with W.
Va. Code § 6C-2-1, et seq. related to the reduction-in-force.

5.3.2 Non-Tenured Faculty Members: In many instances, a reduction-in-force of
faculty members under fixed-term appointments will be accomplished by
non-reappointment rather than by a layoff during the term of employment.
Non-renewal under these circumstances does not entitle a faculty member
to notice and hearing under the terms of this policy. However, in the event
a faculty member serving under a fixed-term appointment s
recommended for reduction-in-force prior to the expiration of the current
term of employment because of a business necessity, that faculty member
is entitled to use the appeal procedure described in Section 5.3.1. The
College must make every effort to give as much notice as is practical in
light of the business necessity to each affected faculty member in advance
of the effective date of the termination. The affected faculty member shall
be provided with a copy of the instructions and form for filing a grievance
with the West Virginia Public Employees GrievanceBoard.

5.3.3 Action by the Board of Governors: Upon receipt of a recommendation by
the President, the Board of Governors may approve the termination of
employment of a faculty member. No separate hearing shall be afforded
to affected faculty members by the Board of Governors. The affected
faculty member shall be provided with written notice of the action taken
by the Board of Governors and shall also be provided with a copy of the
instructions and form for filing an appeal with the West Virginia Public
Employees Grievance Board.

5.3.4 Transfers / Refusals to Transfer: In some cases, the President may decide to
abolish or combine certain programs or curricula, or to close certain
physical campuses or locations, whether for purposes of business necessity,
a reorganization, or a reallocation of resources. In such case, a faculty
member may be reassigned to a new program, school, or physical
location. If a faculty member refuses the reassignment to a program,
school, or physical location, the President may then terminate that faculty
member’'s employment and, if the position is deemed vital to a particular
program or campus, the College will post it as a vacancy.

5.3.5 New Faculty Positions: New positions will not be created while a business
necessity is in effect unless a serious disruption in the functioning of the
College or aloss of grant funds or other program revenue would otherwise
result, as determined within the sole discretion of the President. New
academic programs or faculty positions may be created only when it can
be demonstrated that these programs or positions will help the College
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extricate itself from the business necessity and/or program and curriculum
performance. Priority for filling these positions will be given to existing,
qualified faculty or to faculty who have already been terminated or laid off
due to business necessity.

5.3.6 Reemployment Following Reduction-in-Force or Layoff: Notwithstanding
any other recall rights contained in this policy, in the case of the reduction-
in-force or layoff of a tenured faculty member occupying a permanent
faculty position, the position concerned may not be filled by replacement
within a period of two years from the effective date of the termination of
employment, unless the faculty member has been offered a return to
employment in that position and has not accepted the offer within 10
calendar days after the offer is extended. The College shall recall such
faculty to the position from which the faculty member was terminated in
reverse order from the order in which the reduction in force occurred. The
College shall create and maintain a recall list of all faculty reduced in force
due to Financial Exigency, and such faculty shall remain on the recall list for
the length of his or her service with the College on the date of the reduction
in force or for two years, whichever period is shorter. If a faculty member
does not accept the College’s offer of recall within 30 calendar days after
the College extends the offer, then the faculty member may be removed
from the recall list.

5.3.7 Termination of Exigency: The conclusion of a business necessity does not
mean that employment terminations that were made during that period
are automatically withdrawn, revoked, or otherwise invalid. Faculty may
be recalled only in accordance with this policy.

5.3.8 Process for Reemployment of Affected Personnel: The College shall follow
the process outlined herein for determining recall and reassignment of
affected faculty members following termination of the business necessity:

5.3.8.aWhen filling academic positions, the highest ranking qualified tenured
faculty member whose employment has been terminated as part of the
business necessity reduction-in-force shall be offered the position.

5.3.8.blf the faculty member declines or refuses such offer, the College shall offer
the position to other similarly affected faculty members in rank order.

5.3.8.cAny refusal of an offer of reemployment by a faculty member shall
extinguish any further rights to recall. However, a refusal to accept a
position shall not preclude a faculty member from making an application
for other posted position openings.

5.3.8.dThe Office of Human Resources shall noftify faculty members whose
employment has been terminated of position openings in accordance with
the terms of this policy. The notice shall be sent by certified mail, return
receipt requested, to the last known address of the employee. It is the
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responsibility of the employee on the recall list to notify the Office of Human
Resources of any change in address in order to retain recall status. The
Pierpont email system may be substituted for the certified mail requirement
if the faculty member has provided a viable personal email address to
Human Resources in writing prior to the recall. The recalled employee shall
have 10 calendar days from the date of the notice to notify Human
Resources that they accept the recall assignment. Failure to notify Human
Resources within the 10 day period will forfeit any future right to
employment with Pierpont.

5.3.9 Assumption of Responsibilities: A terminated faculty member’s duties will,
under no circumstances, be assumed by adjunct faculty. The College may
make it a priority to rehire faculty members who have been reduced-in-
force or laid off due to business necessity info adjunct positions before
posting such adjunct positions externally. Additionally, as soon as a full-time
faculty position becomes available or an eliminated program has been
reestablished, affected faculty members shall be offered full-time
reemployment under the guidelines of this policy.

5.3.10 Rights of Returning Faculty Members: A tenured faculty member who has
been reduced-in-force or laid off under the terms of this policy will resume
tenure, if applicable, and the rank held at the time of the employment
termination, be paid a salary commensurate with the rank and length of
previous service, be credited with any sick leave accrued as of the date of
employment termination, and be credited with any annual leave accrued
as of the date of the employment termination for which payment has not
been made. Additionally, the recalled faculty member will not lose earned
credit for years of service in relation to annual increment pay or faculty
promotions.

SECTION 6. REDUCTION-IN-FORCE OR LAYOFF — CLASSIFIED STAFF

6.1

6.2

When due to business necessity it becomes necessary implement a reduction-in-
force or layoff of classified staff, the College shall develop a plan prior to the
implementation of such RIF or layoff, including the separation, involuntary
reduction in work schedule, or demotion without prejudice of any employee,
which shall include a statement of the circumstances requiring the RIF or layoff;
the organizational unit(s) in which the proposed action will take place; and a list
of employees in each class affected by the action in order of retention. The plan
shall be available, upon request in writing, to any employee or adversely affected
former employee.

Basis for Elimination of Classified Staff Positions: The continuation of services and
programs with appropriately trained and qualified personnel shall be afforded
primary consideration in all decisions related to elimination of positions and the
reassignment of affected classified personnel. The order of separation in which
employees shall be reduced-in-force or laid off shall be applied in the following
manner and order:
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6.3

6.4

6.5

6.2.1 Employees without regular status in the same class or classes identified for
RIF or layoff in the following order: contract, temporary, exempt part-time
professional, provisional, and probationary; Provided, that an employee in
the organizational unit(s) to which the RIF or layoff will apply may volunteer
to be separated through layoff in place of a probationary or permanent
employee with less seniority.

Calculation of Seniority: Seniority accumulation for regular full-time employment
begins on the date the employee enters regular full-time employment and
continues until such regular full-time employment with the College is severed. Full-
time service will be prorated by FTE. Part-time or temporary service performed
prior fo becoming a full-time regular employee will not be counted in the seniority
calculation. Only full-time, benefit eligible service will be counted. Longevity shall
be applied to adjust the total months of service. Employees shall accrue seniority
while on paid sick leave or annual leave, while receiving temporary total disability
benefits under the workers’ compensation system, while on approved military
leave, or on any authorized paid leave. Employees shall not accrue seniority
during periods of disciplinary suspension without pay, leave without pay, or
unauthorized absences. Any loss of seniority occasioned by disciplinary
suspension or unauthorized absences shall result in an adjustment to an
employee’s total months of service for seniority purposes.

6.3.1 Anemployee who voluntarily terminates service through resignation or who
is terminated for cause shall permanently lose all accumulated seniority.
An employee who is subject to a layoff or reduction-in-force shall, upon
reemployment, receive credit for previously accumulated seniority, but
shall not accumulate seniority during the period of absence prior to
reemployment.

6.3.2 If two or more employees accumulate identical seniority and longevity, the
priority shall be determined by comparing the last four digits of each
employee’s Social Security Number, considered as a total number. The
lower numbers shall determine the priority ranking as to which employee
shall be terminated.

Correction of Erroneous Total Months of Seniority: It is the responsibility of all
classified personnel to bring to the attention of the Human Resources Office any
perceived erroneous calculation in their total months of service and adjustments
thereto. Human Resources will verify an employee’s seniority calculation and will
correct it if it confirms the error.

President’s Authority and/or Recommendation: The President may eliminate
classified positions without prior recommendation to the Board of Governors for
reasons other than business necessity. These reasons may include, but are not
limited to, lack of funds, expirations of special grants or revenue streams, lack of
work, material changes in duties, or changes in organization. In the event of a
decision that a business necessity exists, the President shall eliminate filled or
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6.6

6.7

6.8

vacant part-time (1039), casual, project, temporary, and non-critical positions
prior to recommending the elimination of positions held by regular full-time
classified personnel.

Affected Personnel: Personnel who are serving in positions that have been
designated for elimination shall be considered for reassignment based upon their
seniority, classification, and any relevant specific qualifications or fraining they
may possess. Once positions have been designated for elimination, the affected
employees must update theirrecord of credentials and specific qualifications and
training within 10 working days with the Office of Human Resources.

Consideration of FTE Status: FTE status shall be considered in evaluating the
suitability of positions for reassignment. Notwithstanding the fact that employees
with FTEs between .53 and 1.0 are considered full-time, vacancies and other
potential positions for an employee’s reassignment must not vary more than .20 of
the affected employee’s FTE status to be considered suitable. However, if there
are no suitable vacancies or other available suitable positions held by employees
with less seniority, an employee may be reassigned to a position that would
otherwise be considered non-suitable for reason of FTE disparity.

Process for Reassignment of Affected Personnel: The following process shall be
observed for determination of reassignment of affected personnel. In all cases,
employees whose jobs have been identified for abolishment must meet the stated
qualifications for and be able to perform the duties of the position into which they
would be slated on the basis of seniority to move. Human Resources shall make
such determinations.

6.8.1 Priority One: Qualified affected employees will be transferred to current
vacant positions, without regard to seniority, in order to avoid a layoff. The
College will attempt to transfer affected employees to vacancies in the
same classification. If a vacancy does not exist in the same classification,
the College will attempt to transfer employees to vacant positions for which
they are qualified in lower classifications.

6.8.2 Priority Two: In the event that the College cannot avoid a layoff through
application of Priority One, the College will transfer qualified affected
employees to other positions within the same classification, displacing the
least senior employees in that classification.

6.8.3 Priority Three: After exhaustion of available positions in the same
classification, the College will transfer qualified affected employees to
other positions in a lower classification, displacing the least senior
employees in that classification.

6.8.4 Priority Four: Transfer to a part-time vacancy within the same classification,
if any are available.

6.8.5 Priority Five: Transfer to a position held by a part-time employee within the
same classification, if any are available.
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6.9

6.10

6.8.6 Priority Six: Transfer to a position held by a part-time employee in a lower
classification, if any are available.

Application of Seniority in Reassignment Determinations: If the employee in a
position that has been identified for elimination has more seniority than other
employee(s) within the employee’s classification, the employee shall displace the
least senior employee within the classification who is in a position for which the
more senior employee qualifies, so long as the displaced employee has the same
qualifications and can perform the same work for the position held by the less
senior employee(s) within that classification. In the event a position held by less
senior employees requires specific qualifications or training necessary to provide
the services identified by the President as critical fo the mission, operations, and
needs of students or the institution as a whole, the positions will only be available
to a more senior employee if the more senior employee has such specific
quadlifications and is able to perform such duties. If an employee refuses
reassignment to a position in an equivalent classification, the employee forfeits all
rights of recall.

6.9.1 If there are no positions within the displaced employee’s classification, the
College will consider positions in lower classification (in descending rank
order of pay grade) as potential assignments in the same manner as
described in the foregoing sections; Provided, that an employee may elect
not to accept reassignment to a lower classification and to be placed on
the recall list instead.

6.9.2 Employees who have been displaced by a more senior employee whose
position has been eliminated shall have the same rights to reassignment as
described in the foregoing sections.

6.9.3 If more than one position in a particular classification is eliminated, the
College will consider reassignments in order beginning with the most senior
affected employee.

Preferred Recall List: All employees who lack sufficient seniority to retain
employment in a layoff or reduction-in force or who have been displaced as a
result of the elimination of their positions and who elect to refuse reassignments to
lower classifications shall be placed on a preferred recall list. Employees on the
preferred recall list shall be recalled to any position opening by the institution within
the classification in which the employee had previously been employed or to any
position in a lower classification for which the employee is qualified on the basis of
seniority and ability to perform the required duties of the job.

6.10.1 An employee on the preferred recall list shall not forfeit the right to recall if
compelling reasons, as determined by the President, require the employee
to refuse an offer of reemployment. The President and Human Resources,
in consultation, will review an employee’s stated compelling reasons and
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decide on their merits whether the employee should or should not forfeit
the right to recall.

6.10.2 The Office of Human Resources shall notify all employees on the preferred
recall list of all position openings that exist from time to time. The notice shall
be sent by certified mail, return receipt requested, to the last known
address of the employee. It is the responsibility of the employee on the
recall list to notify the Office of Human Resources of any change in address
in order to retain recall status and to be contacted. The Pierpont email
system may be substituted for the certified mail requirement if the faculty
member has provided a viable personal email address to Human
Resources in writing prior to the recall. The recalled employee shall have
10 calendar days from the date of the notice to notify Human Resources
that they accept the recall assignment. Failure to notify Human Resources
within the 10-day period will forfeit any future right to recall.

6.10.3 An employee’s listing shallremain active for a period of one year. However,
employees may request in writing that their listing be renewed for one
additional year. An employee who fails to renew listing on the recall list
prior to the anniversary date of placement on the list or last renewal shall
be removed from the list.

6.10.4 No position openings shall be filled by the institution, whether temporary or
permanent, until all employees on the preferred recall list who are qualified
to perform the available work have been properly noftified of existing
vacancies and have been given an opportunity to accept reemployment.

SECTION 7. REDUCTION-IN-FORCE OR LAYOFF — NON-CLASSIFIED AND FEAP STAFF

7.1

Seniority of employees in non-classified or FEAP positions is neither a factor nor a
consideration in determining layoff or reduction-in-force of such positions.
However, following the decision that a business necessity exists, the President shall
undertake reviews of program, administrative, and service requirements to
determine what is in the best interest of the institution. The President may
recommend to the Board of Governors the elimination or reduction of programs
or services deemed appropriate given financial, enrollment, and other pertinent
considerations, or is in the best interest of the College in general. The primary
consideration in any resulting decision to eliminate positions or to reassign or
reduce the number affected non-classified or FEAP positions and personnel will be
the preservation of the quality and effectiveness of the College’s programs and
overall mission. Consequently, those employees who are deemed to be of key
importance to a specific program or service may be retained in preference to
other staff members, whatever their status or seniority.

SECTION 8. RESPONSIBILITIES AND PROCEDURES
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8.1 The President and the Chief Academic Officer shall have primary responsibility for
making recommendations to the Board of Governors regarding elimination of
faculty positions.

8.2 The Office of Human Resources shall have primary responsibility for the
implementation of the provisions of this policy.
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