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SECTION 1 - LCCC BOARD OF TRUSTEES

Bylaws Lehigh Carbon Community College Board of Trustees
Revised: June 4, 2020 (Resolution 55.51)

Article |

Article Il

Article Il

Definitions

When used herein, the following words and phrases shall have the meanings, respectively, ascribed to them:
1. Board of Trustees shall mean the collective group of Trustees.

2. "College" shall mean LEHIGH CARBON COMMUNITY COLLEGE.

3. "Local Sponsor" shall mean the collective body of school districts which participate in the operation of
the College.

4. "Member District" shall mean an individual school district included in the Local Sponsor.
"Joint Board" shall mean all members of the school boards of all Member Districts.

6. "Trustees" shall mean the persons duly elected in accordance with the Rules, Regulations and
Procedures for Lehigh Carbon Community College (the "Rules, Regulations and Procedures:") to serve
on the Board of Trustees of the College.

Authorization

The authorization for the establishment of the Board of Trustees together with the powers and duties imposed
upon it are set forth under the "Community College Act of 1963," as amended (now found in the Public School
Code of 1949, Article XIX, 24 P.S. 19-1901-A, et seq.) (the “Act”). In addition, powers and duties are delegated
to the Board of Trustees under the "Operating Agreement between the Sponsor School Districts and the
College," dated April 1, 1967, as amended, (the “Operating Agreement”) in accordance with the Act. Further,
the Rules, Regulations, and Procedures as amended, promulgated in accordance with the Operating
Agreement setting forth how the Board of Trustees shall conduct the business affairs of the College, were
initially approved by the Joint Board and Board of Trustees (Resolution 7.69 - 5/12/72). In addition, the Board
of Trustees shall conduct the affairs of the College in compliance with the regulations of the State Board
of Education.

Board of Trustees Membership

Vacancies in membership on the Board of Trustees, whether by resignation, death, replacement, or expiration
of term, shall be filled by the Local Sponsor pursuant to the Rules, Regulations and Procedures.

The Board of Trustees, acting through the Chair of the Curriculum, Personnel and Government Relations
Committee (successor to the Community and Government Relations Committee which was successor to the
Community and Sponsor Relations Committee), shall assume the responsibility for assuring that members of
the Board of Trustees discharge their responsibilities as a Trustee in accordance with the Rules, Regulations,
and Procedures and the Operating Agreement and in accordance with the Act.
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Article IV

Article V

Article VI

Officers

Section 1 The Officers of the Board of Trustees shall consist of a Chair, Vice-Chair, Secretary, Assistant
Secretary, Treasurer, and Assistant Treasurer, and such other officers as the Board of Trustees may from time
to time elect. All officers shall be a member of the Board of Trustees except the Assistant Secretary and
Assistant Treasurer who may be College employees.

Section 2 The Chair shall preside at all meetings and functions of the Board of Trustees and shall have the
duties normally conferred by parliamentary usage on such officer.

Section 3  The Vice-Chair shall act for the Chair in his/her absence.

Section 4  The Secretary shall keep or supervise the keeping of the minutes and records of the Board of
Trustees, and with the assistance of such staff as is available, attend to correspondence of the Board of
Trustees, and such other duties as required.

Section 5 The Assistant Secretary shall assist the Secretary as required.

Section 6 The Treasurer shall monitor the College’s finances and oversee the Assistant Treasurer as
required and shall be provided with a proper bond in such amount and with corporate surety as approved by
the Board of Trustees from time to time.

Section 7  The Assistant Treasurer shall be responsible for the College's finances, including the review of
cash receipts, cash disbursements and investments, and give monthly financial reports to the Board of
Trustees. The Assistant Treasurer shall be provided with a proper bond in such amount and with such
corporate surety as is approved by the Board of Trustees, which shall be filed with the Board of Trustees. The
account of the Assistant Treasurer shall be audited annually by an independent certified public accountant
selected by the Board of Trustees.

Election of Officers

Section 1 An annual organizational meeting to elect officers for the coming fiscal year shall be held at the
regular meeting held during the month of June or if postponed or cancelled for any reason, at the next meeting,
regular or special, held after the date of the postponed or cancelled meeting.

Section 2 The Chair shall appoint a five (5) person Nominating Committee at the regular May meeting, or if
postponed or cancelled for any reason, at the next meeting, regular or special. The Nominating Committee
shall present a slate of officers for the Board of Trustees at the annual organizational meeting. The Nominating
Committee shall confer prior to the organizational meeting to select the slate of officers by an affirmative vote
of a majority of those Trustees on the Nominating Committee.

Section 3  Election of the officers specified in Article IV of these Bylaws shall occur at the annual
organizational meeting. Immediately prior to said election additional nominations may be made from the floor.

Section 4  The nominee for each office receiving a majority vote of the entire membership of the Board of
Trustees shall be declared elected, shall assume office effective July 1, and shall serve until the following July
1 or until a successor shall be duly elected to take office.

Section 5  Any vacancy in office occurring during the fiscal year shall be filled at the next regular monthly
meeting after such vacancy occurs. If possible, the Chair shall appoint a Nominating Committee to present a
candidate. Additional nominations may be made from the floor immediately prior to the election.

Section 6  Terms of office for the Chair and Vice-Chair shall be limited to two consecutive one-year terms.
Terms of office for the Secretary and Treasurer shall be limited to four consecutive one-year terms. These
limitations shall not apply to the terms of office of Assistant Treasurer and Assistant Secretary nor shall they
preclude a Trustee from holding the same office after an absence of one year or more.

Meetings

Section 1 Regular meetings of the Board of Trustees will be held on the first Thursday of each month at a
facility of the College. In the event of conflict with holidays or other events, any regular meeting date may be
changed by a majority vote of those present at any regular or special meeting. In the event of inclement
weather, or for some other prudent reason as determined by the Chair, the Chair may cancel or postpone and
reschedule any meeting.

Section 2 Special meetings may be called by the Chair and will be held at a facility of the College.
The Secretary shall notify all members of the Board of Trustees in writing not less than twenty-four hours in
advance of such special meeting and the purposes for which it has been called. Board of Trustees action at
the special meeting shall be limited to those items set forth in the notice.
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Article VI

Article Vil

Article IX

Article X

Section 3 A quorum shall be a majority of the members of the Board of Trustees. Board of Trustees action
shall occur only if a quorum is present, and except, as set forth in Article V, Section 4, shall be based upon a
motion receiving a majority vote of the Trustees present. Voting shall ordinarily be by voice vote, or as directed
by the Chair, by written ballot. Any member may request a roll call vote on any vote before the Board of Trustees,
and the Secretary or Assistant Secretary shall in this event record such vote as part of the minutes. A Trustee
shall be deemed present at any meeting if connected through the use of an Authorized Telecommunications
Device so that the Trustee and all other Trustees in attendance can speak to and hear each other. If a meeting
is held solely through the use of an Authorized Telecommunications Device as permitted due to a proclamation
issued by the Governor and allowable by law, then a quorum shall be a majority of the members of the Board of
Trustees present through the use of the Authorized Telecommunications Device.

Section 4  For purposes of this Article VI, “Authorized Telecommunication Device" shall mean any
telecommunications device which permits, at a minimum, audio communication between and among individuals
so that the Trustees present at a meeting of the Board of Trustees can speak to and hear each other.

Section 5 It shall be the duty of the Chair to call a special meeting when requested to do so by a majority of
members of the Board of Trustees. The request must be in writing, setting forth the reason for the special meeting
and be signed by a majority of the members of the Board of Trustees. The Secretary shall notify all members of the
Board of Trustees in writing not less than twenty-four hours in advance of such special meeting and the purposes
for which it has been called. Action by the Board of Trustees shall be limited to those items set forth in the notice.

Section 6  All regular and special meetings at which Board action is taken shall be open to the general public,
and public notice of such meetings shall be given as required by law. If any meeting is to be held solely through
an Authorized Telecommunications Device, public participation shall be allowed through such Authorized
Telecommunications Device, or through written comments either mailed to the College’s physical address or
submitted to a College email address designated for such purpose; and public notice of such meeting shall
also include the technology to be used and the public participation information as described in this Section.

Section 7 Unless otherwise specified, Robert's Rules of Order shall govern the proceedings at the meetings
of the Board of Trustees.

Section 8 Meeting notices to Trustees shall be in writing either through electronic mail, text message, fax
transmission or regular mail through the US Postal service.
Committees

Section 1 Standing Committees shall be created by the Board of Trustees from time to time as the Board
of Trustees may so desire. The Chair may appoint special or ad-hoc committees for specific purposes.

Section 2 The Chair shall designate Trustees to the various committees. The Chair shall ask the Trustees
annually for their preference as to committee assignments with the understanding that the Chair may not be
able to accommodate all preferences.

Order of Business

Section 1 The suggested general order of business at regular meetings shall be as follows:

a. Callto Order h. Committee Reports

b. Roll Call i. Old Business

c. Introduction of Visitors j. New Business

d. Public Comment-Agenda k. Public Comment-Non-Agenda
e. Minutes of Previous Meeting | Announcements

f.  Treasurer's Report m. Adjournment

g. President's Report

Section 2 Action on a matter by the Board of Trustees’ may occur at any time during said meeting.

Appointments

The Board of Trustees, by a majority vote, shall elect annually a solicitor, auditor, consultants, and other service
personnel, as may be necessary in its judgment to carry forward the purposes of the College and the Board of
Trustees. All such appointees shall serve at the will and pleasure of the Board of Trustees, unless a written
contract approved by a majority vote of the members of the Board of Trustees specifies to the contrary.

Amendments

An Amendment to the Bylaws together with the name of the proponent shall be presented in writing at a regular
or special meeting with action on the Amendment to be voted upon at the meeting next after the regular or
special meeting at which the Amendment was presented.. A proposed Amendment shall be adopted upon the
affirmative vote of two-thirds of the members of the Board of Trustees present.
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Agreement for Operating Lehigh Carbon Community College

THIS AGREEMENT, hereinafter referred to as the "Operating Agreement" made and entered into as of the first day of April
1967, by and between SCHOOL DISTRICT OF THE CITY OF ALLENTOWN, a school district of the second class; CATASAUQUA
SCHOOL DISTRICT, EAST PENN SCHOOL DISTRICT, NORTHERN LEHIGH SCHOOL DISTRICT, NORTHWESTERN LEHIGH
SCHOOL DISTRICT, PARKLAND SCHOOL DISTRICT, SALISBURY TOWNSHIP SCHOOL DISTRICT, SCHOOL DISTRICT OF
SOUTHERN LEHIGH, WHITEHALL-COPLAY SCHOOL DISTRICT, LEHIGHTON AREA SCHOOL DISTRICT, PALMERTON
AREA SCHOOL DISTRICT AND PANTHER VALLEY SCHOOL DISTRICT, school districts of the third class; the nine first-mentioned
districts including their predecessor districts, being sometimes hereinafter referred to as the "Lehigh County Districts" which are
located wholly within the County of Lehigh and State of Pennsylvania, except Catasauqua School District which includes the area in
the Borough of North Catasauqua, and Northern Lehigh School District which includes the area in the Borough of Walnutport, the
areas of both said boroughs being in the County of Northampton; and the three last mentioned districts being sometimes hereinafter
referred to as the "Carbon County Districts" which are located wholly within the County of Carbon and State of Pennsylvania, except
Panther Valley School District which includes the area in the Borough of Coaldale being in the County of Schuylkill Jim Thorpe School
District which entered into sponsorship of the College as of January 1, 1992, and all of the aforementioned school districts being
sometimes hereinafter referred to collectively as "Local Sponsor" and individually as "Member Districts," parties of the first part

-AND-

the BOARD OF TRUSTEES of Lehigh Carbon Community College hereinafter referred to as "Trustees."

WHEREAS, the Lehigh County Districts, pursuant to authority vested in them by the Community College Act of 1963,
(1963, Aug. 24, P.L. 1132, as amended; 24 PS 5201, etc.), hereinafter referred to as the "Community College Act," submitted
a plan to the State Board of Education for a proposed community college which plan, as subsequently amended, was duly
approved by the State Board of Education on February 10, 1966; and

WHEREAS, on March 26, 1966, a board of twelve (12) trustees for the community college was duly elected by a vote of
a majority of the members of each board of school directors of each of the Lehigh County Districts whereupon LEHIGH
CARBON COMMUNITY COLLEGE, hereinafter referred to as the "College," became established, with said districts as the then
local sponsor; and

WHEREAS, the boards of school directors of the Carbon County School Districts pursuant to authority vested in them by
the Community College Act, presented petitions, accompanied by consents of the Lehigh County Districts, to the State Board
of Education to participate in the College, which petitions were duly approved by State Board of Education on or about
November 11, 1966, whereupon, the Carbon County Districts became Member Districts of the Local Sponsor; and

WHEREAS, the parties hereto have mutually agreed to provide for operating the College and sharing the operating and
capital costs thereof in accordance with the terms hereof.

NOW, THEREFORE, in consideration of the mutual promises and covenants herein contained, it is mutually agreed by
and between each of the parties hereto with each of the other parties hereto, each party intending to bind itself and its
successors, as follows:

1. The business affairs of the College shall be conducted in accordance with (1) this Operating Agreement, (2) the laws
of the Commonwealth of Pennsylvania including, but not limited to, the Community College Act, (3) applicable policies,
standards, rules, and regulations formulated by the Council of Higher Education and adopted by the State Board of Education,
and (4) such rules, regulations and procedures which hereafter and from time to time, shall be approved by two-thirds (2/3) of
the Member Districts of the Local Sponsor.

2. The fiscal year of the College shall begin on the first day of July in each year.

3. The amount of the annual operating costs of the College to be appropriated and provided by the Local Sponsor, as
approved in the Budget, shall be apportioned among the Members on the basis of the number of full-time equivalent students
enrolled in the College and residing in the respective geographical areas of each of the Members.

4. The initial costs of establishing and operating the College prior to July 1, 1967, and all capital costs for the acquisition
of real estate, the construction and erection of any building, the improvement, furnishing, and equipment thereof, including the
rental charges thereof, if such costs are financed through a joint authority or otherwise, shall be apportioned among the Member
Districts on the basis of market values of taxable and real property as certified by the State Tax Equalization Board as of the
most recent date preceding the date when the obligation for such capital costs is incurred.

5. Each Member District shall pay to the treasurer of the College, on account of its annual share of the current operating
costs and capital costs, a monthly amount based upon its estimated share of the costs and expenses which it is obligated to
pay under the Budget or otherwise. Such estimates, and the dates when payments on account thereof shall be made, shall
be determined by the Board of Trustees.



6. A College contingency fund may be maintained at no more than five percent (5%) of the College operating budget.
Any end-of-year fund balance which exceeds the maximum level of the contingency fund is to be carried over to the operating
fund and/or capital fund for the following fiscal year.

7. Al property, real and personal, acquired by the Board of Trustees shall be held for and on behalf of the Local Sponsor.

8. Capital costs for the acquisition of real estate, the construction of any building thereon, and the improvement,
furnishing, and equipping thereof shall be financed in any legal manner determined by the Local Sponsor.

9. The Board of Trustees shall enroll and accommodate all students residing within the area of the Local Sponsor and
who meet the standards of the Board of Trustees' policies of admission before enrolling students residing outside the area of
the Local Sponsor.

10. For the purpose of helping to keep informed the Board of Trustees and the governing bodies of the Member Districts
of the activities of the Board of Trustees, the College and all Member Districts with respect to the College, the Trustee selected
by a Member District shall attend a meeting of the Member District held during each of the months of January, March or April,
and September. A purpose for attending the March or April meeting would be to deal with the budget proposal. In addition,
each month the President of the College shall provide to the Superintendents of the Member Districts monthly briefings.

11. After the effective date of this Operating Agreement no additional school district or municipality shall participate in the
College or become a member of the Local Sponsor without the consent of the governing bodies of the majority of the then
members of the Local Sponsor. Any school district or municipality upon becoming a member of the Local Sponsor shall execute
one or more counterparts of this Operating Agreement (as the same may be amended) in the same manner as described in
the paragraph immediately preceding.

12. This Operating Agreement shall continue in effect unless (1) the College is disestablished by the State Board of
Education, or (2) members of the Local Sponsor having market values of taxable real property as certified by the State Tax
Equalization Board as of the most recent date in excess of one-half (V2) of the total of such market values of all then members of
the Local Sponsor, by resolutions duly adopted by their respective governing bodies, prior to July 1 of any year, agree to terminate
this Operating Agreement as of July 1 of the following year, with the approval of the State Board of Education.

13. After five (5) years from the effective date of the Operating Agreement any party now or hereafter a party hereto, with
the approval of the State Board of Education, may withdraw as a member of the Local Sponsor and as a party hereto as of July 1
of any year provided at least one (1) year's written notice of such intention to withdraw shall be given to the secretary of the
governing body of every other party then a party hereto of such intention to withdraw and provided, further, that any such
withdrawing party shall not be relieved of its share of obligations which properly were incurred by it during the period it was a party
and prior to its petition of withdrawal to the State Board of Education. Special terms with respect to any withdrawing party shall
be binding on the withdrawing and on all of the then other parties hereto if approved by the withdrawing party and two-thirds (2/3)
of the then remaining members of the Local Sponsor.

14. Subject to the laws of the Commonwealth of Pennsylvania and any required approval by the State Board of Education
or any other agency or instrumentality of the Commonwealth this Operating Agreement may be amended from time to time by the
affirmative vote of the Board of Trustees, two-thirds (2/3) of all school board members of all Member Districts and two-thirds (2/3)
of the Member Districts which, at the time of such amendment, shall be parties hereto. The vote of the Board of Trustees and of
a Member District shall be determined by a majority vote of all the members of its governing body.
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Rules, Regulations and Procedures for Lehigh Carbon Community College

WHEREAS, Section 6(b) of the Community College Act of 1963 (1963, Aug. 24, P.L. 1132; 24 PS 5206(b)) provides that
the BOARD OF TRUSTEES of a community college shall conduct the business affairs of the College "in accordance with rules,
regulations and procedures approved by the local sponsor"; and

WHEREAS, Paragraph 1 of the AGREEMENT FOR OPERATING LEHIGH CARBON COMMUNITY COLLEGE dated
April 1, 1967, between the school districts which are parties hereto and which therein and herein are referred to collectively as
the "Local Sponsor," and the BOARD OF TRUSTEES OF LEHIGH CARBON COMMUNITY COLLEGE who therein and herein
are referred to as the "Trustees," provides that "The business affairs of the College shall be conducted in accordance with . . .
such rules, regulations, and procedures which hereafter and from time to time, shall be approved by two-thirds (2/3) of the
Member Districts of the Local Sponsor."

NOW, THEREFORE, in order to establish effective relations among the said school districts and between the said school
districts and the Trustees, and in order to promote the operation of the College, the said school districts, as the Local Sponsor,
hereby adopt these rules, regulations, and procedures under which the BOARD OF TRUSTEES OF LEHIGH CARBON
COMMUNITY COLLEGE shall conduct its affairs.

1. Definitions
1. When used herein, the following words and phrases shall have the meanings, respectively, ascribed to them:

(1)  "College" shall mean LEHIGH CARBON COMMUNITY COLLEGE.

(2) "Local Sponsor" shall mean those school districts which collectively participate in the operation of the College.
(3)  "Member District" shall mean a school district included in the Local Sponsor.

(4)  "Authority" shall mean the LEHIGH COUNTY COMMUNITY COLLEGE AUTHORITY or its successor.

(5)  "Trustees" shall mean the duly elected BOARD OF TRUSTEES of the College.

2. Local Sponsor

2.1 All fiscal authority concerning the College, including consideration and approval of the annual operating and capital
budgets for the College and the expenditures of its funds shall be vested in the Local Sponsor.

2.2 A vote of two-thirds (2/3) of all Member Districts shall be required for approval of each of the following:

(1)  The operating budget

(2)  The capital budget

(3)  Entering into any agreement for the purchase, construction, improvement of any land, buildings, or equipment,
or architectural services, the total cost of which is estimated to exceed $60,000 and adjusted annually by five
percent (5%)

(4)  All architect's plans for a proposed building or improvement

The budgets shall include as separate items any proposed purchase, construction, improvement, or lease of any land,
buildings or equipment or architectural services, the total cost or rental of which is anticipated to be at least $15,000 and
adjusted annually by five percent (5%).

When the affirmative vote of a Member District is required, it shall be by the affirmative vote of a majority of all of its school
directors. All such votes shall be duly recorded and shall show how each member of the Member District voted.

2.3 A vote of two-thirds (2/3) of all Member Districts and two-thirds (2/3) of all Member Directors shall be required for
approval of each of the following:

(1)  Any amendment to the Agreement for Operating
(2) Any amendment to these Rules, Regulations, and Procedures

2.4 Any action by the Local Sponsor, including approval of a budget of the College, in accordance herewith, shall be
binding upon all Member Districts including a Member District which has not voted in favor thereof.

2.5. Each Member District shall extend such cooperation as shall be necessary to the carrying out of the Operating
Agreement, these Rules, Regulations, and Procedures, and the approved budgets of the College, including the execution of
any supplementary agreements, leases, assignments, or other documents which have been requested by lending institutions,
investment brokers, or bond counsel, recommended by at least two-thirds (2/3) of the members of the Authority and approved
by the Member District's solicitor.

2.6. Copies of all communications from a Member District to the Board of Trustees shall be sent to the secretaries of the
Member Districts.
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3. Board of Trustees — Election

3.1 To a maximum number of fifteen (15), each Member District shall select one person to serve as a Trustee from that
Member District. Each Member District shall notify the Secretary of the Board of Trustees of such selection. After admission
of an additional Member District, the additional Member District shall designate its Trustee to fill the next-to-occur vacancy of
a Trustee at Large.

3.2 To the extent there are fewer than fifteen (15) Member Districts, additional Trustees designated as Trustees at Large
shall be selected by the Local Sponsor collectively. To fill a vacancy, each Member District will be given the opportunity to
submit the name of a Trustee at Large candidate to the Secretary of the Board of Trustees.

3.3 The Secretary of the Board of Trustees shall receive the names of candidates from Member Districts and prepare a
ballot list of nominees of a number at least equal to the number of Trustee at Large vacancies to be filled. Such ballot shall be
distributed to the Local Sponsor for action at a duly convened meeting. No name shall be placed in nomination unless consent of
the nominee shall be first obtained.

3.4 After return to the Secretary of the Board of Trustees from the Local Sponsor, the ballots shall be tabulated by the
Chair and Secretary of the Board of Trustees and the Executive Director of the Intermediate Unit. The person or persons
receiving the highest number of votes by Member Districts for each vacancy shall be declared selected as Trustee at Large.

3.5 The Secretary of the Board of Trustees shall notify the Member Districts of any vacancy on the Board of Trustees
within fifteen (15) days after the occurrence of such vacancy.

3.6 Each Trustee shall live within the jurisdictional bounds of the Local Sponsor.

3.7 Members of the Board of Trustees shall not miss three (3) consecutive monthly meetings, nor more than fifty (50)
percent of the monthly meetings held during any fiscal year, and upon a member's failure to conform as above, the Community
and Sponsor Relations Committee shall review the attendance record of that particular member, allowing the member an
opportunity to provide an explanation or reason. If it is deemed necessary by the Chairman, the Committee can then present
to the Board of Trustees a recommendation for action by the Board of Trustees, with the proviso that the Board of Trustees
shall also allow the member an opportunity to provide the Board of Trustees with the explanation or reason. Any action of the
Board of Trustees recommending that the member's appointment be vacated shall be referred to the Local Sponsor for action
by the Local Sponsor in vacating the member's appointment. If an incumbent trustee shall seek reappointment to the Board of
Trustees, the cumulative attendance record of the incumbent's previous term shall be forwarded to the Local Sponsor.

4. Board of Trustees — Communications

4.1 The Board of Trustees shall cause to be filed with the secretaries of the Member Districts, copies of (1) current charts
of its administrative organization, (2) a statement of its philosophy outlining a continuing ten (10)-year development plan and
all subsequent revisions thereto, (3) a description of its curriculum at least one month prior to the beginning of each new
academic year, (4) plans for faculty compensation, (5) a long-range physical plant plan for the physical facilities necessary to
support the program of the College and at least triennial revisions thereto, (6) construction plans and specifications for all
physical facilities prior to awarding any contracts or recommending to the Authority the awarding of any contracts, (7) policies
and procedures with respect to the entering into contracts for the purchase of services, (8) all other reports and documents
which are or may be required by regulations of the State Board of Education to be filed with the Secretary of Education, (9) the
College treasurer's annual account audited by a certified public accountant, and ten (10) minutes of all meetings of the Trustees.

4.2 The Board of Trustees shall employ a certified public accountant who shall, at least annually, audit the finances of the
College including the accounts of its treasurer, its depository, and any fund belonging to or controlled by the Board of Trustees.

5. Board of Trustees — Budget

5.1. The Board of Trustees shall prepare an annual operating budget which shall include all anticipated operating costs
and expenses for the next fiscal year and also a capital budget which shall include the costs of acquisition of real estate,
construction and erection thereon of any buildings, the improvement, furnishing and equipment thereof, or the rental charges
thereof, if such costs are to be financed by the Authority or otherwise.

5.2 The Board of Trustees shall submit the budgets to the Secretaries of the Member Districts prior to February 15 of
each year.

5.3 The proposed budgets shall be accompanied by the amounts to be appropriated or provided by the Local Sponsor,
and the share of such costs payable by each of the Member Districts in accordance with the Operating Agreement, the normal
tuition (as defined by the Community College Act) to be charged, the amounts to be received from the Commonwealth, federal
grants, if any, and other sources, and such other pertinent information and rationale which any Member District may require in
order to make intelligent budget decisions.

5.4 Any proposal for a new capital project or facility or for the curtailing of elimination of any operation or facility of the
College shall be presented by the Trustees to the Local Sponsor.

1-7



5.5 If any Member District rejects a budget, it shall immediately notify the Board of Trustees and the secretaries of the
other Member Districts of such action and the reasons therefore.

5.6 If either the proposed operating budget or the proposed capital budget shall not be approved as required by these
Rules, Regulations and Procedures after Member Districts have considered them, the proposed budget not receiving the
required approval shall be deemed to have been rejected whereupon the Trustees, as soon as feasible thereafter, shall submit
to the secretaries of the Member Districts a revised operating budget and/or capital budget, as the case may be, for
resubmission to the Member Districts.

6. Board of Trustees — Contracts
(Resolution 11.14 - 9/4/75)

6.1 No contract shall be entered into and no debt or obligation shall be incurred by the Board of Trustees unless such
contract, debt or obligation shall be within the limits of an approved budget or shall have been specially duly approved by the
Local Sponsor. Notwithstanding the foregoing, for special projects, on behalf of the College, the Board of Trustees shall have
the privilege of entering into contracts, debts or obligations in excess of the limits of the approved budget provided the College
shall receive nonbudgeted special project funds equivalent to the anticipated expenditures for the contract debts, or obligations
and further provided said special projects shall not increase the obligation of the Local Sponsor under the approved budget.

6.2 The Board of Trustees shall comply with all requirements now or hereafter required by the State Board of Education
with respect to construction contracts, bid bonds, and contracts for services and personal property.

6.3 No trustee or officer or employee of the College, either directly or indirectly, shall be a party to, or be in any manner
interested in, any contract or agreement (other than an employee-College employment contract) with the College for any matter,
cause or thing whatsoever, by reason whereof any liability or indebtedness shall be made in violation hereof the same shall be
null and void and no action shall be maintained thereon against the College, the Local Sponsor, or any Member District thereof.

PERM32B-ff
December 1992
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SECTION 2 - POLICY MANUAL

Policy No. 2-100

SECTION 2: POLICY MANUAL

1. Board of Trustees

TITLE: Presentation to Board of Trustees
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Lehigh Carbon
COMMUNITY COLLEGE
Guidelines A.

B.

Presentation to Board of Trustees

Procedure for Presentation

1.

Requests to make a presentation must be submitted in writing to
the President of the College with a copy to the Secretary of the
Trustees one (1) week prior to the scheduled Board meeting.

Such requests must include:

a. A brief summary of the nature of the presentation

b. A brief summary of the subject to be presented

c. A statement outlining the proposed action if any requested of
the Board of Trustees.

Requests for presentation must be approved by the President of the
College if the individual and/or group making the presentation is/are
employed by the College.

In the event the request for presentation is made by an individual or
group other than the above mentioned, the request must be
approved by the President of the College and the Chair or Secretary
of the Trustees.

With regard to approval of a presentation,

a. Presentation time is limited to five minutes

b. Approval is conditioned upon the President’s and Trustee’s
reservation of rights to limit or prohibit discussion of student
information, personnel matters, litigation, real estate, contract
negotiations, and/or information that could jeopardize the
College’s public safety or security.

Notification of Presentation

A copy of the approved request stating the subject, nature, and
proposed action requested of the Board of Trustees will be sent to each
member of the Board of Trustees prior to their regular monthly meeting.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-102

SECTION 2: POLICY MANUAL

1. Board of Trustees

TITLE: Public Comment
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Guidelines

Public Comment

Procedures for Public Comment During Trustees’ Public
Meetings

1.

Individuals wishing to address the Board of Trustees must sign in
before the meeting, stating the purpose on the sign in sheet.
The assistant Secretary shall provide the sign in sheet to the Chair.

Public comments related to specific agenda action items will be
allowed near the beginning of the meeting prior to the Trustees
taking any action.

Public comments not otherwise excluded herein on matters other
than specific action items that fall within the purview of the Board of
Trustees of Lehigh Carbon County Community College may be
permitted at the end of the meeting after New Business. Subject
matters among others that may not be brought before the board of
public comment are as noted below:

Litigation or potential litigation

Personnel matters or Collective Bargaining

Real Estate matters

Contract issues (including vendor contracts)

Safety and Security

Pooow

The Board reserves the right to limit or prohibit discussion of student
information, personnel matters, litigation, contract negotiations,
and/or information that could jeopardize the College’s public safety
or security.

Each individual's comments shall be limited to five minutes.

Cumulative Public comment time is limited to 30 minutes per meeting.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-104
SECTION 2: POLICY MANUAL
1. Board of Trustees

TITLE: Standing Committees for Board of Trustees
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Standing Committees for Board of Trustees

The Board of Trustees has established three Standing Committees (permanent
committees that meet regularly). The three standing committees are: Finance
and Facilities, Joint Coordinating, and Personnel, Curriculum, and Government
Relations. Each standing committee is presented with a charge by the Board
and serves to review and present matters that come before the full Board
for consideration.

Finance and Facilities
e Review and recommend the fiscal policies of the College
e Advise on financial and business affairs concerning the College
¢ Review and recommend for action the annual budget, and the establishment
of student tuition and fees
e Review and recommend for action restricted fund-Student Government
Association and restricted fund-Auxiliary projects
Review and recommend selection of auditing firm
Meeting with external auditors and reviewing audit reports
Long-range fiscal planning
Review and recommend for action bid awards
Review grants/special projects
Review cash flow statements and budget progress reports
Review and recommend for action selection of insurance coverage
Periodic review of job training report
Review annual financial report of Foundation (part of the annual audit)
Review emergency response guidelines, including maintenance, security
and fire protection procedures
Review requests and bids for maintenance equipment
Review and recommend campus renovations and construction projects
Review capital project guidelines
Review and recommend naming of buildings (non-donor naming)
Review and recommend proposals for land use
Periodic inspection of buildings and grounds
Receive and respond to reports from director of facilities management or
assistant director of facilities operations
Review rental rates for facilities
e Review and recommend building lease renewals
e Provide feedback to the administration as it pertains to the long-term vision
of the College (serve as a sounding board for institutional initiatives)
e Periodically review the status of the College’s strategic initiatives and
planning process
¢ Review Vision, Mission and Value Statement of the college every three years
¢ Represent the Board of Trustees, where appropriate, on ad hoc college
wide planning committees

Joint Coordinating
e Maintain liaison with Lehigh Career and Technical Institute, Carbon
Career and Technical Institute, and Carbon Lehigh Intermediate Unit
e Review and recommend cooperative arrangements regarding use of
facilities and campus
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Personnel, Curriculum, and Government Relations

Policy No. 2-104

Review and recommend the operating policies of the College set forth in
the Policies & Regulations Manual

Review and recommend Board meeting schedule

Advise on administrative and personnel affairs

Administer the evaluation of the president

Review salary adjustments

Review and recommend college curriculum and instructional programs
Monitor the academic program review process

Recommend the selection of a solicitor and labor attorney

Review presidential contract 2020

Administer the board self-evaluation (even-numbered years)

Promote community awareness of LCCC

Maintain and improve lines of communication between the College, the
sponsoring school districts and the communities we serve

Maintain relationships with local legislators who represent LCCC
concerning legislation pertaining to community colleges and relay any bills
pending to Board for discussion and action

Identify and promote appropriate legislative initiatives

Report on the Pennsylvania Commission for Community Colleges and
other business to LCCC Board

Make recommendations to provide recognition of individuals or
organizations pertaining to the following

Physical memorials and accepting donations in memoriam

Recognition of retiring trustees and staff

Buildings, rooms, other structural facility names

Letters of commendation/congratulations/condolence (by special direction
of trustees)

Ceremonies and honorary awards and degrees

Recognition of significant contributions to the community and College
Emeriti status: Trustee, Faculty and Staff

Collegiate Award of Distinction

Review trustee attendance of monthly Board meetings and Board
Committee meetings to ensure conformance with attendance
requirements for the Board of Trustees under the "Rules, Regulations and
Procedures for Lehigh Carbon Community College," found in the Lehigh
Carbon Community College Policies & Regulations Manual

Provide feedback to the administration as it pertains to the long-term vision of
the College (serve as a sounding board for institutional initiatives)
Periodically review the status of the College’s strategic initiatives and
planning process

Review Vision, Mission and Value Statement of the college every three years
Represent the Board of Trustees, where appropriate, on ad hoc college
wide planning committees
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-106
SECTION 2: POLICY MANUAL
1. Board of Trustees

TITLE: Conflict of Interest — Board of Trustees
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Conflict of Interest — Board of Trustees

Members of the Board of Trustees of the College owe a legal and ethical duty
to the College to make all decisions in good faith and in a manner they
reasonably believe to be in the best interests of the College, free from any self-
interest or conflicting interest. Therefore, the Board of Trustees hereby adopts
the following "Conflict of Interest" policy to preclude any material conflict of
interest or impropriety with respect to the duties and activities of such persons
relating to the College.

Members of the Board of Trustees of the College shall not use his or her position
as a means for private benefit or inurement and shall avoid all conflicts of interest
and the appearance of any conflict of interest. A conflict of interest or
appearance of a conflict of interest occurs in any situation in which one is not
able to remain impartial or maintain objectivity in choosing between the interests
of the College and one’s personal interests or the interests of affiliated parties
or when it would appear to a reasonable observe that such a conflict exists.
Therefore, the following prohibited activities shall constitute a conflict of interest
or the appearance of a conflict of interest:

(a) The making of any decision or recommendation, in the Board member’s
official capacity, concerning a matter which may result in any benefit or
financial gain, either directly or indirectly to himself or herself or a member
of his/her immediate family, which shall include a parent, spouse, child or
sibling or a business with which he, she or a member of his or her immediate
family is associated as a director, officer, owner, employee or has a financial
interest. Full disclosure of the pertinent facts regarding the conflict or
potential conflict of interest should be provided by the Board member to the
Chair of the Board of Trustees as soon as the Board member becomes
aware of the conflict or potential conflict.

(b) Participation in the consideration, implementation, supervision, or
administration of any contract, on behalf of the College and/or Board,
with any vendor of goods or services with whom he or she or a member
of his or her immediate family has an affiliation. A person shall be
deemed to be affiliated with a vendor if: 1) the person serves as a member
of a governing body of the vendor; 2) the person serves as an officer or
employee of the vendor; 3) the person has a material economic
relationship with such entity, including but not limited to holding an
ownership interest in the same; or d) the person’s parents, spouse,
siblings, children, or member of the immediate household holds such a
position or has such a relationship with the vendor. Where there is
uncertainty by an employee whether or not an affiliation exists, the
employee shall disclose the relevant facts to the Vice President for
Finance and Administrative Services of the uncertainty of an affiliation
with any existing or proposed vendor promptly when the employee
becomes aware of an affiliation which has not been previously disclosed.

(c) The solicitation or acceptance of gifts, tips, loans, political contributions,
rewards, promises of future employment, or other special consideration
of economic value from vendors or any entity or person over which the
Board Member may have to take official action with respect to. All
decisions regarding products and vendors shall be made on an objective
basis and without favoritism. Acceptance of meals or other
entertainment, if of reasonable value, and if for the purpose of meeting
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Policy No. 2-106

to discuss business matters, is allowed. Acceptance of nominal gifts of
advertising or promotional materials such as pens, pencils, notepads,
key chains and calendars is allowed. The total cost of any of the above
must be less than fifty ($50) dollars. However, no meal, entertainment
or gift, no matter how nominal its value, shall be accepted if its purpose
is to influence or attempt to influence the decision of a Board member
with regards to a specific matter that they have influence over. If anyone
insists on giving a gift, it will be accepted and acknowledged as a gift to
the College. This provision shall also apply to the Board Member’s
immediate family or business with which they are associated.

Procedure

If a matter arises with respect to a contract or transaction upon which action is
to be taken or withheld by the Board of Trustees or a committee thereof in which
a member of the Board, the College President, or a Vice President for the
College has reason to believe that he or she may have a conflict of interest or
the appearance of a conflict of interest, it shall be promptly disclosed to the Chair
of the Board of Trustees. The individual having such conflict of interest shall
further disclose any reason known to him or her why the proposed action may
or may not be in the best interest of the College, except as such disclosure shall
violate confidentiality agreements with his or her employer or other provision of
law. Except for such disclosures, the Board member or College senior
administrator shall not participate by vote or otherwise in any decision or
consideration of the proposed action. The Board member’s abstention and the
reason for it shall be recorded in the Board minutes.

This policy supplements Section 6.3 of the Rules, Regulations and Procedures
for Lehigh Carbon Community College, as well as the Pennsylvania Public
Official and Employee Ethics Act (65 Pa.C.S.§1101-1113 and 65 P.S.§410)
which applies to all matters involving conflicts of interest and ethics as they affect
College employees, officials, board members, and others. The Act referred to
here before shall control any issues of ambiguity between the Act and this policy.
Board members will also be required to sign the "State Ethics Commission —
Statement of Financial Interests" form annually.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-200
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Introduction
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Introduction

To provide an introduction to the Policies & Regulations Manual, including its
application to College collective bargaining agreements.

Nothing contained in the Policies & Regulations Manual shall be construed to
restrict the powers of the College’s Board of Trustees to amend, revise, or repeal
any provision.

In the event of a conflict between the College’s policies and any applicable
collective bargaining agreement to which the College is a party, the applicable
collective bargaining agreement shall prevail.

In the event that a College employee believes that any provision in the Policies
& Regulations Manual is in conflict with a collective bargaining agreement to
which the College is a party, the employee must promptly notify the Director of
Human Resources in writing.

Nothing in the Policies & Regulations Manual is intended to nor create a contract
with any college employee.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-202

SECTION 2: POLICY MANUAL

2. Employees

TITLE: Academic Honesty
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 5, 2020 (Resolution 56.12)

November 2, 2023 (Resolution 59.07)

Purpose

Guidelines

Academic Honesty

Lehigh Carbon Community College expects all members of its academic
community to maintain honest and ethical standards in all assigned academic
work. Academic dishonesty diminishes the learning experience, as well as the
integrity and reputation of the offender.

Student Responsibilities
Lehigh Carbon Community College expects that work submitted or otherwise

presented

by students will honestly represent their personal effort to meet the

requirements of the course. Violations of academic honesty include but are not
to be limited to the following:

Violations

1. Cheating on Examinations and Assignments

a.

b.

C.

d.

e.

Purchasing, selling, stealing, or otherwise improperly obtaining
examinations or assignments.

Using aids, materials, or resources not authorized by the instructor or
accommodation when completing an examination or assignment.
Providing or receiving assistance not authorized by the instructor or
accommodation when completing an examination or an assignment.
Copying another person's work or having another person complete
coursework assignments without an authorized accommodation.
Employing any other form of deceit in completing examinations and
assignments.

2. Plagiarism or Falsification of the Origin of Data

a.

—h

Failing to provide appropriate documentation for another person's
original idea, words, opinion, theory, fact, statistic, graph or drawing,
including oral, print, electronic, et cetera.

Failing to present quoted language properly, in quotation marks with
documentation of source.

Copying part or all of an assignment, such as a research paper, lab
report, or workbook from another person or resource, including print,
electronic, et cetera and presenting it as one's own work.
Purchasing an assignment and submitting it as original work.

Listing sources that were never consulted.

Submitting previously submitted work without the approval of the
instructor.

3. Misconduct

a.

Providing a false reason for failure to meet class requirements
including absence from class, tardiness in completing assignments,
et cetera.

Completing an exam intended for another student, or allowing
another person to pose as the student who should be taking the
exam.

Using electronic communications devices during class or when
completing examinations or assignments without instructor
authorization or authorized accommodation.

Employing or assisting another in any other form of deceit in
completing course requirements.
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Additional regulations regarding student conduct and possible consequences
for violations are contained in the "LCCC Student Code of Conduct."

Wherever used herein, Faculty shall mean and include full time, part time,
adjuncts, substitute and occasional persons who provide instruction to students.

INSTRUCTOR Responsibilities
Every LCCC instructor shall:

1. Create and maintain an environment conducive to academic honesty.

2. Reference the "LCCC Academic Honesty Policy" (including locations
where students can find the full policy) in every course syllabus.

3. Uphold the "LCCC Academic Honesty Policy" in their own work.

4. When possible, meet privately with the student suspected of violating the
policy to discuss the concerns, charge, and possible consequences.
Utilize evidence collected by Testing Center staff or technology tools
when appropriate.

5.  Upon deciding to submit a report, inform the appropriate supervisor about
the issue, and follow the procedures as outlined under "Consequences."

6. Include a declaration in the format report as to whether the violation
should result in a Formal Warning OR Actionable Event.

Offenses are reported electronically in the StART system, to the Office of the
Dean of Student Development, Equity, and Inclusion, where a disciplinary
record is created and retained. The faculty member will notify the student of the
action being taken. The Associate Dean of Student Development will send
official naotification to the student.

Testing Center
Testing Center Staff:
1. Prepare all evidence of the individual's suspected academic dishonesty.
2. Report the individual's suspected misconduct to the appropriate
instructor and testing center supervisor.
3. Complete and submit a StART Academic Dishonesty report as needed.

Consequences

If the instructor bringing the charge has declared the incident of academic
dishonesty as an Actionable Event, consequences will depend on the charge of
the violation and the academic honesty violation history of the student.

1. A formal written notice will be generated by the Associate Dean of
Student Development, presented to the student and maintained in the
student's disciplinary file. This reprimand may include one or more of the
following consequences:

a. A written warning to the student generated by the instructor with
requirements to retake the examination, redo the assignment,
and/or complete extra work as specified.

b. A grade of "0" for the assignment or exam.

c. Afinal grade of "F" for the course.*

*A student may not withdraw from the course after such a report is made,
during the appeal process, or if the judicial hearing panel determines that
the "F" grade shall stand.

2. Additionally, the Instructor may recommend, after conference with their
supervisor, removal of the student from the student's academic program
of study.

If the Instructor bringing the charge has declared the incidence of academic
dishonesty as requiring a Formal Warning but the student already has a Formal
Warning of academic dishonesty on record, the incident is elevated to an
Actionable Event and the consequences are the same as the category above.
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If the Instructor bringing the charge has declared the incident of academic
dishonesty as requiring a Formal Warning and the student has no other Formal
Warning of academic dishonesty on record the following process shall occur:

1. A written Formal Warning will be generated by the Associate Dean of
Student Development (as reported by the Instructor) and presented to
the student indicating the student has violated the Academic Honesty
Policy and that any future infraction may result in the consequences listed
under the Actionable Event section of this document. The Formal
Warning will be retained by the Office of the Dean of Student
Development, Equity, and Inclusion so that future charges are recognized
as a repeat offense.

2. A written warning may be generated by the Instructor and presented to
the student with requirements to retake the examination, redo the
assignment or complete extra work as specified by the Instructor.

Retention of Records

Record of a Formal Warning will remain in the student’s disciplinary file until the
student graduates or has not been a student at LCCC for at least three (3) years.
Record of an Actionable Event will remain in the student’s disciplinary file
indefinitely.

Appeals

Appeals to charges of violation of academic honesty must be submitted in writing
to the Associate Dean of Student Development within five (5) days of receipt of
the charge. Appeals to the charge are referred to the Student Conduct Hearing
Process. Please see “LCCC Code of Student Conduct” for more information on
the conduct process.

Repeated Violation

In addition to the consequences set forth in this policy, if a student is found to
have committed a second violation of academic honesty they may be subject to
suspension from the College. The student will not be allowed to re-enroll without
reinstatement approval from the Academic Record Review Committee.
Information regarding the reinstatement application process can be obtained
from the Associate Dean of Student Development.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-204
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Conflict of Interest — Employees

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: November 1, 2018 (Resolution 54.13)
May 5, 2022 (Resolution 57.43)

Purpose

Guidelines

Conflict of Interest — Employees

The employees of the College owe a legal and ethical duty to the College to
make all decisions in good faith and in a manner they reasonably believe to be
in the best interests of the College, free from any self-interest or conflicting
interest. Therefore, the Board of Trustees hereby adopts the following "Conflict
of Interest" policy to preclude any material conflict of interest or impropriety with
respect to the duties and activities of such persons relating to the College.

The employees of the College shall not use his or her position as a means for
private benefit or inurement to himself, herself, or any member of his or her
family and shall avoid all conflicts of interest and the appearance of any conflict
of interest. A conflict of interest or appearance of a conflict of interest occurs in
any situation in which one is not able to remain impartial or maintain objectivity
in choosing between the interests of the College and one’s personal interests or
the interests of affiliated parties or when it would appear to a reasonable observe
that such a conflict exists. Therefore, the following prohibited activities shall
constitute a conflict of interest or the appearance of a conflict of interest:

(a) The making of any decision or recommendation, or utilization of any
College systems or assets in the employee’s official capacity or on behalf
of the College, or on behalf of any member of his or her family as defined
below, concerning a matter which may result in any benefit or financial
gain, either directly or indirectly to himself or herself or a member of
his/her immediate family, which shall include a parent, spouse, child or
sibling or a business with which he, she or a member of his or her
immediate family is associated as a director, officer, owner, employee or
has a financial interest. Full disclosure of the pertinent facts regarding
the conflict or potential conflict of interest should be provided by the
employee to his/her immediate supervisor as soon as the Board member
or employee becomes aware of the conflict or potential conflict.

(b) Participation in the consideration, implementation, supervision, or
administration of any contract, on behalf of the College and/or in the
employee’s official capacity, with any vendor of goods or services with
whom he or she or a member of his or her immediate family has an
affiliation. A person shall be deemed to be affiliated with a vendor if:
1) the person serves as a member of a governing body of the vendor;
2) the person serves as an officer or employee of the vendor; 3) the
person has a material economic relationship with such entity, including but
not limited to holding an ownership interest in the same; or d) the person’s
parents, spouse, siblings, children, or member of the immediate household
holds such a position or has such a relationship with the vendor. Where
there is uncertainty by an employee whether or not an affiliation exists, the
employee shall disclose the relevant facts to the Vice President for Finance
and Administrative Services of the uncertainty of an affiliation with any
existing or proposed vendor promptly when the employee becomes aware
of an affiliation which has not been previously disclosed.

(c) The solicitation or acceptance of gifts, tips, loans, political contributions,
rewards, promises of future employment, or other special consideration
of economic value from vendors or any entity or person over which the
employee may have to take official action with respect to. All decisions
regarding products and vendors shall be made on an objective basis and
without favoritism. Acceptance of nominal gifts of advertising or
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promotional materials such as pens, pencils, notepads, key chains and
calendars is allowed. The total cost of any of the above must be less
than fifty ($50) dollars. However, no meal, entertainment or gift, no
matter how nominal its value, shall be accepted if its purpose is to
influence or attempt to influence the decision of an employee with
regards to a specific matter that they have influence over. If anyone
insists on giving a gift, it will be accepted and acknowledged as a gift to
the College. This provision shall also apply to the employee’s immediate
family or business with which they are associated.

Procedure

If a matter arises with respect to a contract or transaction upon which action is
to be taken or withheld by the Board of Trustees or a committee thereof in which
a member of the Board, the College President, or a Vice President for the
College has reason to believe that he or she may have a conflict of interest or
the appearance of a conflict of interest, it shall be promptly disclosed to the Chair
of the Board of Trustees. The individual having such conflict of interest shall
further disclose any reason known to him or her why the proposed action may
or may not be in the best interest of the College, except as such disclosure shall
violate confidentiality agreements with his or her employer or other provision of
law. Except for such disclosures, the Board member or College senior
administrator shall not participate by vote or otherwise in any decision or
consideration of the proposed action. The Board member’s abstention and the
reason for it shall be recorded in the Board minutes. College employees shall
notify their immediate supervisor of any conflict of interest or appearance of
conflict of interest that may arise under this Policy and comply with any directives
given by their supervisor with respect to the same.

This policy supplements Section 6.3 of the Rules, Regulations and Procedures
for Lehigh Carbon Community College, as well as the Pennsylvania Public
Official and Employee Ethics Act (65 Pa.C.S.§1101-1113 and 65 P.S.§410)
which applies to all matters involving conflicts of interest and ethics as they affect
College employees, officials, board members, and others. The Act referred to
here before shall control any issues of ambiguity between the Act and this policy.
Board members will also be required to sign the "State Ethics Commission —
Statement of Financial Interests" form annually.
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Policy No. 2-206
SECTION 2: POLICY MANUAL

Lehigh Carbon 2. Employees

COMMUNITY COLLEGE TITLE: Consulting/Outside Employment/Volunteerism
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Consulting/Outside Employment/
Volunteerism by College Employee

Purpose The College recognizes the right of all employees, as private citizens, to engage
in outside activities of a remunerative nature. The College wishes to balance
the employee’s right to outside activities with the College’s interest that such
outside activities do not adversely affect the College.

Guidelines All employees who engage in any outside full-time employment, volunteerism or

consulting for extra compensation must ensure that such employment does not
adversely affect or interfere with the performance and obligations of his or her
College duties and responsibilities.

The Director of Human Resources must be notified by employee if he/she
accepts full-time employment elsewhere.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-208
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Disability-Related Accommodations
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Disability-Related Accommodations

The College works to ensure an employment environment that is free of
discrimination again employees or potential employees with disabilities by
providing reasonable accommodations in its hiring and employment procedures.

For purposes of this policy, a person has a disability if he or she has a physical
or mental impairment which substantially limits one or more of his or her major
life activities, has a record of such impairment or is regarded as having such
an impairment.

In accordance with the Americans with Disabilities Act (ADA) and the ADA
Amendments Act of 2008 (ADAAA), accommodations will be provided to
qualified individuals with disabilities when such accommodations are directly
related to performing the essential functions of a job, competing for a job, or to
enjoy equal benefits and privileges of employment. This policy applies to all
applicants and employees. It is the policy of the College to make a good faith
effort to provide any "reasonable accommodation" necessary to ensure that an
otherwise qualified individual may enjoy an equal employment opportunity.
Examples of what constitutes a reasonable accommodation will be dependent
upon the nature of employment position and essential functions of the same.

In order to determine whether a reasonable accommodation exists to ensure
that an employee may perform his/her job related responsibilities, the College
may require that the employee and his/her treating health care providers submit
medical information to the College for its consideration. The College will utilize
such medical information to determine whether an accommodation exists to
ensure that an employee may perform his/her job related responsibilities and to
determine whether such accommodation is reasonable. In some cases, the
College will provide an accommodation on a trial/temporary basis, in order to
evaluate whether such accommodation is reasonable.

The College views the process of determining if reasonable accommodations
can be provided, what those accommodations are and whether the
accommodations provided continue to be reasonable to be a collaborative
process between the College and the employee or potential employee.

Requests for Reasonable Accommodation

An individual who needs or believes that they need a modified work environment or
other accommodations as the result of a disability is encouraged to request a
reasonable accommodation orally or in writing from his or her supervisor or from the
Office of Human Resources. Employees seeking an accommodation must follow
up an oral request by completing the Disability Accommodation Request Form and
submitting it to the Office of Human Resources. Employees requesting a
reasonable accommodation will be required to include medical verification for the
need for the accommodation and may be required to sign an Authorization for
Release of Medical Records to allow the College to communicate directly with the
employee's health care providers regarding the request for accommodations and
potential means to address the same. Employees will be notified in writing of the
need for any additional information in considering a request for reasonable
accommodations and will be notified in writing of what accommodations will be
provided or if the request for accommodations is denied.
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Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-210
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Employee Code of Conduct
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Employee Code of Conduct

All members of the College community are expected to treat colleagues and
students with dignity and respect and to exercise care and good faith in the
performance of job duties. All employees are expected to interact with each
other and with students in a professional, respectful manner with the highest
regard for each other’'s safety and well-being. Citizenship in the College
community requires respect for the dignity and rights of each individual, respect
for public and personal property, as well as personal and academic honesty.

The Rules described below outline what is expected of each College employee.
Each College employee is responsible for familiarizing him/herself with the types
of conduct which are unacceptable, as outlined below.

When violations of standards of conduct occur, the facts and circumstances of
the case will be considered to determine the appropriate action. The purpose
of corrective action is to modify unacceptable workplace behavior and improve
work performance, in order to maintain a productive working environment that
everyone can enjoy. Often, a progressive corrective action process is followed
in an effort to improve performance. Corrective action may include referral to
the College’'s Employee Assistance Program provider, as appropriate to the
situation. In some cases, immediate termination of employment is warranted.

The College, in its sole discretion, makes disciplinary and discharge decisions
in compliance with Pennsylvania and federal law.

Rules of Conduct

To ensure orderly operations and provide the best possible work environment,
the College expects employees to follow rules of conduct that will protect the
interests and safety of all employees and the organization.

College employees shall demonstrate professional integrity, comply with all
applicable laws, provide accurate and complete information, and avoid conflicts
of interest.

The following are examples of infractions of rules of conduct that, when engaged
in, shall constitute grounds for corrective action, up to an including immediate
termination of employment:

(a) Failure to observe department work hour schedules, starting times,
quitting times, and/or rest and meal periods, including working
unauthorized hours.

(b) Failure to submit timesheets in a timely manner (falsifying timesheets
may lead to immediate discharge).

(c) Sleeping, non-work related reading or computer use, or other abuse
of time during assigned working hours.

(d) Performing unauthorized, personal, and/or non-College related
work during normal working hours; using College supplies or
equipment for personal business; and/or using the College address
for personal business.

(e) Stealing or sabotage of equipment, tools, and/or other property
belonging to any employee, student, or the College.
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(f) Dishonesty, including but not limited to any falsification or
misrepresentation such as knowingly providing incomplete, misleading,
or incorrect information in connection with the preparation of a College
document, report, or record, falsification or misrepresentation in
connection with an application for employment with the College,
falsifying a timesheet, and/or knowingly enrolling an ineligible
dependent for fringe benefits coverage.

(g) Causing damage to, defacement, or destruction of building,
equipment or other College property or the property of others.

(h) Working under the influence of alcohol or illegal drugs.

(i) Unauthorized possession, sale, or use of intoxicating beverages or
drugs on College property, and/or reporting for work under the
influence of intoxicating beverages or drugs, or other violations of the
College's Policy on Alcohol and Drugs.

(i) Boisterous or disruptive activity in the workplace.

(k) Negligence or improper conduct leading to damage of College-owned
property.

() Insubordination or other disrespectful conduct, including refusal to
perform work as required by a supervisor, and/or inappropriate
conversations with, or actions toward, a supervisor.

(m) Violation of safety or health rules.

(n) Verbal or physical harassment or intimidation of a co-worker, student,
supervisor, or other member of the College community, including
violation of the College's Anti-Harassment Policy(ies).

(o) Possession of dangerous or unauthorized materials, such as
explosives or firearms, in the workplace (Please refer to the College’s
Firearms, Weapons, and Explosive Policy).

(p) Excessive absenteeism or any absence without notice.

(q) Absence from the College without authorization or acceptable excuse.

(r) Inappropriate use of telephones, mail system, information technology,
or other employer-owned equipment or services.

(s) Violation of personnel policies (see policy on Progressive Discipline)

(t) Unsatisfactory performance or conduct.

(u) The use of profane, abusive, vulgar, or threatening language or
gestures toward an employee, student, supervisor, or other member
of the College community.

(v) Fighting, striking, coercing, interfering with, or threatening bodily injury
to an employee, student, supervisor, or other member of the College
community.

(w) lllegal Gambling of, including but not limited to, bookmaking or
numbers writing.

(x) Unprofessional conduct, immoral or unethical conduct, and/or indecency.

(y) Conviction for a felony or misdemeanor crime relevant to the
employee's position at the College.

(z) Any act which may endanger the safety of others; engaging in
horseplay, carelessness, recklessness, or unsafe workplace behaviors.

(aa) Willful, deliberate, or repeated violation of College safety rules.

(bb) Leaving the work area during normal working hours without properly
notifying one’s immediate supervisor.

(cc) Engaging in other employment during a period of sick leave, Family
and Medical Leave, or other paid or unpaid leave without the prior
approval of the College.

(dd) Violation of the College's Conflict of Interest Policy or Romance Policy.

(ee) Disclosure of confidential College information to unauthorized persons.

(ff) Failure to provide accommodations as stated by Disability Support
Services, as provided for in the College’s Disability Support Services
Policy.

(gg) In addition, any other conduct, or unsatisfactory work performance,
which is of a serious nature and which, in the sole opinion of the
College, makes the employee unfit for further service and warrants
discharge.
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The following is a partial list of improper conduct which, when engaged in, will
generally lead to a warning before more severe corrective action is taken.
However, immediate discharge may result in some cases if, in the opinion of the
College, it is warranted based on the employee’s work record:

(a) Unsatisfactory work performance.

(b) Excessive tardiness, absenteeism, and/or inappropriate use of paid sick
leave or other paid leave.

(c) Failure to report to work upon expiration of vacation, holiday, or a leave
of absence.

(d) Intentionally interfering with any employee's performance of duties.

(e) Posting, writing on, or defacing bulletin boards, walls, equipment or
other material, or altering or removing notices.

(f) Improper or unauthorized solicitation or distribution of information on
College premises during working time.

(g) Smoking in restricted areas and other violations of the College's
Smoking Policy.

(h) Creating or contributing to unsanitary or poor housekeeping conditions.

(i) Reckless driving or parking improperly on College premises.

(i) Working in an unsafe or careless manner and/or excessive work-related
injuries.

(k) Failure to report work-related injuries as required.

(I) Any other conduct which, in the sole opinion of the College, violates a
College policy, impacts one’s ability to effectively perform his/her work,
and/or violates the standards the College may reasonably expect from
employees.

Above are many forms of behavior that are considered unacceptable in the
workplace. The above list is not all inclusive.

Violations

Alleged violations of the Rules of Conduct involving employees other than the
President should be reported in writing to Director of Human Resources.
Alleged violations involving the President should be reported in writing to Chair
of Board of Trustees.

Alleged violations of the standards will be investigated promptly and thoroughly.
The investigation shall remain as confidential as practicable and those conducting
the investigation shall respect the confidentiality of all persons involved.

No adverse action shall be taken or permitted against anyone for communicating
substantiated concerns to the appropriate persons. Employees are encouraged
to identify themselves; however, matters may be submitted anonymously.

The President shall provide information about incidents to the Chair of the
Board of Trustees in confidence as they occur, but will not disclose the identity
of the individuals involved.
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@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-212
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Employment Termination
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: February 4, 2021 (Resolution 56.27)

Purpose

Guidelines

Employment Termination

Termination of employment may occur for various reasons. The College wishes
to outline the procedures and expectations of employees terminating
employment with the College, regardless of the reason.

Resignation of Employment

Employees are requested to give written notice of their intent to resign.
Administrators should give two weeks’ notice, faculty should give two weeks’ notice,
Classified employees should give two weeks’ notice, and all other employees
should give two weeks’ notice in advance of their final work day. Appropriate notice
must be given upon resignation in order for unused vacation leave to be paid.

Layoff

If the College must reduce employment because of adverse economic or other
conditions, layoffs and recall from layoffs will be conducted consistent with
College requirements and collective bargaining agreements, and in accordance
with applicable state and federal laws.

Retirement

Employees who are considering retirement are advised to contact the Human
Resources Office at least three months in advance of the anticipated retirement
date in order to ensure that benefits begin on the requested date.

Discharge by College
Employees may be terminated pursuant to College policy, federal, state, or local
law, or other applicable regulation.

Procedure

After notice of resignation or termination is provided by the employee or the College,
a meeting will be scheduled with the employee to discuss matters including
employee benefits, conversion privileges, repayment of outstanding debts, and
return of College-owned property. At this time, a formal exit interview may be
conducted by the College or by an outside agency engaged for this purpose.

Employee Benefits

Any and all employee benefits that have accrued or vested on or before the date of
termination will be paid on the next regular pay date following the date of termination.
The date of termination is the employee’s last day worked for the College.
A maximum of up to twenty-one (21) accrued, unused vacation days may be paid
to the employee upon termination of employment where the requirements set forth
in Resignation of Employment have been met. Health care benefits provided by the
College will continue through the last day of the month in which the date of
termination occurs. The employee will continue to be responsible for payment of any
premium contributions, co-pays, and deductibles for the entire last month.

The employee will be notified in writing of any other employee benefits that may
be continued at the option of the employee and of the terms, conditions, and
limitations of such continuation of benefits, including healthcare.

Additional details concerning the retirement plans and/or options that are
available may be obtained from the Human Resources.
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Confidentiality of Information

Upon termination for any reason, employee will continue to be bound by the
confidentiality of information obtained, utilized or available during employment
and employee shall be responsible to continue to respect and protect that
confidentiality after termination of employment.
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@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-214
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Equal Employment Opportunity
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Equal Employment Opportunity

The College is committed to having an inclusive campus community where all
members are treated with dignity and respect. As an Equal Opportunity Employer,
the College does not discriminate in its hiring or employment practices on the basis
of gender, gender identity, gender expression, sex, race, ethnicity, color, national
origin, religion, age, disability, veteran or military status, genetic information, family
or marital status, sexual orientation, or any other protected class.

The College’s employment practices are in accordance with Title VII of the Civil
Rights Act, The Age Discrimination in Employment Act, The Americans with
Disability Act, The Equal Pay Act, Title Il of the Genetic Information
Nondiscrimination Act, or any other local, state, or federal law protecting
individuals from employment discrimination.

Furthermore, the College does not discriminate on the basis of the protected
class list above in administration of its educational policies, admissions policies,
scholarship and loan programs, and athletic and other College-administered
programs.

It is the College’s fundamental policy to provide equal opportunity in all areas of
employment practice. This policy extends to recruitment and hiring, working
conditions, pay and benefits, professional development opportunities,
performance review, promotion, and all other terms and conditions of
employment.

The College will not discriminate against any employee, applicant for
employment, student, or applicant for admission on the basis of gender, gender
identity, gender expression, sex, race, ethnicity, color, national origin, religion,
age, disability, veteran or military status, genetic information, family or marital
status, sexual orientation, or any other protected class under applicable local,
state, or federal law, including protections for those opposing discrimination or
participating in any grievance process on campus or within the Equal
Employment Opportunity Commission or other human rights agencies.
This policy applies to all terms and conditions of employment, including
recruiting, hiring, placement, promotion, termination, layoff, recall, transfer,
leaves of absence, compensation, and training. Inquiries about this policy and
procedure may be made internally to the Director of Human Resources/Title
IX/Equity Coordinator, Office of Human Resources, 4525 Education Park Drive,
Schnecksville, PA 18078, 610-799-1107.

The College expressly prohibits any form of workplace harassment based on
gender, gender identity, sex, race, ethnicity, color, national origin, religion, age,
disability, veteran’s status, genetic information, family or marital status, sexual
orientation, or any other protected class under applicable local, state, or federal
law. Improper interference with the ability of the College’s employees to perform
their job duties may result in discipline up to and including discharge.
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@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-216
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Family and Medical Leave Act (FMLA)
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Family and Medical Leave Act (FMLA)

The College is committed to ensuring that employees entitled to FMLA leave or
seeking the same are provided with a fair process by which the same will be
reviewed and provided. In addition, the College is committed to non-
discrimination and non-retaliation for the seeking and use of FMLA leave.

The Federal Family Medical Leave Act ("FMLA") provides College employees
with up to twelve (12) weeks of job protected family and medical leave with
continued health insurance coverage for up to the twelve (12)-week period.
Such leave will be unpaid unless the employee is eligible for paid leave under
current College policy.

FMLA does not replace or add to any paid leave benefits that College employees
now receive. To the extent that employees have available accrued leave,
employees must use their College-paid leave based upon the type of Family and
Medical leave being requested and such time shall run concurrent with FMLA
leave.

Reasons for Leave
Family and medical leave is available to College employees for the following
reasons:

(a) The birth of a child, and in order to bond with or care for that child;

(b) The placement of a child with the employee for adoption or foster care;

(c) The employee is unable to perform their job due to pregnancy prenatal
care or child birth

(d) Care of a spouse, child or parent who has a "serious health condition",
which means an illness, injury, impairment, or physical or mental condition
that involves inpatient care in a hospital, hospice, or residential medical
care facility or continuing treatment by a health care provider.

(e) The employee’s own "serious health condition" which makes him or her
unable to perform the functions of the job;

(f) Qualified exigencies that are the result of a covered service member being
called to duty in the Armed Forces. Eligible employees are entitled up to
twelve (12) weeks of leave because of "any qualifying exigency" arising out
of the fact that the spouse, son, daughter or parent of the employee is on
active duty, or has been notified of an impending call to active duty status in
support of a contingency operation. Active duty or call to active-duty status
refers to a member of the National Guard or Reserves. Qualifying exigency
includes short notice deployment, military events and related activities,
childcare, and school activities, financial and legal arrangements, counseling,
rest and recuperation, post deployment activities and additional activities; or
to care for a covered service member who is injured or becomes ill while on
covered active duty. An eligible employee who is the spouse, son, daughter,
parent or next of kin of a covered service member is entitled up to twenty-six
(26) weeks of leave in a single twelve (12) month period to care for the service
member. This military caregiver leave is available during "a single twelve
(12)-month period" during which an eligible employee is entitled to a
combined total of 26 weeks of all types of FMLA leave. A covered service
member is a current member of the Armed Forces, including a member of the
National Guard or Reserves who has a serious injury or illness incurred in the
line of duty while on active duty.
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Eligibility

To be eligible for the Family and Medical Leave benefit, an employee must have
worked for at least twelve (12) months for the College and for a minimum of
1,250 hours during the twelve (12)-month period immediately preceding the start
of the requested leave. With the exception of military leave, paid and unpaid
leave will not count as hours worked for determining eligibility.

Leave Benefit
Eligible employees approved for FMLA may take up to twelve (12) weeks of
Family and Medical leave.

FMLA will be measured forward from the date of the College employee’s first
FMLA usage.

Calculation of Leave
o Full-Time College Employees — twelve (12) weeks of FMLA equals
sixty (60) workdays or 480 hours.
e Regular Part-Time Employees — twelve (12) weeks of FMLA equals
thirty-six (36) workdays or 288 hours.

Intermittent Leave

Intermittent Family and Medical leave is defined as taking leave in separate
blocks of time due to a single illness or injury. Under FMLA, leave related to a
serious health condition of a child, spouse, parent or the employee can be taken
intermittently or on a reduced work schedule when medically necessary and
medical certification acceptable to the College is provided. The College
reserves the right to temporarily transfer an employee taking intermittent leave
or leave on a reduced work schedule for planned medical treatment to an
equivalent alternative position that better accommodates such intermittent or
reduced work schedule, unless the employee and the College agree to a specific
schedule.

Applying for Leave

To apply for FMLA, email or send your request to the Assistant Director of
Human Resources. You will then be given an FMLA Request Packet to
complete. This packet contains the appropriate forms to be completed by the
employee and/or physician. Employees should submit this request thirty (30)
days prior to the start of leave, when the leave is foreseeable, or as soon as
practicable, when it is not. Upon receipt of the FMLA Request Packet, the
employee will be advised if the requested leave is approved or not in written or
if additional information is needed to review the request.

Designation of Leave

The College requires certification for the serious health condition, serious injury,
oriliness of the covered Service Member. The employee must respond to such
a request within 15 days of the request or provide a reasonable explanation for
the delay. Failure to provide certification may result in a denial of continuation
of leave. This certification will be provided using the DOL Certification for
Serious Health Condition, Serious Injury, or lliness of Covered Service Member.

With five business days after the employee has submitted the appropriate
certification form, the Assistant Director of Human Resources will complete and
provide the employee with a written response to the employee’s request for
FMLA leave using the DOL Designation Notice.

If FMLA is approved, FMLA leave shall not exceed twelve (12) weeks (including the
use of any paid or unpaid leave time which will be utilized) during a twelve (12)
month period commencing with the date that corresponds to the beginning of
the leave.
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All insurance benefits shall continue in effect during the leave. Employees on
such leave shall not earn sick leave, vacation time, nor shall they be eligible for
holiday pay during the leave.

College employees may not work for another employer while on leave of absence.

Any employee entitled to FMLA leave may have the option to use up to ten (10)
days of sick leave either concurrently with the twelve (12) weeks of guaranteed
leave time within each year provided by the FMLA or at any other time during
the year.

FMLA leave must be used concurrently with sick leave, personal choice days,
vacation days, or any other leave time offered, paid or unpaid, after the optional
use of the ten (10) days of sick leave.

Legal Notice
The College shall post appropriate notices approved by the U.S. Department of
Labor advising employees of their rights under the FMLA.
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COMMUNITY COLLEGE

Policy No. 2-218
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Health Insurance Portability and Accountability Act (HIPAA)
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Delegation of Responsibility

Guidelines

Health Insurance Portability and
Accountability Act (HIPAA)

This policy is intended to promote awareness of the confidential nature of the
medical information that is collected, maintained, and disseminated by Lehigh
Carbon Community College, who is a sponsor of group health plans (the
"Plans"). The Plans are considered "group health plans" and "covered entities"
under the Health Insurance Portability and Accountability Act of 1996 (HIPAA)
and the regulations promulgated thereunder. This policy and these procedures
reflect the commitment of Lehigh Carbon Community College to protecting the
confidentiality of its plan participants’ private health information.

This policy shall be overseen by the Privacy Official, who shall report on privacy
issues, as needed, to the Director of Human Resources. The Privacy Official
shall be the Assistant Director of Human Resources, who shall have authority
and responsibility for implementation and operation of the policy and shall have
the discretion to delegate any of his or her responsibilities or functions to another
individual (the "Designee™).

This policy will apply to all group health plans sponsored by the College, including
medical, dental, prescription, and vision. The Designated Records Set of the
College will include all information in the files maintained by the Benefits Office.
These files include information about enroliment in the Plans. The College, as Plan
Sponsor, will collect only the minimum necessary protected health information
("PHI"), as defined by HIPAA, that is needed for the particular purpose for which it
is collected. The following College employees will be permitted to receive and/or
have access to PHI: Director of Human Resources and Assistant Director of Human
Resources.

Access to Records

The College, as Plan Sponsor, will provide all plan participants with the right to
access their own PHI that has been collected and is maintained by the College.
This right of access does not apply to psychotherapy notes and information
compiled in anticipation of a criminal or civil legal action.

Amendment to Protected Health Information

The College will allow plan participants to request amendment of any PHI that
is created and/or maintained by the College with respect to that plan participant.
PHI that was not created by the College or that is accurate and complete, as
determined by the Privacy Official or the Designee, is not subject to amendment.

Uses and Disclosure of Protected Health Information

The Plan Sponsor and/or any business associate of the Plan Sponsor will use and
disclose the PHI they create, collect and/or maintain for the following purposes:
to enroll employees and their dependents in the Plans or to make changes to one
of these enrollments; to evaluate renewal proposals or a new health plan or to
evaluate reinsurance vendors; to conduct cost-management and planning-related
analyses such as formulary development and administration and development or
improvement of payment methods; and to perform any related functions.
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All PHI collected by the College will be disclosed only to the following "valid
recipients" or in the following situations: (1) to the plan participant; (2) if the plan
participant is a minor, to the plan participant’s parent or legal guardian; (3) to an
insurance company, reinsurance company, a third party administrator, or a
business associate of the Plans; (4) to the plan participant’s representative,
agent, or any other person with a signed authorization from the plan participant;
(5) in response to legal process; (6) to investigate possible insurance fraud;
(7) to help settle a claim dispute for benefits under a medical benefit plan or
insurance policy; or (8) to the Plan Sponsor, in accordance with the provisions
of HIPAA.

Notice of Privacy Practices

It is the policy of the College to maintain and provide to all plan participants upon
request a Notice of Privacy Practices that describes the Plans’ required and
permitted uses and disclosures of PHI, all individual rights with respect to PHI
and any other required information.

Training

The Privacy Official or the Designee will train or oversee training for all current
staff and new employees that will have contact with PHI on the requirements of
this policy. The contents of the training sessions and the attendees will be
documented by the Privacy Official or the Designee.

Data Safeguards

The College will maintain reasonable and appropriate administrative, technical,
and physical safeguards to prevent intentional or unintentional use or disclosure
of PHI and to limit its incidental use and disclosure pursuant to otherwise
permitted or required use or disclosure. Such safeguards shall include internal
protocols to destroy documents containing PHI before discarding, securing
medical records with lock and key or pass code, and limiting access to keys or
pass codes.

Complaints

The College will accept and respond to complaints relating to this policy,
procedures, and compliance efforts relating to the privacy of PHI. All complaints
will be filed with the Privacy Official or the Designee.

Record Keeping

The College will retain all documentation related to this policy for a minimum of
six (6) years from the date the documentation was created or the date that it was
last in effect, whichever is later.

Sanctions

The College, as Plan Sponsor, on behalf of the Plans, will appropriately
discipline any staff member who fails to comply with this policy. All sanctions
will be documented by the Privacy Official or the Designee.

Mitigation of Wrongful Disclosures

The Plans will attempt to mitigate any disclosures of PHI that are in violation of
this policy by, for example, requesting return of any written PHI that was
improperly disclosed or by admonishing the recipients of any wrongly-disclosed
PHI of their obligation not to further disclose the PHI.

Refraining from Intimidation or Retaliatory Acts

It is the policy of the College to prohibit any intimidation, threats, coercion,
discrimination or other retaliatory acts against any person for the exercise of his or
her rights under this policy, for filing a complaint with the Department of Health and
Human Services, or for assisting in an investigation of any act made unlawful by
HIPAA.
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COMMUNITY COLLEGE

Policy No. 2-220
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Job Descriptions
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Job Descriptions

The goal of the College is to attract, motivate, and retain talent with a fair and
equitable compensation policy based on necessary knowledge, skills, and
abilities. There is a written job description for each employee of the College.
The purpose of job descriptions is to establish clear communication between the
College and the employees to assure that they have the same perception of
their duties, authorities, responsibilities, and measures of performance for a
particular position. Job descriptions also provide the basis for performance
evaluation and subsequent wage/salary review.

Each employee is responsible for carefully reviewing his or her specific job
description, understanding what is required of the job, and agreeing to do the job
as outlined. Further, all employees are responsible for reporting to their direct
supervisors, in event that their job description does not match the functions that
they actually perform on the job. Administrative job descriptions may need to be
updated periodically. This update is done during the annual appraisal process or
if an employee terminates from the College. A request for review of any job
description may be made to the Director of Human Resources.

Job descriptions will indicate requirements that are necessary provisions of
typical work assignments, including but not limited to physical requirements,
such as ability to lift objects.
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COMMUNITY COLLEGE

Policy No. 2-222
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Nepotism
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Nepotism

The College places substantial responsibility and authority for the effective
management of the College with College employees.

No employee may be placed in a work-related position in which he/she reports
directly or indirectly to another employee who is a relative, nor will any employee
be allowed to have impact on the performance appraisal of another employee
who is a relative or be in a work-related position that affects the terms and
conditions of a relative’s employment. Relatives are defined as spouse, parent,
stepparent, child, stepchild, brother/sister, step-brother/step-sister, half-
brother/half-sister, grandparent, grandchild, in-laws, aunt, uncle, niece, cousin,
or legal guardian.

Any exception to this policy will require the written approval of the President.
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COMMUNITY COLLEGE

Policy No. 2-223
SECTION 2: POLICY MANUAL
2. Employees

TITLE: No Expectation of Privacy
ADOPTED: July 6, 2017 (Resolution 53.01)
REVISED: October 5, 2017 (Resolution 53.09)

Purpose

Guidelines

Procedures

No Expectation of Privacy

LCCC is committed to maintaining an efficient, orderly, and secure workplace,
both on LCCC grounds and at school-sponsored events. To that end, LCCC
administrators, security personnel, and other appropriate law enforcement
authority are permitted to conduct searches of LCCC property and equipment,
both on school grounds and at school-sponsored events, as well as of
employees’ personal effects contained on school grounds and at school-
sponsored events, in accordance with this Policy.

Employees should have no expectation of privacy in the contents of or their use
of any property owned and/or provided by LCCC, including, but not limited to,
property provided on LCCC grounds or at school-sponsored events.
Such property includes, but is not limited to, all storage facilities, offices,
classrooms, workspaces, desks, file cabinets, lockers, voicemail, computers,
email accounts, and internet servers. LCCC reserves the right to access
and/or inspect these areas and property at any time, for any reason, and
without advance notice to the employee.

Any personal property such as employees’ personal luggage, handbag, briefcase,
or technology device that is located on LCCC property or at an off-campus school-
sponsored event may be accessed and/or inspected only where there is
reasonable suspicion that the employees’ personal property contains a
dangerous item and/or presents a safety and/or security hazard. The scope of
the search will be limited to only those areas that may contain the dangerous
item or safety and/or security hazard. When reasonably possible, employees
will be provided with advanced notice of the reason for the search and will be
permitted to be present for the search.

To promote the safety of employees, students, third parties, and LCCC
facilities/property, LCCC reserves the right to conduct video surveillance of any
portion of its premises at any time. Video cameras, if utilized, may be positioned
in any and all locations on LCCC’s premises, excluding restrooms, showers, and
dressing rooms. Thus, with the exception of the foregoing, employees should
have no expectation of privacy in their activities at any location on LCCC'’s
premises.

Searches may be conducted, in accordance with this policy, by the employees’
direct supervisors, security personnel, or another appropriate law enforcement
authority.
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COMMUNITY COLLEGE

Policy No. 2-224
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Progressive Discipline
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Progressive Discipline

The College adheres to a policy of progressive discipline. The purpose of this
policy is to promote disciplinary action that is prompt, tailored to the misconduct
committed and impartial. The objective of disciplinary action is to deter
employee misconduct and to promote a safe and productive workplace for all.

Procedure
Before any type of disciplinary action is determined or implemented, the
supervisor shall meet with the Director of Human Resources.

Types of Discipline
Disciplinary action taken may include one or more of the following:
(a) Verbal warning
(b) Note to file after the supervisor has advised the employee that he or she
has engaged in misconduct
(c) Written warning or written reprimand directing the employee to cease
the misconduct or avoid committing the same or similar offense or
violation at all times in the future
(d) Suspension from work without pay
(e) Termination of employment

Progressive discipline does not mean that disciplinary action will be
administered in the order listed above in all circumstances. In each case, the
following factors will be considered to determine the disciplinary action that is
appropriate in the circumstances involved:

(a) Whether the employee knew or should have known that the action or
in action he or she engaged in constituted misconduct because of a
rule, directive, policy or law addressing the subject

(b) Whether the employee’s action or inaction was intentional

(c) Whether harm or damage to persons or property resulted from the
employee’s action(s) or inaction(s) and the degree of such harm
or damage

(d) Whether the employee’s history of employment included any prior
instances involving the same or similar action(s) or inaction(s) for which
the employee received a prior warning or other form of discipline

(e) What type of disciplinary action will best serve the interests of the College
in getting the work performed in a satisfactory manner or in deterring the
undesired employee action (for example, excessive absenteeism is an
offense that deprives the College of the work for which the employee was
engaged. A suspension without pay is not well tailored to promoting the
chronically absent employee’s regular attendance at work, so a
suspension without pay would ordinarily not be implemented prior to
termination although a written warning ordinarily would be.

(f) Whether the employee’s own duties, responsibilities or work product or
ability to perform such duties, responsibilities or work product were
directly affected, compromised or undermined by the employee action
or inaction that constituted the misconduct, offense or violation of a
rule, directive, policy or law.

(g) What, if any, mitigating or other circumstances are present that might
affect the tailoring of the disciplinary action to the seriousness of the
offense under the circumstances?
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Some types of employee action(s) or inaction(s) may be serious enough when
all of the circumstances are considered in light of the above listed factors to
justify either a suspension without pay; or termination of employment for a single
or first time offense, and in such cases, progressive discipline will not be applied.
The Employee Code Conduct policy includes examples of such action(s) and
inaction(s) that may result in immediate suspension or termination of
employment for a single unrepeated offense.

Expungement

At the employee’s written request to the Director of Human Resources, and at
the discretion of the College, a disciplinary action that has been placed in the
employee’s personnel file may be expunged from the personnel file.
Expungement will not be considered before two (2) years have elapsed from the
date of the disciplinary action and the employee’s service has been satisfactory
in all other respects in those two years.

2-30



@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-226
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Romantic/Sexual Relationships
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Romantic/Sexual Relationships

The College is committed to fostering the development of learning and work
environments characterized by professional, ethical behavior that is free of
discriminatory behavior.

Romantic and/or sexual relationships between faculty/staff members and
students or supervisors and employees are discouraged.

If such a relationship should develop, all individuals shall notify the appropriate
Vice President, Dean, Associate Dean, or Director and the College may alter
the schedule of the student, faculty/staff member, or the reporting structure of
the subordinate or transfer or reassign one or both of the individuals.

Failure to self-report such relationships as required by this policy can result in a
disciplinary action against an employee.

If the College determines that it is impractical to alter the schedule, transfer, or
reassign individuals, appropriate action will be taken.
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COMMUNITY COLLEGE

Policy No. 2-228
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Teaching by Administrators
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: July 6, 2017 (Resolution 53.01)

Purpose

Guidelines

Teaching by Administrators

It shall be the policy of the College to encourage members of the administrative
staff to keep in close contact with the classroom, the student, and the teaching
faculty.

Teaching assignments for administrators (limit of six credits per semester) are
made by the dean(s). Assignments must be approved by the supervisor if
courses are taught during the workday schedule.

Compensation for teaching assignments will be paid only when the course
taught is scheduled at a time other than the employee's normal working hours.
Such compensation will be in accordance with the existing adjunct
compensation schedule.
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COMMUNITY COLLEGE

Policy No. 2-230
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Travel
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Travel

The College recognizes the need for its employees to travel for professional
development, training purposes, and to conduct College business. This policy
outlines acceptable expenses for which an employee may be reimbursed when
traveling on College business.

The College shall reimburse employees for the actual and necessary travel
expenses they incur in the course of performing services for the College.

The validity of payments for travel expenses for all employees shall be determined
by VP for Finance and Administrative Services. The VP for Finance and
Administrative Services shall develop administrative regulations for reimbursement
of travel expenses.

Employees seeking travel reimbursement must complete Travel Request Form
located in the Human Resources Office and submit the Form to their immediate
supervisor. In all instances of travel expense reimbursement, full itemization of
expenditures, with receipts attached, shall be required to be submitted with the
Form. Instructions and details regarding travel reimbursements will be provided on
the College intranet.

For official travel by other than automobile, the College may arrange the
advance purchase of transportation tickets.

Travel expense reimbursement shall be reimbursed at the current IRS rate per mile.

Note: Employees who have been awarded funds from the Professional
Development Committee must also follow that committee’s policies and procedures.

1. Estimate Costs Section of the Travel Request Form. This section of the
form must be filled in for all overnight trips. Registrations, hotels and airfare
(economy or coach) are preferred to be prepaid through the Finance Office.
a. An employee may request a travel advance for meals or other

incidental expenses. Seventy-five percent (75%) of estimated
expenses for total meals and incidentals may be advanced. The
maximum amount of one advance will be two hundred dollars ($200).
Travel advance checks are available for pick-up in the Finance Office
no sooner than five (5) days before your trip.

b. College credit card holders will not be issued travel advances.

c. Travel expense vouchers, along with itemized receipts, are due within
twenty (20) working days of employee’s return. Itemized receipts must
accompany reimbursement requests for all expenses. An employee who
chooses to prepay costs on his/her personal credit card must submit
itemized receipts with twenty (20) working days after the return of the trip.

2.  Hotel/lLodging. Employees are responsible for making their hotel reservations
and providing the Finance Office the total dollar amount due for the
reservation. A check will be processed and ready for pick up by the employee
in the Finance Office. If the employee chooses to prepay the hotel on his/her
personal credit card, itemized receipts must be submitted within twenty (20)
working days after the return of the trip in order to be reimbursed by
the College.

3.  Meals. The College will be using the IRS per diem rates for limits on meals
and incidental expenses. Charges in excess of these rates will not be
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reimbursed. Itemized receipts are required to document meal expenses.
The IRS has assigned a higher per diem rate to some travel destinations
and these are exceptions to the per diem cap .A list of these destinations
can be obtained from http://www.gsa.gov/portal/category/100000. Please
determine your destination’s eligibility when estimating and requesting
reimbursement for your trip expenses.

Meal allowances for a day trip are as follows:

a. Breakfast is at your expense.

b. Lunch is reimbursable.

c. Dinner is reimbursable if the meeting/conference lasts past your normal
scheduled business hours. If the meeting/conference is over before your
normal scheduled business hours, dinner is not reimbursable.

Meal allowances for overnight travel are as follows:

a. If an employee travels to a meeting/conference overnight, three (3)
meals will be reimbursable. If a meal is included in the cost of the
conference/meeting and the employee chooses to eat elsewhere, the
meal is not reimbursable.

Alcoholic beverages are not reimbursable.

Incidental expenses. Indicate what incidental expenses will be incurred
(receipts required for anything over five dollars [$5]).

Flight arrangements will be made with the College’s purchasing card. (See
Purchasing and Contract Manager) These arrangements should be made
at least six (6) weeks prior to departure date. Determine what dates you
will be traveling along with specific times of departure and arrival.
Research flights on the Internet to get an estimated cost of airfare.
Individuals who make their own travel arrangements will be reimbursed by
the College upon return from the trip. The employee should consider
whether alternative travel plans can be made that would reduce the cost of
airplane travel. For example, if a conference is scheduled to begin on
Monday, traveling on a Saturday may be considerably less expensive than
traveling on a Sunday, even with the additional night’s stay in the hotel.

The College maintains arrangements for discounts for car rentals. See the

Purchasing and Contract Manager for details.

a. Employees are only authorized to use his/her automobile if they have
a valid driver’s license and current auto insurance. If not, the employee
is not authorized to travel for the College.

b. Personal Automobiles may be used if the travel is within a reasonable
distance. Actual mileage traveled will be reimbursed at a rate
established annually by the College. The reimbursement rate is based
on the current rate established annually by the IRS.

c. Parking/Tolls will be reimbursed (receipts required).

d. Registration Fees — Attach completed registration form to the Travel
Request Form. Indicate to whom the check should be made payable
and to whom it should be sent.

e. Miscellaneous — Employees are permitted to travel, at College expense,
the day before the conference begins and the day after the conference
ends. Costs incurred beyond that time frame will not be reimbursed unless
there are savings to the College as specified in #6 section of this policy.

f.  When traveling from site to site, use the mileage from the site you work
at to the site you are traveling to.

g. When traveling from home to a site, use mileage that is the lesser.

All travel costs will be reimbursed once a month.

Note: Employees who have been awarded funds from the Professional
Development Committee must also follow that committee’s policies and procedures.
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Policy No. 2-232
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Tuition Waiver
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 5, 2022 (Resolution 57.43)

Purpose

Guidelines

Tuition Waiver — Administrative, Faculty, Staff

Tuition waiver for full-time administrative, faculty, and staff, their spouse, legal
dependent (as defined by the Internal Revenue Service) and individuals who are
or who have previously been legal dependents (while the employee is employed
by the College) for courses taken at the College will be provided in accordance
with the following:

1. Administrative, faculty, and staff will be permitted to take no more than two (2)
degree credit courses per semester, tuition free, subject to payment of all fees
and other ordinary charges and subject to the College not incurring any per
student charges from a third party.

2. Spouses and legal dependents and individuals who are or who have previously
been legal dependents (while the employee is employed by the College) will be
permitted to take degree credit courses at the College on a full-time or part-time
basis, tuition free, subject to payment of all fees and other ordinary charges and
subject to the College not incurring any per student charges from a third party.

3. Administrative, faculty, and staff will be permitted to take noncredit community
services courses, tuition free, subject to payment of all fees and other ordinary
charges on a space-available, sufficient-paid enroliment basis and subject to the
College not incurring any per student charges from a third party.

4. Spouses and legal dependents and individuals who are or who have previously
been legal dependents (while the employee is employed by the College) will be
permitted to take noncredit community services courses tuition free, subject to
payment of all fees and other ordinary charges on a space-available, sufficient-
paid enrollment basis and subject to the College not incurring any per student
charges from a third party.

5. If an employee, his/her spouse, or legal dependent and individuals who are or
who have previously been legal dependents (while the employee is employed by
the College) does not formally withdraw from the course according to the policies
of the College, he/she shall forfeit future eligibility for said tuition waiver over the
next one (1) semester or session. A second violation shall forfeit two (2)
semesters or sessions of eligibility.

6. Retired full-time administrative, faculty, and staff and their spouses shall be
permitted to take credit or noncredit community services courses, tuition free,
subject to payment of all fees and other ordinary charges on a space-available,
sufficient-paid enroliment basis and subject to the College not incurring any per
student charges from a third party.

7. Tuition waiver does not include fees of any kind or charges for textbooks.

8. College faculty and staff may apply for College and Foundation scholarships and
may be eligible for Foundation scholarships covering fees and books. Eligibility
for funding may be limited based upon financial need and the scholarship criteria
and donor restrictions. If scholarship funding is limited to tuition and fees, the
tuition waiver may restrict eligibility or reduce the amount of the scholarship funds.
Employees will receive no preferential treatment in the awarding of a scholarship.

Tuition Waiver - Children of Deceased Employees

Dependent children of a deceased employee, who was a full-time administrative,
faculty, and staff employee at the time of death, will be permitted to take degree
credit courses on a full-time or part-time basis, tuition free, subject to payment of all
fees and other ordinary charges, and subject to the College not incurring any per
student charges from a third party, for the two (2)-year period immediately following
completion of secondary school.
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Policy No. 2-234
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Use of Social Media
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Use of Social Media

The College recognizes that the use of social media has become an important
tool in the lives of employees, students, and the general population. The College
also recognizes, however, that social media poses inherent risks and dangers.
The College encourages employees to use social media responsibly.

Employees are expected to use good judgment if interacting with students or
colleagues via social networking websites, and if posting information about the
College or their employment on such sites or blogs.

Employees are reminded that due to the nature of technology, individuals do not
have an expectation of privacy on social media sites.

Employees may not post any financial, confidential, sensitive, or proprietary
information about the College or its students, prospective students, employees,
alumni, donors, or Trustees, unless doing so is within the scope of his/her job
duties and the appropriate supervisor has provided advance approval.

Employees are asked to refrain from posting derogatory, untrue, or inflammatory
comments about students, prospective students, colleagues or former
colleagues, alumni, donors, and Trustees.

While using social media, employees may not violate any other College policy,
including but not limited to College policies regarding discrimination,
harassment, and/or privacy.

Employees are required to comply with the Family Educational Rights and
Privacy Act, 20 U.S.C. § 1232g; 34 C.F.R. Part 99 ("FERPA") at all times,
including but not limited to during his/her use of social media.

Employees shall not post messages on behalf of the College unless doing so is
within the scope of their job duties and is authorized by the appropriate
supervisor.

Employees are expected to refrain from personal use of social networking sites
during their working hours.

The Administration may establish additional guidelines and expected standards
of conduct. Such guidelines are to be reviewed in advance with the Executive
Director of College Relations or designee.

2-36




@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-236
SECTION 2: POLICY MANUAL
2. Employees

TITLE: Workplace Violence
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Workplace Violence

The College will not tolerate violence or any threat of violence in the workplace
or in the course of doing business.

Any employee subjected to a threat or act of violence, or who is witness to a threat
or an act of violence from an applicant, employee, student, or any other person at
work (or during the course of doing business), shall immediately contact their
immediate supervisor, the Director of Human Resources, and/or Security.

The College will not tolerate threatening, intimidating, or harassing behavior of
any sort; possession or use of weapons; physical attacks; or the intentional
destruction of another’s personal property, including the Colleges’. (Please refer
to the College’s Firearms, Weapons and Explosive Policy.)

Any employee who threatens or commits an act of violence, threatens use of a
weapon, or otherwise engages in intimidating or harassing behavior both on and
off duty is subject to discipline, up to and including termination.

Nothing in this Workplace Violence policy shall be construed as limiting the right and
responsibility of the College staff and other individuals to notify competent law
enforcement agencies when such staff or individuals believe a violation of the law
has taken place.
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Policy No. 2-300

SECTION 2: POLICY MANUAL
3. Facilities and Campus Grounds

TITLE: Accessibility
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Delegation of Responsibility

Accessibility

The College recognizes and supports the standards set forth in Section 504 of
the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of
1990, as amended, and similar state laws, which are designed to eliminate
discrimination against qualified individuals with disabilities. Disabilities may
include physical or mental impairments which substantially limit one or more of
a person's major life activities, and which necessitate modifications to the
facilities, programs, or services of the College.

All College facilities are compliant with the Americans with Disabilities Act.
The College is committed to making reasonable accommodations for qualifying
students, employees, visitors, and third parties on College grounds with
disabilities as required by applicable laws. The College is committed to making
the campus and its facilities accessible as required by applicable laws.
The College cannot make accommodations that are unreasonable, unduly
burdensome or that fundamentally alter the nature of the College's programs.

The Director of Facilities Management performs a self-evaluation of existing
College facilities to identify areas where barriers may be removed to improve
accessibility so that College programs, facilities, and activities are accessible.

For information on accessibility or for accessibility accommodations, contact
the Director of Human Resources at 610-799-1107.
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COMMUNITY COLLEGE

Policy No. 2-302
SECTION 2: POLICY MANUAL
3. Facilities and Campus Grounds

TITLE: Drug-Free Campus, Alcohol, and Drug Abuse Prevention
Program

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: August 1, 2019 (Resolution 55.07)

Purpose

Definition

Guidelines

Drug-Free Campus, Alcohol, and
Drug Abuse Prevention Program

It is the policy of the College to maintain a drug-free environment. The College
is committed to protecting the safety, health, and well-being of its employees,
students, and all people who come into contact with its workplace/campus and
property, and/or use its services. The College is committed to maintaining a
healthy and safe environment that promotes respect for oneself and others, zero
tolerance for disruptive behavior resulting from alcohol and other drug abuse,
and compliance with the law. The policy is meant to encourage responsibility of
individuals to themselves and each other, to establish procedures and
guidelines consistent with local, state, and federal law, and to hold individuals
responsible for actions that are in violation of this policy.

“lllegal Drug” shall mean a “controlled substance” as defined by the Controlled
Substances Act, 21 U.S.C. 812 or other relevant federal, state, and/or local laws.

General

The manufacture, possession, distribution, or use of drugs and/or alcohol while
on College property, at College-sponsored events, and/or while representing the
College is prohibited. The only exception to this policy shall be for the service
and/or use of alcoholic beverages approved in advance by the College President
or designee in accordance with Policy No. 3-200.

Being visibly intoxicated or under the influence of illegal drugs on College property,
at College-sponsored events, or while representing the College is also prohibited.

Any person on College property, at College-sponsored events, and/or while
representing the College shall comply with federal, state, and local laws
concerning drugs and alcohol.

Students, employees, and volunteers who are legally permitted to use alcohol
may do so on College property are expected to do so in a way that does not
bring discredit upon themselves or the College or interfere with the rights,
freedoms, or safety of others.

The College encourages individuals to seek help with drug and alcohol
problems. However, nothing in this policy is intended to limit the College’s ability
to take action against those who violate this policy.

College officials will cooperate with federal, state, and/or local authorities to
ensure compliance with drug and alcohol related laws.

The College is not responsible for any actions taken by students, employees, or
volunteers who are intoxicated or are under the influence of drugs or alcohol.

Employees and Volunteers
All employees and volunteers must abide by this policy. Violation may result in
appropriate action being taken by the College, which may include discipline up
to and including termination.
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Employees and volunteers must notify the Director of Human Resources within
72 hours of an arrest or conviction under the Pennsylvania Controlled
Substance, Drug, Device and Cosmetic Act (“the Act”), whether occurring on or
off College property. A conviction under the Act will result in appropriate action,
which may include discipline up to and including termination.

Students

Violation of this policy by a student may result in appropriate action being taken
by the College, which may include discipline up to and including dismissal from
the College.

The College defines its relationship with students in this area as non-custodial
and stresses that there is no "special relationship" created by their status as
students as it pertains to the law.

Drug-Free Campus Brochure

A copy of the College’s Drug-Free Campus Brochure, which is distributed
annually to all College employees and students as required by the Drug-Free
Workplace Act of 1968 and the Drug-Free School and Communities Act
Amendments of 1989, can be found at www.lccc.edu under Campus Safety and
is also available from the Security Office and Office of Human Resources.
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Policy No. 2-304
SECTION 2: POLICY MANUAL
3. Facilities and Campus Grounds

TITLE: Service Animals
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 7, 2020 (Resolution 55.46)

Purpose

Guidelines

Definitions

Service Animals

To establish guidelines for the use of service animals on College property or at
College programs.

No personal pets/animals are permitted on College property or at College
programs, except service animals, defined below. It is the policy of the College
that service animals assisting individuals with disabilities are generally permitted
in all facilities and programs, except as described below.

Definitions

"Service animal" is defined by the Americans with Disabilities Act, as amended
(ADA), as any guide dog, signal dog, or other dog and miniature horse trained
to do work or perform tasks for the benefit of an individual with a disability,
including, but not limited to: guiding individuals with impaired vision; alerting
individuals with impaired hearing to intruders or sounds; providing minimal
protection or rescue work; pulling a wheelchair; or fetching dropped items.
(28 Code of Federal Regulations [CFR] Part 36, Subpart A — General, 36.104
Definitions). The service animal should be individually trained to do the work or
perform tasks for the benefit of an individual with a disability.

If they meet this definition, animals are considered service animals under the
ADA, regardless of whether they have been licensed or certified by a state or
local government.

General

Service animals accompanying individuals with disabilities, including visitors,
staff/femployees and students are welcome on College campus, except in
situations determined to apply as stated in “Modification of Access” of Service
Animal" below. Specific questions related to the use of service animals by
visitors can be directed to the Office of Public Safety.

The College shall not require an owner or handler of a service animal dog to pay
an extra charge for the animal to attend events for which a fee is charged.

In situations where it is not obvious that an animal is a service animal, staff may
ask only two specific questions: (1) is the animal required because of a disability?
and (2) what work or task has the animal been trained to perform? Staff is not
allowed to request any documentation for the animal, require that the animal
demonstrate its task, or even inquire about the nature of the person’s disability.

Service animals must comply with all applicable Pennsylvania dog laws.
Information related to licensing, ID tags, vaccinations, rabies, and other
requirements under Pennsylvania Dog Law can be found at:
http://www.animallaw.info/statutes/stuspa3ps459 502.htm. Additionally, service
animal owners/handlers are responsible for knowing and complying with
applicable local ordinances with respect to the service animal.

Under Control: The owner/handler of a service animal must be in full control
of the animal at all times. Leash: The service animal must be under handler
control at all times. The handler may use a leash, harness or tether, unless
either the handler is unable because of the disability to use a harness, leash, or
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other tether or the use of a leash, harness, or tether would interfere with the
service animal’s safe, effective performance of work or tasks.

Cleanup Rule: The owner/handler of a service animal must ensure cleaning up
of any College property the animal might soil. The animal must be housebroken.
The care and supervision of a service animal is solely the responsibility of
owner/handler.

Service Animals in Training: Under Pennsylvania law, trainers of service
animals are entitled to equal access and treatment in all public accommodations
without discrimination.

If non-service animals are needed for class purposes, written permission must
be granted by the dean with a copy of the request given to the Department of
Human Resources.

Miniature Horse
Individuals with disabilities who are requesting to have a miniature horse serve
as a service animal should forward such request to Director of Public Safety.
In making a decision regarding such request, the Director of Public Safety shall
consider the following four factors as a reasonable accommodation:

1. Whether the facility can accommodate miniature horse features;

2. Whether the handler has sufficient control of the miniature horse;

3. Whether the miniature horse is housebroken; and

4. Whether the miniature horse’s presence in a specific facility compromises

legitimate safety requirements that are necessary for safe operation.

Modification of Access of Service Animal

A service animal may be removed or prohibited from a College facility or
program if the animal’s behavior or presence poses a direct threat to the health
or safety of others. For example, a service animal that displays vicious behavior
towards people may be excluded. | f an animal is properly excluded, the
individual with a disability will be given the opportunity to participate in the
service, program, or activity without the service animal on the premises, with the
provision of auxiliary aids or services, if necessary.

When there are questions concerning the modification of access of the service
animal and/or fundamental alterations to the nature of a program or activity as
a result of the service animal’s presence, the following individuals should
convene to determine a plan of action. Representatives should include
Disability = Support  Services, service animal owner, impacted
division/department, and Public Safety. Examples of access issues may
include, but are not limited to: research labs, areas requiring protective clothing,
food preparation areas, and animal research labs.

Questions related to the use of service animals on campus should be directed
to the Director of Public Safety at 610-799-1169, the Learning Specialist for
Accessibility and Special Programs office at 610-799-1579, or Director of
Human Resources at 610-799-11079.
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COMMUNITY COLLEGE

Policy No. 2-306
SECTION 2: POLICY MANUAL
3. Facilities and Campus Grounds

TITLE: Smoking
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Smoking

The College is dedicated to providing a healthy, comfortable, and productive
environment for all employees, students, and visitors. The purpose of a smoke-
free campus is to limit exposure of the College community to the effects of
second hand smoke and to reduce the risk of fire in and around our buildings.

The College is a smoke-free and tobacco-free campus.

Smoking and/or the use of tobacco products is prohibited in all buildings and on
all grounds of the College campus, including all College-owned and College-
leased buildings and grounds and owned or leased vehicles. For purposes of
this policy, tobacco products shall include lighted cigars, cigarettes, pipes, or
any other form of smoking objects or devices, including electronic cigarettes or
other forms of vaping and chewing tobacco.

The following fines will be imposed for violation of this policy:

(a) First Offense: $15

(b) Second Offense: $40

(c) Third Offense:  $40

(d) Fourth Offense: Individual is subject to disciplinary procedures as
appropriate.

All smoking citations will be issued when violation of the policy is witnessed by
a member of the College Security staff. The citation must be issued directly to
the offender at the time of the offense.

Nonpayment of fine and excessive offenses will result in the following actions:

(a) Employees - The name of any College employee cited for the
individual's fourth offense will be forwarded to the Human Resources
Office for inclusion of the offense in the employee’s personal file and for
disciplinary action as appropriate per the College’s Policies &
Regulations Manual.

(b) Students - Breaches of this policy will be subject to the College’s Policies
& Regulations Manual and Student Handbook. Nonpayment of fine by
any student or a student issued a citation for a fourth offense will be
referred to the Dean of Student Support and Success for disciplinary
action as appropriate per the College’s Policies & Regulations Manual or
Student Handbook and could include suspension of library privileges
and/or a hold on student grades and registration.

Smoking Cessation Programs

The College, through the Office of Human Resources, identified smoking
cessation programs for those eligible through our medical insurance carrier.
Faculty and staff should, if they so desire, contact the Office of Human Resources
to get all appropriate information entitled to them as part of their employee
benefits.
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Policy No. 2-308
SECTION 2: POLICY MANUAL
3. Facilities and Campus Grounds

TITLE: Use of Facilities by Students, Employees, Sponsor School
Districts, and Third Parties
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 7, 2020 (Resolution 55.46)
November 3, 2022 (Resolution 58.08)

Purpose

Guidelines

Use of Facilities by Students, Employees,
Sponsor School Districts, and Third Parties

The use of the facilities of the College by students, faculty, staff, sponsor school
districts, and third parties is welcomed and encouraged. In order to provide for
the maximum use of the facilities, the safety of participants, and the protection
of the College facilities and equipment, certain procedures and regulations have
been developed and are herein stated. Use of College facilities is based upon
availability. College facilities will be made available to third parties, within the
parameters of this policy, provided such use does not interfere with the
educational, extracurricular, or other programs of the College.

General Rules/Regulations

The President or his/her designee will designate a person for each event who
must be on duty at all times for all student, faculty, staff, sponsor school district
and third party events occurring outside normal operating hours while the
College is not in session. This person shall also be responsible for opening the
facility prior to its being used, shall maintain College regulations during the
event, and shall close and secure the facility at the conclusion. Participants in
the event are expected to comply with the instruction of such designated person
in upholding regulations of the College.

A security officer must be on duty for any and all uses, pursuant to this policy. The
costs for this service will be borne by the College, provided no admission fee is
charged for the event and the event is held during normal operating hours. If an
admission fee is charged or the event is not held during regular operating hours,
then the costs shall be borne by the sponsors of the event. The costs for the
security officer will be based on the security officer’s regular rate of pay.

For student activities held in College facilities or other buildings or locations
during normal school hours, a professional staff member shall be in attendance.

Requests to hold events in which an admission is charged are permitted if the
event is sponsored by the College or its Foundation. Other requests for charging
admission from groups such as a club, department, sponsor school district or
third party will be reviewed by the President’s Cabinet. The review will be based
on objective, viewpoint neutral criteria that will be developed by the President/
designee and provided, in writing, to any requestor.

No event privately sponsored by a College employee will be permitted on
College facilities for which an admissions charge will be made.

All events are expected to be conducted in an orderly manner and are not to be
of such a nature as to incite others to disorder.

The facilities shall not be used for a purpose that is unlawful.
Gambling, the use of alcoholic beverages without authorization, the illegal use

of controlled substances, and the unauthorized possession or use of lethal
weapons in the buildings or on the grounds are absolutely prohibited.
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The College facilities are a smoke-free and tobacco-free facility.

Signs advertising a particular event or activity that will be occurring on College
facilities may be placed on appropriate College bulletin boards or display areas,
provided approval has been granted in writing from the Director of Student Life.
The Director of Student Life, when reviewing requests to post signs, will decide
whether a sign may be posted, based on the following criteria:

1. No sign may be posted that contains lewd, vulgar, or obscene language
or images.

2. No sign may be posted that has created a disruption or is likely to create
a disruption to the educational program.

3. No sign may be posted that conveys support for tobacco, drugs, or alcohol.

4. All signs must explicitly state that the event is not sponsored by the
College.

5. All signs must conform to reasonable time, place, and manner restrictions.

The College and persons using College facilities will not discriminate on the
basis of race, color, sex, pregnancy, religion, ancestry, national origin, age (over
40 years old), disabilities, genetics, veteran status, or sexual orientation, or any
other legally protected characteristic, in its educational programs, activities,
admissions, or employment practices as required by applicable laws and
regulations and use of College facilities. For information regarding civil rights or
grievance procedures or for information regarding services, activities, and
facilities that are accessible to and useable by persons with disabilities, contact
the Office of Human Resources. Students may contact the Office of Disability
Support Services.

All use of College facilities shall be automatically cancelled when the College is
closed due to inclement weather or other emergency conditions.

For student events involving the sale of tickets or the exchange of money
including the payment of royalty or other special fees or when a contract is to be
entered into by the group or organization or the College, prior approval must be
obtained from the Dean of Student Development, Equity, and Inclusion. The
event sponsor shall provide clear evidence that proper accounting procedures
will be followed and that College regulations will be upheld by signing and
following procedures as delineated on the appropriate Use of Facilities Request
form.

For faculty and staff-sponsored events involving the sale of tickets or the
exchange of money, including the payment of royalty or other special fees or
when a contract is to be entered into by the group or organization which in any
way obligates the group or the College, the event sponsor shall provide clear
evidence that proper accounting procedures will be followed and that the
appropriate College regulations will be upheld.

There shall be a rental charge for the use of College facilities by students,
faculty, staff, or sponsor school district or third parties for personal use.

The use of the College facilities by students, faculty, staff, sponsor school
districts or third parties shall not be allowed to restrict or limit the normal
instructional program carried on by the College. Further, the use of any College
equipment shall be subject to availability and prior approval of the Special
Events Office.

Requests for rooms from external clients are available online

at: https://www.lccc.edu/about-lccc/facilities-request-form-external-request).
Internal requests are made through the myLCCC portal

at: https://25live.collegenet.com/pro/lccc#!/home/event/form)
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Use of Facilities by Students, Employees, and Sponsor School Districts

Restricted Use.

During scheduled credit classes, the College restricts the use of classrooms or
science and/or computer labs to: (1) the assigned instructor and (2) registered
students. No other persons are permitted to be in attendance with the following
exceptions: (1) guest lecturers; (2) the single-day visitor; i.e., high school student
exploring College options, relative of a registered student who wishes to visit for
a particular reason, etc. (who must be approved by the instructor); (3) individuals
providing accommodations for students with disabilities; and (4) the instructor’s
supervisor who will be present from time to time to conduct evaluations.

Priority of Use.
Use of College's facilities shall be as follows:

First priority. College activities (in order from highest to lowest priority):
(1) Instruction — credit
(2) Instruction — non-credit

Second priority. College-sponsored events (in order from highest to lowest priority):
(1) Student Groups, Alumni groups or persons
(2) Groups from the College sponsor school districts

Third priority: Third parties

Priority use of the College’s Banquet/Event hall facility shall be as follows:
(1) College activities
(2) Groups from the College sponsor school districts
(3) Student Groups and Alumni Events
(4) Groups from the community that the College serves
(5) Third party groups/individuals

When two (2) or more groups or persons in the same category make conflicting
requests, the use will be granted on the basis of the forgoing priority statuses
with the President determining who gets to use the facility in the event that each
has the same priority.

The Special Events Office may reassign space already approved and assigned
and try to arrange alternate facilities for the prior approved application.

LCCC Wellness Center

No one is permitted in the Wellness Center unless they have a valid LCCC ID.
Anyone using the Wellness Center must show their LCCC ID and must complete
a waiver form at Wellness Center desk prior to usage each academic year.
You MUST bring your LCCC ID each time you want to use the Wellness Center.
No one under the age of 18 will be permitted in unless they are registered in a
current College approved program.

Separate locker rooms are available for students and staff. Daily use locks are
available at the Wellness Center desk for you to secure your belongings while
you are using the facility.

All College policies regarding appropriate conduct on college property applies
to usage of the Wellness Center.

Any questions, comments or suggestions can be emailed to wellness@lccc.edu.

Use of Facilities by Third Parties

The College will provide for the use of College facilities by third parties when
permission has been requested in writing and has been approved according to
the following guidelines and viewpoint neutral criteria developed by the College
President or designee.
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No College facility shall be made available for use by a third party if its use would
interfere with use by the College or by a College-related event or if its purpose
as an organization or for the use violates the College’s nondiscrimination policy.

If an admission fee is to be charged by any applicant, the application shall so
state, and the amount of any such fee shall be consistent with admissions fees
currently approved for College-related student dramatic performances,
concerts, films, debates, exhibitions, athletic events, contests, and the like.
The imposition of higher fees may be permitted under special circumstances, as
determined by the President (such as those involving the employment of paid
performers, paid stagehands, or paid musicians).

Authorization to use College facilities shall not in any way imply approval or
sanction by College of either the organization authorized to use College facilities
or the activity to be conducted therein, and a statement to this effect shall be
included in any advertising or promotional statements or literature concerning
such use and activity. All advertising or promotional statements or literature
should state that the event or activity is not College sponsored and not approved
or sanctioned by the College with a copy provided to the College prior to release
or distribution.

Use of College facilities by applicant will not be permitted for any partisan
political meeting or function. Nothing in this policy should be construed to
prohibit non-partisan political meetings.

Any use of College facilities shall be in an orderly manner and shall not disturb
other persons using College facilities. The applicant shall be responsible for the
conduct of persons attending such meetings and for the maintenance of College
property in good condition. The College reserves at all times the right to reject
any or all requests for such use of College facilities and to terminate such use
at any time upon failure to comply fully with these Regulations.

The Vice President for Finance and Administrative Services shall establish and
maintain a schedule of charges for the use of College facilities. Each year the fee
schedule will be reviewed and established by President’s Cabinet and submitted
for review by the Board of Trustees, Finance and Facilities Committee.

The College President, or designee, shall develop procedures for granting
permission to use College facilities and shall promulgate rules and regulations
for such use.

The College President will from time to time designate committees or individuals
to scrutinize applications submitted and to make appropriate recommendations.

Exceptions to this policy can be made only in writing by the College President.
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Policy No. 2-400
SECTION 2: POLICY MANUAL
4. Finances

TITLE: Dual Signatures
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Dual Signature

The College works to ensure adequate internal controls over College resources.
As part of such efforts, it implements this policy to require dual signatures for
withdrawals of College funds in excess of a designated figure.

The Board of Trustees authorizes the President, with the approval of the Finance
and Facilities Committee, to designate certain administrators (the list of which
will be maintained in the Finance Office) with the authority to sign checks, drafts,
or other withdrawals for all of the various College accounts in which all checks,
drafts, or other withdrawals are in amounts of $15,000 and greater.
Such amounts shall require the signature of at least two authorized
administrators (one of which may be electronic) and provide further that a report
of all accounts and authorized signers be presented annually to the Board of
Trustees Finance and Facilities Committee.
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Policy No. 2-401
SECTION 2: POLICY MANUAL
4. Finances

TITLE: Investment of College Cash Flow Funds
ADOPTED: April 3, 2014 (Resolution 49.49)
REVISED: Added to P&R Manual (Resolution 57.06)

Purpose

Authority

Definitions

Investment of College Cash Flow Funds

It shall be the policy of the Board of Trustees to optimize its return through
investment of cash flow balances in such a way as to minimize non-invested
balances and to maximize return on investments without jeopardizing cash
demands.

The primary objectives of investment activities, in priority order, shall be:

Legality - All investments shall be made in accordance with applicable laws
codes and regulations of Pennsylvania in domestic investments only.

Safety - Safety of principal shall be of highest priority. Preservation of capital
in the portfolio of investments shall be ensured through the mitigation of
credit risk and interest rate risk.

Liquidity - Investments shall remain sufficiently liquid to meet all operating
requirements that are reasonably anticipated. A conservative fiscal year
operations anticipated cash flow shall be developed so that investments can
be made as early as possible, with maturities concurrent with anticipated
cash demands.

Yield - Investments shall be made with the objective of attaining a market-

average rate of return throughout the budgetary and economic cycles, taking
into account the investment risk constraints and liquidity needs.

All investments of the College's cash flow funds shall be made in accordance
with this policy and a Board-approved annual investment program.

Short-term - any period twelve (12) months or less.
Long-term - any period exceeding forty-eight (48) months' duration.
Mid-range - any period between short-term and long-term.

Credit-risk - the risk of loss of principal due to the failure of the security issue
or backer of the issue.

Interest rate risk - the risk that the market value of securities will fall due to
changes in general Interest rates.

Investment Officer - the College President, chief financial officer or other officer
designated by the Board.

Investment program - the specifically enumerated and Board-approved
investment strategy.
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Board Approved Investments The College will follow Section 1706 of the County Code of the Commonwealth
of Pennsylvania for investment of College funds. As such, the College is
authorized to invest its funds in the following:

e United States Treasury Bills.

e Short-term obligations of the United States government or its agencies
and instrumentalities.

e Deposits in savings accounts, time deposits or share accounts of
institutions  having their principal place of business in the
Commonwealth of Pennsylvania and insured by the Federal Deposit
Insurance Corporation (FDIC) or other like insurance.

e Obligations of the United States of America or any of its agencies or
instrumentalities backed by the full faith and credit of the United States,
the commonwealth of Pennsylvania or of any political subdivision of the
Commonwealth of Pennsylvania or any of its agencies or
instrumentalities backed by the full faith and credit of the political
subdivision.

e Shares of an investment company registered under the Investment
Company Act of 1940, whose shares are registered under the Securities
Act of 1933.

o Certificates of deposit purchased from institutions having their principal
place of business in or outside the Commonwealth of Pennsylvania that
are insured by the FDIC or other like insurance. For any amounts in
excess of the insured maximum, such deposits shall be collateralized
by a pledge or assignment of assets pursuant to Act No. 72 of the
General Assembly. Certificates of deposit may not exceed 20% of a
bank’s total capital surplus or 20% of a savings and loan’s or savings
bank’s assets net of its liabilities.

o Repurchase agreements that are fully collateralized by obligations of
the United States of America.

Delegation of Responsibility The Board shall delegate to the Investment Officer the responsibility to manage
the College's investment program.

Annually, the investment program shall be prepared by the Investment Officer
based upon the anticipated cash flow of all College funds, i.e. general, capital
reserve, bond, etc., and presented to the Board for approval. The Investment
Officer shall utilize competitive bid procedures to manage the portfolio.

The Investment Officer shall at least quarter annually report to the Board the
following:

1. Amount of funds invested.
Types and amounts of each investment and the interest rate
earned on each.

3. Names of the institutions where investments are placed.

4. Current market value of the funds invested.

5. Other information required by the Board.

Guidelines Investments permitted by this policy must be collateralized in accordance with
Act No. 72 of the General Assembly (72 P.S. Sec. 3836, et seq.). The
Investment Officer shall obtain monthly letters from depository institutions that
have College fund in excess of the FDIC limits.

All securities shall be purchased in the name of the College.

Disclosure All College officers and employees involved in the College's Investment process
shall disclose any personal business activity that could conflict with the proper
execution and management of the investment program or could impair their
ability to make impartial decisions, and defer from participating in the process.
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Audit The Board directs that all investment records be subject to annual audit by the
College's independent auditors.

The audit shall include but not be limited to independent verification of amounts
and records of all transactions, as deemed necessary by the independent
auditors.

It shall be the responsibility of the investment officer, and the institutions where
investments are placed to maintain necessary documents to permit independent
audit of the College’s investments.

Bond Proceeds Bond proceeds shall be invested in accordance with the Local Government Unit
Debt Act and applicable federal and state laws, subject to approval by the
solicitor and/or bond counsel and the Board.

Investment transactions arising from bond proceeds shall be reported to the
Board, in accordance with this policy.
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COMMUNITY COLLEGE TITLE: Purchases for Special Occasions
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 1, 2018 (Resolution 54.13)

Purchases for Special Occasions

Purpose The College works to ensure adequate internal controls over College resources.
The College implements this policy to outline the requirements and procedure
governing the College’s disbursement for special occasions.

Guidelines The College will provide cake and coffee for special occasions. Contact the
Office of Human Resources to request the items for the occasion.

The College budget managers/staff are not permitted to spend any additional
College funds for the event. Any additional items purchased for the occasion
will be personal expenditures. For purposes of this policy, "special occasion”
may include, but not be limited to: retirements and special awards.

Delegation of Responsibility A supervisor shall make the request to the Office of Human Resources.
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Policy No. 2-404
SECTION 2: POLICY MANUAL
4. Finances

TITLE: Purchasing Requirements for Purchasing Goods and Services
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 7, 2020 (Resolution 55.46)

Purpose

Guidelines

Purchasing
Purchasing Requirements for Purchasing Goods and Services

The goal of the Purchasing Department is to facilitate the acquisition of goods
and services in order to meet the needs of the College and its sites and
departments. Purchase orders are required before making purchases of goods
and services. Purchase orders encumber funds against departmental budget
lines which allows for more accurate and more current budget monitoring.
Purchase orders also provide authorization to outside vendors to deliver the
goods or services to the ordering department. Finally, use of the purchase
orders provides the necessary accounting trail to more efficiently track orders
through receipt of goods and services and payment of invoices.

The following directives are intended to serve as a guide for understanding the
processes and parameters associated with purchasing necessary goods and
services for the College. The Purchasing and Contract Manager in conjunction
with the College Controller/Vice President for Finance and Administrative
Services is responsible for ensuring compliance with the College procurement
policy or other approved purchasing process.

Requisitions using the College’s software application (Banner) are essential to
purchase goods and services. The requisition starts the procurement process
and must include appropriate, active budget codes with sufficient funds to cover
the purchase and proper authorization. Upon approval by the Purchasing
Department, a Purchase Order is generated and provides the authority for the
department to place the order. Timely submission is essential to ensure timely
acquisition and delivery.

Bidding and Quotations
College guidelines dictate that certain items or projects must be advertised for
competitive bids. The guidelines for this process are as follows:

1. For the purpose of this section, “Iltems” shall be defined as an individual unit
of goods and/or services, or a grouping together of units of goods and/or
services combined together to form a complete unit of integral parts which
are functionally compatible, normally purchased together, and used as
together as a complete unit. The definition of “ltems”, shall not include
individual units or component parts which comprise a functionally compatible
unit as described above; the purchasing of such individual units or
component parts in small groupings to avoid the requirements of this policy
shall be discouraged and deemed contrary to the policy of the College.

2. ltems with a cost exceeding $5,000 but less than $20,000 may only be
purchased after soliciting quotations from at least two (2) different vendors.
Quotations for such purchases may be received by telephone, Internet, or
in writing. Quotations will be tabulated and recorded for permanent file in
the Finance Department, indicating the ltems quoted, the date, and the
vendor quoting. The decision to accept a quote and award the contract
shall be made by the VP for Finance and Administrative Services.

3. Purchases of Items costing over $20,000 must be advertised for competitive
bids in at least one (1) newspaper of general circulation serving the sponsors
of the College, at least ten (10) days before the deadline for vendors to
submit their bids. The Finance Department handles the administration of
all bid processes for the College. The entire process involves a minimum
of two (2) months’ time until an order may be placed.
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Advertisement for competitive bids may be waived whenever the Chair of
the Board of Trustees determines that an emergency exists.

The College shall have the right to reject any or all bids or quotations, or
select a single item from any bid or quotation.

All bids as stated above shall be received by the Purchasing and Contract
Manager in properly identified sealed envelopes. The bids shall be opened
at a designated time and place in the presence of the Vice President for
Finance and Administrative Services or his/her designee, who shall be
responsible for properly recording and preparing a list of all bids received.
The decision of acceptance of a bid and awarding of the contract shall be
made by the Board of Trustees upon recommendation of the proper
committee of the Board of Trustees.

Purchasing Items Excluded From Above Stated Requirements Are As Follows:

1.

SOONOORWN

12.

13.
14.

Professional Services — actuary, architects, appraisers, business consultants,
business development managers, certified public accountant, construction
managers, copy writers, legal, medical, engineering, or other professional
services involving professional expert advice

Contracts with governments (federal, state, and local)

Contracts for Advertising and Media

Purchase of insurance and surety bonds

Services that require software or hardware licensing/maintenance agreements
Service contracts with a maximum length of one (1) year

Contracts for equipment parts

Utility services, electric, heating, telephone, water, and sewerage
Emergency maintenance and repairs

. Supplies and materials which can only be furnished by one supplier

such as purchase of patented and manufactured articles sold in a
noncompetitive market

. Purchase of books and digital materials for the library

Purchase of items through Pennsylvania Department of State piggyback
purchasing program, the Lehigh Valley Association of Independent Colleges,
the Lehigh County School Joint Purchasing Board, the Educational and
Institutional Cooperative Purchasing, or any other purchasing consortiums in
which the College associates

Vendors providing lower discounts than #12 purchasing consortiums
Enhancements or expansion of existing operation systems

Bidding and Award of Contracts: Construction and Planned Repairs
Subject to the Rules, Regulations, and Procedures for Lehigh Carbon
Community College, the Board of Trustees may have any construction,
reconstruction, repairs, or work of any nature performed by Lehigh Carbon
Community College maintenance personnel or may have the work performed
under contract in the following circumstances:

1.

If a contract is estimated to exceed $20,000, the College shall, with public
notice, solicit competitive bids and shall award the contract to the lowest
responsible bidder.

If a contract is estimated to exceed $5,000 but less than $20,000, the
College shall solicit competitive bids from at least three (3) responsible
bidders and shall award the contract to the lowest responsible bidder.

If a contract is estimated to cost less than $5,000, the College may award
the contract without soliciting competitive bids.

In an emergency in which any part of the College plant may become
unusable, on the approval of the Department of Education, a contract may
be awarded without soliciting quotes/bids.

All bids under public notice shall be received in sealed envelopes at a
designated place and time and shall be opened publicly and the contract
awarded thereon.

All bids under public notice shall be accompanied by a bond with corporate
surety or certified check in such amount as the Board of Trustees shall
determine, but not less than ten percent (10%) of the amount bid. In the
event any bidder shall, upon award of the contract, fail to comply with the
requirements as to a bond guaranteeing the performance of the contract,
such bid bond or certified check shall be forfeited.

2-54



Policy No. 2-404

7. The bidder to whom the contract is awarded shall furnish bonds to
guarantee the performance of the contract and payment for labor and
materials. Bonds shall be in compliance with the Public Works Contractors'
Bond Law of 1967 (8 PS § 191-202). Failure to furnish bonds shall void
the previous award.

8. The bidder awarded the contract must agree to compliance with applicable
statutes that may include but is not limited to Health Insurance Portability
and Accountability Act (HIPAA) and Affirmative Action, FERPA, Section 504,
Americans with Disabilities Act, Title IX, Title VII and any other federal,
state or local anti-discrimination statutes.

9. All bids for construction, reconstruction, repair, demolition, and/or alteration
where estimated cost of the total project is in excess of $25,000, shall be
required to provide a verification form (EVP) to the College acknowledging
compliance with the Public Works Employment Verification Act signed into
law on July 5, 2012. The verification form (EVP) is provided by the
Secretary of General Services of the Commonwealth, acknowledging their
responsibilities under and compliance with the Act.

10. The bidder/Contractor shall provide and maintain in full force and affect
insurance coverage as evidenced by Insurance certificates, which shall be
furnished to Lehigh Carbon Community College in advance of beginning
the Services. Such insurance coverage shall be placed with or carried by
insurance carrier or carriers with an A.M. Best Rating of "A" or better, and
Lehigh Carbon Community College may elect to require certified copies of
the policies in lieu of, or in addition to, certificates of insurance.
(See "General Bidding Instructions" for minimum insurance directives).

Open Purchase Orders

Open purchase orders may be used in certain instances where a particular
vendor is utilized on a regular basis throughout the year. Open purchase orders
enable a department to make several transactions with a given vendor without
the need to complete a requisition for each order. Capital items may not be
ordered on an Open purchase order.

Capital

Individual items or a group of items that cost $4,000 or more and have a useful
life of more than one (1) year and capital improvement projects that total $4,000
or more are subject to the capital guidelines. Budget managers and faculty
coordinators do not have the discretion to order these items and may not
requisition these items from operating budgets.

Related items are those items purchased with the intent of improving or adding
to a common area being assembled into a common piece of equipment, or those
needed to address a specific need. Examples of related items would include the
following: Purchase of individual pieces of furniture for an office or a classroom.

A capital improvement project is defined by Kohler's Dictionary for Accountants
as any expenditure intended to benefit future periods, in contrast to an operating
expense, which benefits a current period. A capital improvement project must
significantly increase the capacity, efficiency, lifespan, or economy of operation
of an existing fixed asset.

In contrast, maintenance and repair projects are defined as expenses that keep
current equipment or property in operable condition or any expense that restores
an asset to its full productive capacity without significantly increasing the asset's
estimated service life or productive capacity. A maintenance and repair
expense is not considered a capital purchase and not subject to capital
guidelines. Maintenance and repair projects must be reviewed by the Finance
Department, prior to the start of the project or the expending of any funds.

All lease and rental agreements need to be approved by the Vice President for
Finance and Administrative Services.
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Office Supplies

The College has an exclusive contract for the purchase of all office supplies.
All office supplies should be ordered on this contract. A separate ordering
system exists for these orders. Specific directions may be obtained by
contacting the Purchasing and Contract Manager.

Bookstore Purchases

Bookstore items may be purchased by departments after completing a bookstore
voucher and receiving the required approvals. Any technology equipment
purchased requires the signature of the Chief Information Officer. Purchase of
any gift cards in any denomination require a signature of the Vice President for
Finance and Administration.

Procurement Cards

Account directors and faculty coordinators may request the use of a College
procurement cards. These cards functions essentially the same as a normal
Visa card. No requisitions need to be completed for transactions made with a
College procurement card.

Reimbursement

Employees may be reimbursed for purchases made on their own. Small amounts
are reimbursed through Petty Cash or an expense requisition form must be
completed and a copy of the receipts must be sent to the Finance Department.

Request for Proposals

A request for proposal (RFP) outlines the required services sought and some
general information about the manner in which the services are to be
performed. The RFP process brings structure to the procurement decision and
allows the risks and benefits to be identified clearly upfront. The added benefit of
input from a broad spectrum of functional experts ensures that the solution chosen
will suit the College’s requirements. The Finance Department issues a RFP on
behalf of the College along with the assistance of the department requesting the
professional service. If the service is over $20,000, Board of Trustees approval is
necessary if it has not been previously approved by the annual budget adoption or
items brought to the Board of Trustees during the course of the fiscal year.

Exceptions to the above statement: auditors, architects, attorney’s, construction
managers, engineers, financial services, and insurance brokers need Board of
Trustee approval no matter the dollar amount.

Sale of Surplus Equipment

1. Equipment will be offered to the sponsoring school districts at a fair market
value or free if items are of minimal value.

2. The College will periodically dispose of surplus equipment by auction,
sealed bids, or by sale at fair market value. The sale will be to the highest
bidder, but the College reserves the right to refuse any bid.

3. Such auction or sealed bid sales will be open to the entire College
community and, if deemed advisable by the Vice President for Finance and
Administrative Services or his/her designee, will also be made open to
individuals, corporations, or groups outside of the College.

4. Items of nominal value left unsold after auction, sealed bid or on sale at fair
market value will be sold for scrap or disposed of as trash at the discretion
of the Vice President for Finance and Administrative Services.

5. All disposition of surplus property will be recorded.

6. Any monies received in such sales shall be placed in the capital budget of
the current fiscal year.

Taxes

The College is considered an Instrumentality of the Commonwealth. Based
upon this classification, the College is exempt from paying sales taxes in most
instances. Accordingly, College employees should not pay sales taxes on any
purchases made on behalf of the College.

Sales tax exemption forms may be obtained in the Finance Department.
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Policy No. 2-406
SECTION 2: POLICY MANUAL
4. Finances

TITLE: Contractor Integrity
ADOPTED: July 6, 2017 (Resolution 53.01)
REVISED:

Purpose

Definitions

Contractor Integrity

The College has entered into one or more Intergovernmental Agreements with
the Commonwealth of Pennsylvania. The Commonwealth of Pennsylvania
("Commonwealth") requires that its contractors and subcontractors observe
high standards of honesty and integrity, and conduct themselves in a manner
that fosters public confidence in the integrity of the Commonwealth contracting
and procurement process. The College, its employees, officials, and contractors
shall adhere to the following Policy in connection with the performance of the
Intergovernmental Agreement(s) with the Commonwealth.

1. DEFINITIONS. For purposes of this Contractor Integrity Policy, the following
terms shall have the meanings found in this Section:

a. "Affiliate" means two or more entities where (a) a parent entity owns
more than fifty percent of the voting stock of each of the entities; or (b) a
common shareholder or group of shareholders owns more than fifty
percent of the voting stock of each of the entities; or (c) the entities have
a common proprietor or general partner.

b. "Consent" means written permission signed by a duly authorized officer
or employee of the Commonwealth, provided that where the material facts
have been disclosed, in writing, by prequalification, bid, proposal, or
contractual terms, the Commonwealth shall be deemed to have
consented by virtue of the execution of the Contract.

¢. "Contract"” means the College’s Intergovernmental Agreement(s) with
the Commonwealth and any resulting subcontracts for implementation of
the Services, as defined herein.

d. "Contractor" means the College and any other individual or entity that
enters into a subcontract with the College in connection with the Contract,
as defined herein.

e. "Contractor Related Parties" means any affiliates of the Contractor and
the Contractor’s executive officers, Pennsylvania officers and directors, or
owners of 5 percent or more interest in the Contractor.

f "Financial Interest” means either:

(1) Ownership of more than a five percent interest in any business; or
(2) Holding a position as an officer, director, trustee, partner, employee,
or holding any position of management.

g. "Gratuity" means tendering, giving, or providing anything of more than
nominal monetary value including, but not limited to, cash, travel,
entertainment, gifts, meals, lodging, loans, subscriptions, advances,
deposits of money, services, employment, or contracts of any kind. The
exceptions set forth in the Governor’s Code of Conduct, Executive Order
1980-18, the 4 Pa. Code §7.153(b), shall apply.

h. "Non-bid Basis" means a contract awarded or executed by the
Commonwealth with Contractor without seeking bids or proposals from
any other potential bidder or offeror.

i. "Services" means the services provided and/or funded by the Contract.
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2. Contractor shall maintain the highest standards of honesty and integrity during
the performance of the Contract and shall take no action in violation of state or
federal laws or regulations or any other applicable laws or regulations, or other
requirements applicable to the Contractor or that govern contracting or
procurement with the Commonwealth.

3. Contractor shall establish and implement a written business integrity policy,
which includes, at a minimum, the requirements of the Commonwealth’s
Contractor Integrity Provisions' as they relate to the Contractor’ s activity with the
Commonwealth and Commonwealth employees, or the College, and which is
made known to all Contractor employees. Contractor shall post this policy
conspicuously and in easily-accessible and well-lighted places customarily
frequented by employees and at or near where the Contract services are
performed.

4. Contractor, and its affiliates, agents, employees and anyone in privity with
Contractor shall not accept, agree to give, offer, confer, or agree to confer or
promise to confer, directly or indirectly, any gratuity or pecuniary benefit to any
person, or to influence or attempt to influence any person in violation of any
federal or state law, regulation, executive order of the Governor of Pennsylvania,
statement of policy, management directive or any other published standard of
the Commonwealth in connection with performance of work under the Contract,
except as provided in the Contract.

5. Contractor, and its affiliates, agents, employees and anyone in privity with
Contractor shall not have a financial interest in any other contractor,
subcontractor, or supplier providing services, labor, or material under the
Contract, unless the financial interest is disclosed to the Commonwealth in writing
and the Commonwealth consents to the Contractor’s financial interest prior to
Commonwealth execution of the Contract. The Contractor shall disclose the
financial interest to the Commonwealth at the time of bid or proposal submission,
or if no bids or proposals are solicited, no later than the Contractor’'s submission
of the Contract signed by the Contractor.

Contractor certifies to the best of its knowledge and belief that within the last five (5)
years the Contractor or Contractor Related Parties have not:
a. been indicted or convicted of a crime involving moral turpitude or business
honesty or integrity in any jurisdiction;
b. been suspended, debarred or otherwise disqualified from entering into any
contract with any governmental agency;
¢. had any business license or professional license suspended or revoked;
d. had any sanction or finding of fact imposed as a result of a judicial or
administrative proceeding related to fraud, extortion, bribery, bid rigging,
embezzlement, misrepresentation or anti-trust; and
e. been, and is not currently, the subject of a criminal investigation by any
federal, state or local prosecuting or investigative agency and/or civil anti-
trust investigation by any federal, state or local prosecuting or investigative
agency.

1 Set forth in that January 14, 2015, Management Directive issued by the Governor’s Office of the Commonwealth of Pennsylvania,

Number 215.8, as amended.
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6. Each Contractor shall make the certification. If the Contractor cannot so
certify to the above, then it must submit along with its bid, proposal or contract
a written explanation of why such certification cannot be made and the
Commonwealth will determine whether a contract may be entered into with the
Contractor. The Contractor’s obligation pursuant to this certification is ongoing
from and after the effective date of the Contract through the termination date
thereof. Accordingly, the Contractor shall have an obligation to immediately
notify the Commonwealth (and the College, if the Contractor is not the College)
in writing if at any time during the term of the Contract it becomes aware of any
event which would cause the Contractor’s certification or explanation to change.
Contractor must acknowledge that the Commonwealth (and the College, if the
Contractor is not the College) may, in its sole discretion, terminate the Contract
for cause if it learns that any of the certifications made herein are currently false
due to intervening factual circumstances or were false or should have been
known to be false when entering into the Contract.

7. The Contractor shall comply with the requirements of the Lobbying
Disclosure Act (65 Pa.C.S. §13A01 et seq.) regardless of the method of award.
If the Contract was awarded on a Non-bid Basis, the Contractor must also
comply with the requirements of the Section 1641 of the Pennsylvania Election
Code (25 P.S. §3260a).

8. When the Contractor has reason to believe that any breach of ethical
standards as set forth in law, the Governor’'s Code of Conduct, or its Contractor
Integrity Policy has occurred or may occur, including but not limited to contact
by a Commonwealth officer or employee which, if acted upon, would violate such
ethical standards, the Contractor shall immediately notify the Commonwealth
contracting officer or the Office of the State Inspector General in writing, as well
as the College if the breaching Contractor is not the College.

9. The Contractor, by submission of its bid or proposal and/or execution of the
Contract and by the submission of any bills, invoices or requests for payment
pursuant to the Contract, certifies and represents that it has not violated the
Commonwealth Contractor Integrity Provisions, and its Contractor Integrity
Policy, in connection with the submission of the bid or proposal, during any
Contract negotiations or during the term of the Contract, to include any
extensions thereof. Contractor shall immediately notify the Commonwealth
(and the College) in writing of any actions for occurrences that would result in a
violation of the Contractor Integrity Provisions or its Policy. The Contractor
agrees to reimburse the Commonwealth (and the College) for the reasonable
costs of investigation incurred by the Office of the State Inspector General for
investigations of the Contractor’s compliance with the terms of this or any other
agreement between the Contractor and the Commonwealth that results in the
suspension or debarment of the Contractor. The Contractor shall not be
responsible for investigative costs for investigations that do not result in the
Contractor’s suspension or debarment.

10. The Contractor shall cooperate with the Office of the State Inspector
General (and the College) in its investigation of any alleged Commonwealth (or
the College) agency or employee breach of ethical standards and any alleged
Contractor non-compliance with the Commonwealth Contractor Integrity
Provisions and this policy. Contractor agrees to make identified Contractor
employees available for interviews at reasonable times and places.
The Contractor, upon the inquiry or request of an Inspector General (or the
College), shall provide, or if appropriate, make promptly available for inspection
or copying, any information of any type or form deemed relevant by the Office
of the State Inspector General (or the College) to the Contractor’s integrity and
compliance with these provisions. Such information may include, but shall not
be limited to, Contractor's business or financial records, documents or files of
any type or form that refer to or concern the Contract. Contractor shall
incorporate this paragraph in any agreement, contract or subcontract it enters
into in the course of the performance of the Contract/agreement solely for the
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purpose of obtaining subcontractor compliance with this provision.
The incorporation of this provision in a subcontract shall not create privity of
contract between the Commonwealth and any such subcontractor, and no third
party beneficiaries shall be created thereby.

11. For violation of any of the Commonwealth Contractor Integrity Provisions,
or this policy, the Commonwealth (and the College) may terminate the Contract
and any other contract with Contractor, claim liquidated damages in an amount
equal to the value of anything received in breach of these Provisions, claim
damages for all additional costs and expenses incurred in obtaining another
contractor to complete performance under the Contract, and debar and suspend
Contractor from doing business with the Commonwealth (and the College).
These rights and remedies are cumulative, and the use or non-use of any one
shall not preclude the use of all or any other. These rights and remedies are in
addition to those the Commonwealth (and the College) may have under law,
statute, regulation, or otherwise.

12. Each subcontractor to the Contractor on the Contract shall adopt a policy
implementing the Commonwealth Contractor Integrity Provisions and this policy
prior to entering into the subcontract with the Contractor. Breach of such policy
shall be grounds for termination of the subcontract.
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Policy No. 2-500
SECTION 2: POLICY MANUAL
5. Operations

TITLE: Acceptable Use of Electronic Computing Resources
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Acceptable Use of Electronic Computing Resources

The College strives to maintain access for its faculty, staff, students, and
administrators to local, national, and international sources of information and to
provide an atmosphere that encourages sharing of knowledge, the creative
process, and collaborative efforts. Users are entitled to use the College’s
computing resources only for purposes related to their studies, their instruction,
the discharge of their duties as employees, their official business with the
College, and other College-sanctioned activities. Use of the College’s electronic
resources for illegal, inappropriate, unacceptable, or unethical purposes is
prohibited. Access to electronic information systems at the College is a
privilege, not a right, and must be treated as such by all users of these systems.
The College reserves the right to deny access to prevent unauthorized,
inappropriate or illegal activity, and may revoke access and/or administer
appropriate disciplinary action.

This policy applies to all users of College computing resources, whether affiliated
with the College or not, and to all of those resources, whether on campus or from
remote locations. This policy is in effect any time College resources are accessed
whether on College property, at College events, connected to the College’s network,
when using mobile computing equipment, telecommunication facilities in
unprotected areas or environments, directly or indirectly through another ISP, and if
relevant, when a user uses their own equipment.

General

All users must act responsibly and maintain the integrity of these resources. The
College reserves the right to limit, restrict, or extend computing privileges and
access to its resources. The College expects individuals to be careful, honest,
responsible, and civil in the use of computers and networks. All users must
respect the rights of other computer users, respect the integrity of the physical
facilities and controls, and respect all pertinent license and contractual
agreements related to College information systems.

Compliance with Applicable Laws, Rules, Policies, Contracts, and Licenses
During use, all users of College computing resources must comply with all
federal, state and other applicable laws; must comply with all applicable College
rules and policies; and must comply with all applicable contracts and licenses.
The College does not condone any infringement of copyright law or the illegal
duplication of software.

Obtaining Proper Authorization(s) for Use

Users are solely responsible for ascertaining what authorizations are necessary and
for obtaining them before proceeding. Users shall use only those computing
resources that are authorized for use and use them only in the manner and to the
extent authorized. The ability to access computing resources does not, by itself,
imply authorization to do so. To avoid unauthorized use, all users should "lock" their
computer when leaving their desk.

Accounts and Passwords

Accounts and passwords are exclusive to individual users and may not, under
any circumstances, be shared with, or used by, persons other than those to
whom they have been assigned by the College.
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Privacy
Users must respect the privacy of other users and their accounts, regardless of
whether those accounts are securely protected.

Prioritization of Computing Resources Uses

The College reserves the right to restrict or limit usage of lower priority systems
and computer uses when network and computing requirements exceed
available capacity.

Resources are Finite

Users must respect the finite capacity of those resources and limit use so as not
to consume an unreasonable amount of those resources or to interfere
unreasonably with the activities of other users. The College may, in its sole
discretion, require users to limit or refrain from specific uses in accordance with
this principle.

Use of College Computing Resources for Personal Gain

Users shall refrain from using College computing resources for personal
commercial purposes or for personal financial or other gain. Incidental personal
use of College computing resources for other purposes is permitted when it does
not consume a significant amount of those resources, does not interfere with the
performance of the user's job or other College responsibilities, and is otherwise
in compliance with this policy. Further limits may be imposed upon personal use
in accordance with normal supervisory procedures.

The College’s Right to Limit Use

The College reserves the right to implement technologies to manage computing
resources such as disk space, network bandwidth utilization, and print privileges
as it sees fit to maintain a cost effective, supportable computing environment or
if legally required to do so.

Enforcement

Users who violate this policy may be denied access to College computing
resources and may be subject to other penalties and disciplinary action, both
within and outside of the College. The College may refer suspected violations
of applicable law to appropriate law enforcement agencies. If the alleged
incident is determined to be of a criminal nature, local or state police will be
contacted, regardless of whether the alleged perpetrator is an employee,
student, or visitor. The College may temporarily suspend or block access to an
account prior to the initiation or completion of such procedures when it
reasonably appears necessary to do so in order to protect the integrity, security,
or functionality of the College or other computing resources or to protect the
College from liability or from a violation of law. The College will cooperate to the
extent legally required with the internet service providers, local, state and federal
officials in any investigation concerning or related to the misuse of the College’s
electronic resources.

Security

The College employs various measures to protect the security of its computing
resources and of their users' accounts. The College has the right, but not the
duty, to inspect, review, or retain all information created, sent, displayed,
received, or stored on or over its electronic communication systems.
Users should be aware, however, that the College does not guarantee such
security and that all users are solely at their own risk when using the computer
resources. Therefore, users should engage in "safe computing" practices by
establishing appropriate access restrictions for their accounts, guarding their
passwords, and changing them regularly. All users are required to safeguard
user IDs and passwords assigned to them for various systems. Sharing of
passwords is strictly prohibited.
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Privacy
Users should be aware that their uses of College computing resources are not
private. While the College does not routinely monitor individual usage of its
computing resources, the normal operation and maintenance of the College's
computing resources requires the backup and caching of data and
communications, the logging of activity, the monitoring of general usage
patterns, and other such activities that are necessary for the rendering of
service. The College retains the right to specifically monitor the activity and
accounts of individual users of College computing resources, including
individual login sessions and communications, without notice, when at least one
of the following conditions has been met:
(1) The user has voluntarily made them accessible to the public, as by posting
to a web page
(2) It reasonably appears necessary to do so to protect the integrity, security,
or functionality of College or other computing resources or to protect the
College from liability or an alleged violation of law
(3) There is reasonable cause to believe that the user has violated, or is
violating, this policy
(4) An account appears to be engaged in unusual or unusually excessive
activity, as indicated by the monitoring of general activity and usage
patterns
(5) Itis otherwise required or permitted by law

The College, at its discretion, may disclose the results of any such general or
individual monitoring, including the contents and records of individual
communications, to appropriate College personnel or law enforcement agencies
and may use those results as the College solely deems appropriate.

Reporting Misuse

Any allegations of misuse of the College’s electronic resources should be promptly
reported to the Director of Human Resources. Allegations of misconduct will be
adjudicated according to established procedures. Sanctions may include, but are
not limited to, loss of email access, disciplinary action, termination of employment
or other legal action according to applicable laws and contractual agreements.

Disclaimer

The College makes no warranties of any kind, either expressed or implied, that
the functions or the services provided by or through the College’s communication
systems will be error-free or without defect. The College does not warrant the
effectiveness of Internet filtering. The College does not endorse the quality or
accuracy of information available to users electronically. The College shall not be
responsible for any damage users may suffer, including but not limited to
information that may be lost, damaged, delayed, misdelivered or unavailable at
any time. The College shall not be responsible for any financial obligations,
charges, or fees resulting from individual access to the College’s electronic
communication systems. The College does not assume liability for direct and/or
indirect damages arising from the use of its electronic communication systems.
Users are solely responsible for the content they create and disseminate. The
College is not responsible for any third party claim, demand, or damages arising
out of use of the College’s electronic communication systems or services.
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SECTION 2: POLICY MANUAL
5. Operations

TITLE: Children on Campus
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Definitions

Guidelines

Children on Campus

The College, including its off-site campuses, is a diverse environment of
classrooms, offices, laboratories, recreation, and other common areas. Visitors to
the College campus, including children, are welcome and encouraged. However,
appropriate precautions and limitations on visitations are necessary to protect health
and safety and to maintain productivity of employees and regulatory compliance.

For purposes of this policy, children are defined as being fourteen (14) years of
age or under; provided, however, that the term shall not apply to individuals
enrolled at the College or participating in College-sponsored programs.

General

These general restrictions apply to all children on College property. Children
are prohibited from laboratories and other areas where significant potential
safety hazards and liabilities exist and where strict safety precautions are
required including the following: storage rooms, scientific, technical and
maintenance work spaces; fine and performing art work spaces or studios;
areas that contain hazardous chemicals, machinery or equipment; commercial
kitchens and other food preparation areas; fithess centers and certain athletic
facilities such as training rooms, courts, fountains, playground areas, and
playing fields.

Employee Guidelines
The following guidelines apply to bringing children to the workplace:
(1) Children may be brought to work, only occasionally, in extraordinary
circumstances or due to a family emergency
(2) Children are not to be brought to work on a regular basis in lieu of
childcare
(3) Parent or Guardian must provide supervision at all times
(4) Children should not be left unattended with other employees
(5) Children should not interfere with workplace activities

Student Guidelines
The following guidelines apply to students bringing children to the College campus:
(1) A child should not be left unattended while the parent or guardian is
attending class or conducting any other business or social function on
campus
(2) Line of sight supervision by the parent or guardian is required at all times
(38) Children are not allowed in classrooms while classrooms are in session
unless permission is granted by the faculty member. Should a child
become disruptive, the student and child may be asked to leave.

Visitor Guidelines
The following guidelines apply to visitors bringing children to the College campus:
(1) Line of sight supervision by the parent or guardian is required at all times or
parent or guardian may be asked to leave
(2) Parent or guardian must ensure that children are not disruptive
(38) Parent or guardian must not leave children unattended while on the College
campus, including athletic or other College events.
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SECTION 2: POLICY MANUAL
5. Operations

TITLE: Discrimination Grievance Procedure
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: July 5, 2018 (Resolution 54.03)

Purpose

Guidelines

Discrimination Grievance Procedure

The College does not discriminate on the basis of age, color, disability, gender,
gender identity, genetic information, family or marital status, national or ethnic
origin, race, religion, sex, sexual orientation, veteran status, or any other
protected class in its programs, activities, employment practices, or complaints
that may fall under Policy 2-610 of the manual.

The College does not tolerate discrimination on any of basis listed above.
The College takes prompt and appropriate steps to correct discriminatory effects
on the complainant and others, if appropriate. Individuals who experience
discrimination may receive interim remedies, as appropriate.

The College takes seriously complaints of discrimination and will take prompt
disciplinary action against individuals who engage in discrimination.

Grievance Procedure

Any student or employee who feels he/she has been unlawfully discriminated
against shall file a grievance with the Director of Human Resources, in writing,
either on a form provided by the Director for this purpose, or on any other form
provided by the grievant himself, setting forth in specifics the nature of the alleged
unlawful discrimination and providing the name or names of the party or parties
involved, the date or dates of the incident or incidents, and any other information
that the grievant feels would be in support of the alleged unlawful discrimination.

Where the alleged discrimination is sex discrimination as defined in Title IX,
VAWA and the Campus SaVE Act, including discrimination based on sex,
sexual harassment, dating violence, domestic violence, sexual assault, stalking
and any of the aforementioned acts of discrimination or violence when
committed against individuals because of their known or perceived national
origin, ethnicity, gender identity, gender presentation, or sexual orientation, the
Director of Human Resources shall immediately notify and forward the
grievance document to the Title IX Coordinator. In such cases, the grievance
procedures set forth in Policy 2-610 (Sexual Misconduct) shall apply in lieu of
those set forth herein.

Where the student or employee is alleging acts of unlawful discrimination by the
Director of Human Resources, the written grievance must be filed with VP for
Finance and Administrative Services who shall fulfill the responsibilities
assigned to the Director of Human Resources under this Policy.

The grievant must sign the grievance document.

It is preferred the complaint be in writing; however, if the grievant is physically
unable to comply, then he/she can present the complaint orally to the Director
of Human Resources, and it would then be the Director of Human Resources’
obligation to put into writing to the best of the Director of Human Resources’
ability, the complaint as outlined by the grievant with the grievant then having
an opportunity to review the complaint and indicating on the document a mark
of acknowledgement to be witnessed by a human resource assistant.

After receipt of the written grievance document, as detailed above, the Director
of Human Resources shall investigate the charges alleged.
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Within sixty (60) days from the date the complaint was received, the Director of
Human Resources will prepare a written report, unless additional time is necessary
to complete the investigation. The report will include findings with respect to whether
discrimination occurred. If an investigation cannot be concluded within 60 days, the
appropriate parties will be advised and a projected conclusion date will be
announced. At the Director of Human Resources’ own discretion, the Director of
Human Resources may interview or do whatever is thought to be necessary to
determine the facts related and relevant to the charges alleged. If deemed
necessary, the Director of Human Resources may hold a meeting to review the
charges and secure the responses, explanations, or answers, or appoint a special
committee to do such, provided five (5) business days advanced notice of the
meeting is given to the grievant and all parties cited in the complaint by the grievant.
The grievant shall also have the right to specifically request that the Director of
Human Resources appoint a committee and the grievant shall also have the right
to challenge the appointment of a committee member if the grievant feels the
appointment would constitute a conflict of interest. Also, the Director of Human
Resources has discretion to appoint a committee, even where not specifically
requested by the employee.

In addition to fact-finding, the Director of Human Resources shall also attempt
to remedy or make recommendations to remedy any charges found to be valid.
These recommendations will be reviewed by the Vice President for Finance and
Administrative Services.

Within sixty (60) days after receipt of the complaint, the Director of Human
Resources shall, in writing to the grievant, with copies to all parties cited, respond
to the charge(s) as outlined by the grievant, by issuing one of the following findings:
“founded”, “unfounded”, or “inconclusive”. If the charge(s) are determined to be
“founded”, the Director of Human Resources shall make recommendations to
remedy the issue(s) or indicate that the issue(s) have already been remedied.
Respond to the charges as outlined by the grievant by either rejecting the charges
of unlawful discrimination, by indicating recommendations for remedy, indicating
that remedies have occurred if the charges are found to be valid, or by indicating,
with explanation, that the charges could not be rejected or validated within the time
and framework of this grievance procedure as outlined herein.

The purpose of the time limit set forth in this grievance procedure is to provide for a
fast and expeditious resolution of a complaint alleging unlawful discrimination for the
benefit of both the grievant and the party or parties cited. If, in the reasonable
judgment of the Director of Human Resources, a grievance procedure cannot be
concluded within 60 days, the appropriate parties will be advised and a projected
conclusion day will be announced by the Director of Human Resources.

Appeal Procedure

If the complainant is not satisfied with a finding of no violation of the policy or
with the recommended corrective action, s/he may submit a written appeal to
the VP for Finance and Administrative Services within fifteen (15) days.

The VP for Finance and Administrative Services shall review the investigation
and the investigative report and may also conduct a reasonable investigation.

The VP for Finance and Administrative Services shall prepare a written response
to the appeal within fifteen (15) days. Where more than fifteen (15) is necessary,
the VP for Finance and Administrative Services shall provide notice to the
complaint of the need for additional time.

The VP for Finance and Administrative Services may confirm, reject or modify
any finding or corrective action as part of the appeal procedure. The VP for
Finance and Administrative Services shall provide written notice of the
complainant, the accused, and the Director of Human Resources.

The grievance procedure shall be in addition to any other rights that either the
grievant or the party or parties cited may have under the law and is not deemed
to be the exclusion of any other right or privilege.
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SECTION 2: POLICY MANUAL
5. Operations

TITLE: Media Relations
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Media Relations

The Office of College Relations maintains regular communication with the local and
other media through press releases, media advisories, meetings, etc.
Representatives of the local press, radio and TV are an important link in
communications between the College and community. Maintenance of good
working relationships with media representatives is essential to meeting the
objectives of the College-community relations program.

No office other than the Office of College Relations shall have initial contact with the
media regarding any matters related directly or indirectly to the College. Should the
media contact an office other than the Office of College Relations, that office shall
not respond but shall immediately forward the media contact information to the
Office of College Relations.

Staff or full-time faculty may be contacted for an interview, as designated by the
Office of College Relations. Any interviews will be arranged and accompanied
by the Executive Director of College Relations or his/her designee.
The Executive Director of College Relations is the first point of contact, followed
by the Marketing and Publications Specialist.
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Policy No. 2-508
SECTION 2: POLICY MANUAL
5. Operations

TITLE: Records Management

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: November 1, 2018 (Resolution 54.13)
August 3, 2023 (Resolution 59.01)

Purpose

Guidelines

Records Management

The College recognizes that College records, including both paper and
electronic, be retained only as long as determined necessary to meet legal,
audit, College policy and management requirements. It is the intention of the
College, through implementation of this policy, to minimize the use of valuable
space, promote efficiency, assist in the day-to-day operations of the College,
comply with necessary legal records-related requirements, and reduce the cost
of storage for unnecessary records inventory.

It shall be the responsibility of the Chief Information Security Officer to ensure
the College’s compliance with the requirements of this policy.

Litigation Hold

When the College has been put on notice that a legal action is either pending or
imminent or a government investigation will occur, destruction of records
pertinent or in any way related to the subject of such litigation will be suspended
immediately.

All records that relate to pending litigation or regulatory proceedings, regardless
form or the media on/in which they are stored, must be retained throughout the
entirety of the pending litigation and/or proceeding.

Any employee of the College who receives information regarding actual or
possible legal action against the College, including incidents that are likely to
lead to legal action, must immediately notify the Chief Information Security
Officer or designee, who shall then promptly notify the College’s legal counsel.

Counsel will be responsible for evaluating the defenses available to the College,
identifying the records (documents) that may be relevant to a legal action and
responding to the suspension of the retention and destruction policies
and schedule.

Training

Employees will be provided annually with a copy of the Records Retention Policy
and guidelines and will receive training at least once per year on their application
within the College.

Litigation hold requirements will be a predominant topic in the training sessions.

Interpretation

The Chief Information Security Officer or designee will be responsible for
interpreting any portions of this policy, the College’s Records Management Plan,
and/or the Records Retention Schedule as they may apply to specific situations.

Where necessary, the Chief Information Security Officer shall recommend any
potential revisions of this policy for the purposes of clarity.

Exceptions
Requests for exceptions from this Policy should be submitted to the Chief
Information Security Officer or designee. Exceptions shall be granted on a case-
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by-case basis to those requests that ensure compliance with the basic objectives of
this policy.

Review

The Chief Information Security Officer or designee shall review annually the
Records Management Policy and Records Retention Schedule and make
necessary changes consistent with this policy and with current laws and
regulations.

The Chief Information Security Officer or designee has an ongoing responsibility
to make necessary changes to the Records Management Policy and Records
Retention Schedule throughout the year.

The Chief Information Security Officer or designee is responsible for auditing
the actual implementation of the Policy and Schedule.

The College may hire an outside party to conduct an audit on compliance with
this Records Retention Policy and Schedule and prepare a written audit report.

Storage
Designating appropriate storage is an important consideration. Retained documents
must not only be preserved, they must be reasonably accessible.

A storage system should permit the necessary records to be easily located,
managed, searched, retrieved, and produced.

Storage is a critical consideration in responding to subpoenas, discovery
requests, investigations, regulatory requests, educational and business needs.
Accessibility can also facilitate the document destruction component of the
records retention program.

Preservation is an important storage consideration. A proper environment
conducive to maintaining the integrity of the records is critical. This includes,
but is not limited to, secure software, electronic security protections, acid-free
folders, climate control, anti-magnetic interference, and fire protection.

Off-site storage of vital records is permitted.

Security

Security of the records is critical for confidential records, particularly records
pertaining to some transactions, financial and tax records, employee records
such as personnel files, medical records, compensation records and insurance
forms, student records, and government records designated as confidential and
having restricted accessibility and protected privacy.

Anti-virus, anti-spyware, anti-spam, and other software should be maintained
and updated regularly.

Disaster Recovery

The Document Retention Program seeks to identify and preserve documents for
disaster recovery where the informational value to the College is great, and the
consequence of loss is potentially so severe to the continuity of the College that
special protection is warranted.

Records that qualify as disaster-recovery records are:
(a) Legal, financial, tax and organizational status records.

(b) Obligations to employees, vendors, and students.

(c) Ownership of assets and inventory.

(d) Intellectual property and achievements not recognized elsewhere; and
information on critical decision-making.
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Archival Records

Records that have value beyond their original purpose because they document
significant business activities or services should be safeguarded as a permanent
resource.

The following considerations should apply to the preservation of archival records:

(a) An archival collection should be prepared that includes, among other
things, the minute books, each annual auditor’s report, each annual
financial report, trademarks, copyrights, deeds, financial records, and
photographs.

(b) Special consideration should be made to evaluate whether in-College
or outside protection is best.

(c) Loaned or gifted archival materials to other sources should be
maintained by the Chief Information Security Officer or designee.

Destruction

Proper disposal or destruction of paper and electronic records, as set forth in
the College’s Records Management Policy and Records Retention Schedule is
required. Records must be destroyed by shredding, erasing, or otherwise
modifying the information of the record to make the record unreadable,
undecipherable, or non-reconstructable through generally available means.

Consequences for Violation

Violations of this policy by College employees may result in a variety of
disciplinary actions, including but not limited to, warnings, loss of privileges,
position reassignment, oral and written reprimands, suspensions (with or without
pay), dismissals and/or legal proceedings.

Where necessary and/or applicable, violations of this policy may be reported to
appropriate legal authorities, including local, state, or federal law enforcement.
The College will cooperate to the extent legally required with authorities in such
investigations.
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SECTION 2: POLICY MANUAL
5. Operations

TITLE: Right-to-Know
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Right-to-Know

The College recognizes it is a Commonwealth Agency as defined in
Pennsylvania’s Right to Know Law ("RTKL") providing for access to public
information. This policy is adopted pursuant to 65 P.S. § 67.504. The College
shall make the public records of the College available for public access, subject
to certain exceptions as set forth in the RTKL.

Open Records Officer
The College shall designate an Open Records Officer, who shall be responsible to:

(1) Develop and revise, as required from time to time, the forms used to
request records as well as forms for response.

(2) Receive all written requests for access to records submitted to the College.

(3) Make a good faith effort to determine if the requested record exists, is a
public record, and whether the College has possession, custody, or control
of the record.

(4) Review and respond to written requests consistent with the RTKL.

(5) Direct records requests to appropriate staff of the College or to third
parties, consistent with the RTKL.

(6) Track the College’s progress in responding to requests.

(7) Issue interim and final responses to requests.

(8) Maintain a log of all record requests and their disposition.

(9) Review and study the RTKL, seek training as needed, and train College
staff to perform assigned job functions relative to requests for access and
response thereto.

(10) In concert with the administration of the College, make recommendations to
the Board of Trustees regarding a fee schedule and adopting standard forms.

Upon receiving a request for access to a record, the Open Records Officer shall:

(1) Note the date of receipt on the written request.

(2) Compute and note on the written request the day on which the five
business day period for response will expire.

(3) Determine if additional time may and should be requested to respond as
provided for under the Right-to-Know law and, if so, notify the requester
of the same.

(4) Calendar the day on which the five business day period for response
will expire.

(5) Maintain an electronic or paper copy of the written request, including all
documents submitted with the request, until the request has been fulfilled.

(6) If a written request is denied, track the request status until the time for
appeal has expired, or until the conclusion of any appeal.

General

Requesters may access, inspect, and procure copies of the College’s public records
during the regular business hours of the administration offices by appointment
through the Open Records Officer at the Main Campus — 4525 Education Park
Drive, Schnecksville, PA 18078 (Telephone 610-799-1121). Business days exclude
Saturday and Sunday and a weekday when the College is closed for business,
including but not limited to holidays.
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A requester’s right of access does not include the right to remove a record from
the control or supervision of the College, or access to a computer of the College
or a College employee. The College will use its best reasonable efforts to
accommodate requesters with special needs.

The College shall not limit the number of records requested. When responding
to a request for records, the College is not required to create a record that does
not exist, nor to compile, maintain, format, or organize a record in a manner
which the College does not currently use.

The College shall deny a requester access to a record if the requester has made
repeated requests for the same record and the repeated requests have placed
an unreasonable burden on the College. Such denial shall not restrict the ability
to request a different record.

Contact Information

The College shall post the name of the Open Records Officer on its website and
at each campus, the Open Records officer's address (both for mail and
electronically), the preferred College form for mailing a request, these
Regulations and Policies as modified from time to time, and the contact
information for the Pennsylvania Office of Open Records.

Requests

Requests for access to a public record shall be in writing, submitted on the
College’s form, and must be addressed to the Open Records Officer. If a
requester chooses not to use the request form, the request must clearly indicate
that it is seeking public records under the RTKL. Verbal or anonymous verbal
or written requests will not be honored. Written requests may be submitted to
the College in person, by mail, facsimile, or email as indicated on the College
web site. Each request must include the following information:

(1) Identification or description of the requested record, in sufficient detail,
such that the record(s) may be identified with specificity

(2) The medium in which the record is requested

(3) The name and address of the individual to receive the response.

Failure to provide this information may result in a denial, deemed denial, or delay
in response. The College shall not require an explanation of the reason for the
request or the intended use of the requested record, unless otherwise required
by law. However, the Requester may offer an explanation for the request; this
may facilitate a more timely and specific response.

The College receives the request on the business day the Open Records Officer
receives the request. Any request that is received by the College after the close
of regular business hours shall be deemed to be received on the next business
day. If the request is received by a College employee other than the Open
Records Officer, the request will be forwarded to the Open Records officer as
soon as practicable.

Fees

The Open Records Officer shall establish and keep current a list of reasonable
fees which shall be no more than the fee structure established by the
Pennsylvania Office of Open Records. The College shall maintain a list of
applicable fees and disseminate the list to Requesters upon request. Prior to
granting access, the College may require prepayment of estimated fees when
the fees required to fulfill the requested are expected to exceed $100.00.
The College may waive duplication fees when the requester duplicates the
record or the Open Records Officer deems it is in the public interest to do so.
Such waiver of fees is solely at the discretion of the Open Records Officer, and
waivers of fees shall be considered on a case-by-case basis. A waiver of fees
in one instance shall not create a precedent, pattern, or practice for waiver of
any other fees and does not create future entitlement to fee waivers for that or
any other individual or entity.
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Response to Request

The Open Records officer shall provide a response to a request for records within
five business days. If an extension of time is required, the Open Records Officer
will notify the requester in writing pursuant to 65 P.S. § 67.902. The College may
ask a requester to agree to extend the response period beyond 30 days.

The College may grant a request, partially grant and partially deny a request, or
deny a request. The final response of the College will be in writing. Should the
College fail to issue a response within the applicable response period, the
request is deemed denied.

When a request is granted, the College will either send the record, or provide
information on how the requester may access the record, including electronic
access or a location where the requester may inspect the records. If appropriate
to the request, the response will include a statement that prepayment of fees is
required in a specified amount if access will cost more than $100.00, and the
medium in which the records will be provided.

If the College has granted electronic access to records, the requester may,
within thirty days following receipt of the College’s response, submit a written
request to have the record converted to paper. The College shall provide paper
copies following payment of applicable fees. If a requester does not retrieve
copies of requested records within sixty days following the College’s response,
the College shall dispose of the copies and retain any fees paid.

The College may deny or partially deny a request for records. The response will
inform the requester of the reason for denial. Information shall be provided on
the process to file an appeal of the denial.

(In the event of a conflict between this policy and the RTKL, the RTKL shall prevail.)

2-73



@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-512
SECTION 2: POLICY MANUAL
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TITLE: Whistleblower
ADOPTED: May 2, 2019 (Resolution 54.45)
REVISED:

Purpose

Definition

Guidelines

Whistleblower

All LCCC employees or students are encouraged to report any and all
observations or evidence of waste or wrongdoing at LCCC. LCCC is committed
to maintaining a non-retaliatory environment for employees or students who
make good faith reports of waste or wrongdoing. To that end, LCCC has
established a reporting procedure to promote good faith reporting, maintain an
orderly and efficient investigation process, and prohibit retaliation against
persons making good faith reports of waste or wrongdoing.

Good faith report is defined as a report of “waste” or “wrongdoing” that is made
based on a reasonable belief that there is waste or wrongdoing as determined as
part of the investigation. A report that is deemed baseless or made for personal
gain or with malice will not be considered a “good faith report”.

Waste is defined as an action or a failure to act that results in substantial abuse,
misuse or destruction of property, or loss of federal, state or local funding or
resources.

Whistleblower is defined as an employee or student who observes or has
evidence of waste or wrongdoing and makes a good faith report of the
wrongdoing or waste.

Wrongdoing is defined as a non-technical or non-minimal violation of a federal
or state law or regulation, local government ordinance or regulation, or code of
conduct or ethics desired to protect the interest of the public or of LCCC.

Reporting Procedure

First Level: LCCC Director of Human Resources

Employees or students who reasonably believe that they observed or have
evidence of waste or wrongdoing should promptly report their concern to the
LCCC Director of Human Resources, unless they have reason to believe that
the Director of Human Resources was involved in the waste or wrongdoing or
do not feel comfortable reporting to the Director of Human Resources.

Second Level: LCCC Supervisor

If employees or students have a reason not to make their report to the Director
of Human Resources or if the Director of Human Resources is not responsive
to the report, they should direct their report to the employees direct supervisor
or the student’'s dean, as applicable, unless they have reason to believe that
their direct supervisor or dean is involved in the waste or wrongdoing or do not
feel comfortable reporting to their direct supervisor or deem, as applicable.
Under these circumstances or when the direct supervisor or dean is not
responsive to the report, the employee or student should report to any
supervisor or dean, as applicable, who they feel comfortable reporting to.

Third Level: LCCC President

In the event that the Whistleblower has a reason not to make their report to an
LCCC supervisor or dean, or if they are not receiving a response to their report,
they may report to LCCC'’s President.
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Investigation

All reports will be promptly investigated by the College Administration. At the
discretion of the Administration, the report may be investigated internally or by
a third party. Whistleblower is not responsible to do an investigation.

Whistleblower Protections

e Confidentiality: The identity of the whistleblower will not be disclosed
without the whistleblower’s consent, unless disclosure is unavoidable in
the investigation of the alleged violation.

e Anti-Retaliation: LCCC will not terminate, threaten, or otherwise
discriminate or retaliate against whistleblowers or employees who are
requested to participate in an investigation, hearing, or another inquiry
or court action based on a report made under this policy.

¢ Retaliatory Harassment: LCCC will not tolerate the harassment of
whistleblowers or any participant in a report made under this policy by
other students, employees, volunteers, or third persons.

Retaliation Reporting

Any whistleblowers who experience harassment, discrimination, or retaliation,
as set forth under this policy, should immediately follow the reporting procedure
set forth above.
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Policy No. 2-600
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Clearances, Background Checks, and Mandated Child Abuse
Reporting

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED:

Purpose

Guidelines

Definitions

Clearances, Background Checks, and Mandated
Child Abuse Reporting

The purpose of this policy is to promote the safety and security of children who
participate in programs held on or off of College property. All College employees,
interns, volunteers, and independent contractors must comply with this policy.

This policy applies to all programs and activities involving Children, including
College course offerings, programs operated by the College, non-College-
sponsored programs using College facilities, and programs under the direction
and authority of the College at locations off College property. Examples of
programs governed by this policy include, but are not limited to, summer camps,
specialty camps (e.g., academic camps), outreach activities, workshops,
conferences, tutoring, educational programs, licensed child care facilities and
programs, and affiliated entity activities.

Affiliated Entity: An organization sanctioned or recognized by the College,
including, but not limited to, foundations, alumni associations, and student
associations.

Child Abuse: The definition of this term shall be consistent with the current
definition under the Pennsylvania Child Protective Services Law, 23 Pa. C.S. § 6301
et seq. ("CPL"), as amended.

Child(ren): A person under 18 years of age. Children may be, but are not limited
to, students enrolled at the College; students "dually enrolled" with the College
and in elementary, middle, or high school, employees; or participants in
Programs.

College Facilities: Facilities owned by or under the control of the College.

College-Sponsored Programs: Programs that are managed by College
faculty, staff, or Affiliated Entities on behalf of the College.

Direct Contact: Consistent with the CPL, the care, supervision, guidance, or
control of Children or routine interaction with Children.

"Direct volunteer contact” is defined as "the care, supervision, guidance or
control of children and routine interaction with children."

Mandated Reporter: Any individual over eighteen (18) years of age who is
1) A College employee, intern, Volunteer, or independent contractor; and/or
2) An employee, intern, or Volunteer of a Non-College-Sponsored Program.

Non-College-Sponsored Program: Programs that are not managed by
College faculty, staff, and affiliated entities on behalf of the College, but that use
College Facilities.
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Program: Programs or activities offered by the College, or by non-College
groups using College Facilities where the parents or legal guardians are not
directly responsible for the care, custody, or control of their child. This includes,
but is not limited to, workshops, services, camps, conferences, campus visits,
and similar activities. These do not include organized events where parents or
legal guardians are directly responsible for Children.

Program Administrator: The person(s) who has primary and direct operational
responsibility for managing a Program.

"Routine Interaction" is defined as "regular and repeated contact that is integral
to a person's employment or volunteer responsibilities.”

Volunteer: An individual who, through the course of his/her volunteer position
in a Program, is responsible for the welfare of a Child or has direct contact with
Children.

General

All programs subject to state licensure are required to comply with applicable
laws and regulations. Program administrators should consult with the
appropriate College vice president and the College’s legal counsel, as
necessary, regarding licensure questions

Children Participating in College Programs

The Director of Public Safety or designee shall be responsible for establishing
administrative regulations that set forth the specific information that shall be
required from each child’s parent or legal guardian prior to participating in a
program at the College. The parent or legal guardian of a Child must submit all
necessary information to the applicable Program Administrator on the
appropriate forms before the Child will be allowed to participate in a Program.

These forms may include, but are not limited to, a participation agreement,
health form, emergency contact form, proof of medical insurance, photo and
recording release, and participant code of conduct.

Program administrators are required to certify that they have received all of the
required information from the parent or legal guardian of each participating child
prior to being allowed to use or lease College Facilities for a program.

Employees
All employees of the College are subject to the background check and clearance
requirements of the Pennsylvania School Code. At the cost of the employee.

Volunteers

Pursuant to the Child Protective Services Law (23 Pa. C.S.A. 6300, et seq.,) all
individuals serving on a volunteer basis who have "direct volunteer contact with
children," as defined above, shall be required to comply with the all necessary
legal requirements related to criminal and child abuse history
clearances/certifications. The Director of Human Resources, Title IX/Equity
Coordinator shall promulgate detailed administrative regulations to ensure legal
compliance with regards to those volunteering and/or intending to volunteer at
the College or with a College program.

CHILD ABUSE REPORTING REQUIREMENTS

Mandated Reporters

All College employees are mandated reporters of child abuse under the Child
Protective Services law and are required to report suspected child abuse.
The Director of Human Resources, Title IX/Equity Coordinator shall develop
detailed administrative regulations setting forth the Pennsylvania mandated
reporting requirements under the Child Protective Services Law.
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Confidentiality

All reports of suspected Child Abuse shall remain confidential, and the release
of data by the College that would identify the individual who made a report of
suspected Child Abuse and/or who cooperated in a Child Abuse investigation is
strictly prohibited unless required by law. Information regarding Child Abuse
reporting may be shared with the Program Administrator and the College
President, as permitted under this policy.

County Agency Child Abuse Investigation Involving College Employee/
Contractor

Upon notification by a state or county agency that a child abuse investigation
involves suspected child abuse by a College employee or independent
contractor, the Program Administrator shall immediately notify the College
President and implement a plan of supervision or alternative arrangement for
the individual under investigation. As required by law, such plan of supervision
or alternative arrangement must be approved by the county agency and kept on
file with the agency until the investigation is completed.
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Policy No. 2-602
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Firearms, Weapons, and Explosives
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Definitions

Firearms, Weapons, and Explosives

The College is committed to maintaining a safe and secure environment to
conduct educational activities for its students. This policy is intended to reduce
the risk of injury or death associated with intentional or accidental use of
weapons.

Possession, to possess, or possess

Physical possession on the person or placing or keeping a weapon at any
location on the College Premises, including an individual’'s living quarters or
workplace, in any vehicle, or in an individual's container including but not limited
to backpacks, briefcases, purses, wallets, bags, and/or luggage.

College Premises

Events, College-sponsored activities, on and off-campus College special
events, all College-affiliated buildings, and all College owned properties. So as
to safeguard the College community, this term shall be given the broadest
possible interpretation.

Introduction or Introduce

Shall mean (1) to bring any weapon onto College premises or into any building
under College control or to any event; or (2) to assist anyone in bringing any
weapon onto College premises, into any building under College control, or to
any event.

Firearm

Any device that discharges a bullet, pellet, flare, tranquilizer, spear dart,
paintball or other projectile, whether loaded or unloaded, including those
powered by CO2. This includes, but is not limited to: guns, air guns, dart guns,
pistols, revolvers, rifles, cannons, etc., and any ammunition for any such device.

Weapon
Any device that is designed to or traditionally used to inflict harm, including, but
not limited to:

(1) Any firearm, slingshot, axe, sword, switchblade, dagger, blackjack, metal
knuckle, bow and arrow, cross bow, any archery equipment, hand
grenade, billy club, nun-chuck, spiked glove(s), throwing star, any martial
arts or security equipment of a dangerous nature, explosive, sandbag,
fireworks, metal pipe or bar used or intended to be used as a club, razor
or cutting instrument (the blade of which is exposed in an automatic way
by switch, push-button, spring mechanism, or otherwise)

(2) Any knife, excluding eating utensils

(3) Any item which, in its intended use, is capable of inflicting serious bodily
injury

(4) Any object that could be reasonably construed as a weapon

(5) Any object legally controlled as a weapon or treated as a weapon under
the laws of the Commonwealth of Pennsylvania

Explosives

Any chemical compound or mechanical mixture that contains any oxidizing and
combustible units, or other ingredients, in such proportion, quantities or packing
that an ignition by fire, friction, concussion, percussion, or detonator, or any part
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of the compound or mixture, may cause a sudden generation of highly heated
gases that results in gaseous pressures capable of producing destructive efforts
on contiguous objects or of destroying life or limb. This includes, but is not
limited to, firecrackers, black powder, dynamite, etc. as well as detonating
devices such as detonators, blasting caps, timers, incendiary wire and the like.

GENERAL

Except as set forth in this policy, all members of the College community,
including faculty, staff, and students, as well as visitors to the College, are
prohibited from possessing, using, or introducing firearms, explosives or
weapons (hereafter collectively referred to as "weapons") on the College
Premises without the explicit authorization of the College, whether or not a
federal or state license to possess the same has been issued to the possessor.

Exceptions
The only exceptions to the above policy are as follows:

(1) Public Safety Officers employed and authorized by the College to carry
Tasers, pepper spray, expandable baton and/or handcuffs. Each Public
Safety Officer shall be properly trained and legally certified to carry and
utilize the aforementioned weapons and restraints; no Public Safety
Officer shall carry and/or utilize the aforementioned weapons or restraints
without proper training and certification;

(2) Commissioned law enforcement officers, to the extent they are legally
permitted to possess weapons in the Commonwealth of Pennsylvania and
are in the official execution of their duties;

(38) Persons in the military in performance of their official duties, to the extent
they are legally permitted to possess weapons in the Commonwealth of
Pennsylvania and are in the official execution of their duties;

(4) Faculty or staff legally permitted to possess weapons in the
Commonwealth of Pennsylvania may do so on College property only to
the extent that such possession is necessary as part of an academic or
research activity. Such use must have received prior written approval by
the Director of Public Safety and Security Department; and/or

(5) College sanctioned groups or events where a particular weapon(s) is a
required part of the curriculum or activity, i.e. Act 235 certification, martial
arts classes/clubs; fencing classes/clubs; theatrical events, etc. Such use
must have received prior written approval by the Director of Public Safety
and Security Department.

Violations

Anyone possessing, using, or introducing a weapon other than those permitted
as set forth above will be asked to remove them the weapon(s) from the College
campus or event immediately. Any student, faculty, or staff member violating
this policy shall be subject to the disciplinary policies and procedures applicable
to students, faculty or staff. Additionally, possession of unlicensed firearms or
weapons may lead to criminal prosecution by the appropriate jurisdiction.

Exceptions Requested

Exceptions to this policy may be requested in writing to the Director of Public
Safety and Security Department. The Director will review the request with the
Vice President for Finance and Administrative Services College General
Counsel. Only under the most unusual circumstance would an exception be
granted. Questions about this may also be directed to Director of Public Safety
and Security Department.
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COMMUNITY COLLEGE

Policy No. 2-604
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Gramm-Leach Bliley Act
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: February 7, 2019 (Resolution 54.25)

Purpose

Definitions

Gramm-Leach Bliley Act

The Gramm-Leach Bliley Act (the "GLBA") together with the Federal Trade
Commission “Safeguards Rule”, mandates that a financial institution, such as a
bank or investment company, take steps to safeguard the security,
confidentiality, and integrity of customer information in its possession.
The College is classified as a financial institution under GLBA, by virtue of
processing or servicing student loans, or offering other financial products or
services.

The College has established this comprehensive written Information Security
Program (“Program”) to ensure compliance with the GLBA and the Safeguards
Rule. This Program is designed to ensure the security and confidentiality of
customer information, protect against any reasonably foreseeable threats or
hazards to the security or integrity of such information, and protect against
unauthorized access to our use of such information.

The College complies with, and requires its employees and other agents to comply
with, all applicable federal, state, and local laws and regulations, as well as College
policies and procedures, that govern information security, confidentiality, and privacy.

“Customer Information” refers to any record containing nonpublic, personally
identifiable financial information, whether in paper, electronic, or other form, that
the College obtains from a student, a student’s parent(s) or spouse, a College
employee, alumnus, or any third party, in the process of offering a financial
product or service. The term also applies to such information provided to the
College by another financial institution, or such information otherwise obtained
by the College in connection with providing a financial product or service.

Examples of Customer Information include names, addresses, phone
numbers, bank and credit card account numbers, income and credit histories
and social security numbers.

Program Coordinator

The GLBA mandates that the College appoint an Information Security Program
Coordinator (“Coordinator”), to conduct a risk assessment of likely security and
privacy risks, institute a training program for all employees who have access to
covered data and information, oversee service providers and contracts, and
evaluate and adjust the Program periodically. The Chief Information Security
Office (CISO) is designated to serve as the Coordinator.

The Coordinator shall work with appropriate College personnel to identify
reasonably foreseeable internal and external risks to the security, confidentiality,
and integrity of Customer Information; evaluate the effectiveness of the current
safeguards for controlling these risks; design and implement additional required
safeguards; and regularly monitor and test the controls, systems, and
procedures of the Program.

Areas ldentified

The following College Offices and Departments have been identified as primary
areas to be considered when assessing the risks to Customer Information:

(1) Human Resources

(2) Information Technologies
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(3) Business Continuity and Disaster Recovery

(4) Mission Critical Systems and Data Hosted in the Cloud
(5) Enrollment Services

(6) Registration

(7) Financial Aid

(8) Finance

(9) Public Safety

Guidelines Risk Assessment and Safeguards

The Coordinator shall work with appropriate College personnel to identify
reasonably foreseeable internal and external risks to the security, confidentiality,
and integrity of Customer Information. Each College Department head, or
his/her designee, will conduct an annual data security review, with guidance
from the Coordinator. Vice Presidents will be asked to identify any employees
in their respective areas that work with Customer Information. In addition, the
Offices and Departments listed above as “Areas ldentified” shall conduct a
quarterly review of procedures, incidents, and responses, and will publish all
relevant materials except in those cases where publication may likely lead to
breaches of security or privacy. Publication of these materials is for the purpose
of educating the College community on network security and privacy issues.
The College will assure that procedures and responses are appropriately
reflective of those widely practiced at other similar institutions.

In order to protect the security and integrity of the College network and its data,
the Coordinator will develop and maintain a registry of all computers attached to
the College network. This registry will include, where relevant, IP address or
subnet, MAC address, physical location, operating system, intended use
(server, personal computer, lab machine, dorm machine, etc.), the person,
persons, or department primarily responsible for the machine, and whether the
machine has or has special access to any confidential data covered by relevant
external laws or regulations and/or Customer Information.

The Coordinator bears primary responsibility for the identification of internal and
external risk assessment, but all members of the College community are
involved in risk assessment. The Coordinator will conduct regular risk
assessments. Ata minimum, such risk assessments shall include consideration
of risks in each areas of College operations such as the following:

(1) Employee training and management;

(2) Information systems, including network and software design, as well as
information processing, storage, transmission and disposal; and

(3) Detecting, preventing and responding to attacks, intrusions, or other
system failure.

The Coordinator, working in cooperation with appropriate personnel of the
“Areas Identified”, will develop and maintain a data handbook, listing those
persons or offices responsible for each covered data field in software systems
utilized to enforce the GLBA (financial, student administration, development,
etc.). The Coordinator and appropriate personnel of the “Areas Identified” will
take steps to adjust its information security program in response to any
significant questionable activities.

The Coordinator will work with appropriate personnel of the “Areas Identified” to
develop and maintain a registry of those members of the College community
who have access to Customer Information. The Coordinator, in cooperation with
Human Resources and Business Office, will work to keep this registry rigorously
up to date.

The Coordinator will work with the College’s IT Department to maintain the
physical security of all servers and terminals which contain or have access to
Customer Information. The Coordinator will work with other areas of the College
that may be impacted by GLBA to develop guidelines for physical security of any
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covered servers in locations outside the central server area. The Coordinator
will conduct a survey of other physical security risks, including the storage of
covered paper records in non-secure environments, and other procedures which
may expose Customer Information.

Social security numbers are considered protected information under both the
GLBA and the Family Educational Rights and Privacy Act (FERPA). By
necessity, student social security numbers remain in the College student
information system. The College will conduct an assessment to determine who
has access to social security numbers, in what systems they are still used, and
in what instances students are unnecessarily being asked to provide a social
security number. This assessment will include an assessment of both the
College and of any subcontractors retained by the College.

The Coordinator will develop a plan to ensure that all electronic Customer
Information is encrypted in transit and that the central databases are strongly
protected from security risks.

It is recommended that relevant offices of the College decide whether more
extensive background or reference checks or other forms of confirmation are
prudent in the hiring process for certain new employees, for example employees
handling confidential financial information.

The Coordinator will develop written plans and procedures to detect any actual
or attempted attacks on the College’s systems and will develop incident
response procedures for actual or attempted unauthorized access to Customer
Information.

The Coordinator will periodically review the College’s disaster recovery program
and data-retention policies and present a report to the Vice Presidents.

Employee Training and Education

College will work in cooperation with the Office of Human Resources and the
Office of Organizational Development to develop training and education
programs for all employees who have authorized access to Customer
Information. These employees typically fall into three categories: professionals
in information technology who have general access to all College data;
custodians of data as identified in the data handbook, and employees who use
the data as part of their essential job duties.

Oversight of Service Providers and Contracts

The GLBA requires the College to take reasonable steps to select and retain service
providers who maintain appropriate safeguards for Customer Information.
The College’s Business Office will develop and send form letters to all covered
contractors requesting assurances of GLBA compliance. The College will also
require service providers by contract to implement and maintain such safeguards.

Evaluation and Revision of the Program

The GLBA mandates that the Program be subject to periodic review and
adjustment. The most frequent of these reviews will occur where constantly
changing technology and constantly evolving risks indicate the wisdom of quarterly
reviews. Processes in other relevant offices of the College such as data access
procedures and the training program should undergo regular review. The Program
itself as well as the related data retention policy should be reevaluated annually in
order to assure ongoing compliance with existing and future laws and regulations.
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Policy No. 2-606
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Notification Under the Sex Offender Registration and
Notification Act (SORNA)

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED:

Purpose

Definitions

Guidelines

Notification Under the Sex Offender
Registration and Notification Act (SORNA)

The purpose of this policy is to ensure effective implementation of the College’s
legal requirements under the Sex Offender Registration and Notification Act.
The implementation of this policy shall serve the purpose of protecting the
College community, including minors, a purpose that is consistent with the
purpose of the law. Nothing in this policy shall be construed to permit unlawful
restriction of the rights of any individual nor shall it be construed to be or
implemented in a manner that is punitive in nature.

Sexually-Violent Predator

This term shall be defined as set forth in 42 Pa. C.S.A. §§ 9799.12. For the
purposes of this policy, the term shall also include a "sexually-violent delinquent
child," as defined in 42 Pa. C.S.A. §§ 9799.12.

General

The law requires that the Pennsylvania State Police notify the President of the
College if the residence of a Sexually-Violent Predator or Sexually-Violent
Delinquent Child is within 1,000 feet of the College campus. Upon receipt of
such notification, the College shall disseminate the information provided about
such individual to any and all individuals whose duties include supervision of or
responsibility for students.

The Director of Public Safety or designee shall be responsible for compiling and
annually updating a list of such individuals. The list shall include, but not be
limited to, administrators, faculty members, aids, security officials, groundskeepers,
and drivers.

The Director of Public Safety or designee shall, in the communication
accompanying the dissemination of such information, include specific
instructions regarding the individual's responsibilities, as set forth, below:

The individual may not publically post the information or otherwise generally
disseminate it further, nor may he or she impose punitive or restrictive
requirements on the Sexually-Violent Predator without first consulting the
Director of Public Safety.

Where the Sexually-Violent Predator is not a student, the individual shall be
required to immediately notify the VP for Finance and Administrative Services,
or designee if the Director of Public Safety is not available, of the Sexually-
Violent Predator’s presence.

Where the Sexually-Violent Predator is a student, the individual shall be required
to immediately notify the Dean of Student Support and Success, or designee if
the Director of Public Safety is not available, if the student appears to be without
legitimate purpose or is otherwise creating concern for the safety of the students.
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Upon receipt of such notification, the Dean of Student Support and Success, or
designee if the Director of Public Safety is not available, shall promptly notify the
local police if the Sexually-Violent Predator appears to be without a legitimate
purpose or otherwise creates a concern for the safety of the students.

Where the Sexually-Violent Predator is a student or parent of a student, the
Dean of Student Support and Success may, but is not required to, meet with
such parent or student to explain the procedures set forth in this policy.

Where a Sexually-Violent Predator is or will be present on campus and/or at a
College function, the Director of Public Safety should, wherever possible and to
the extent practicable, establish protocols to ensure that the Sexually-Violent
Predator is not alone with minors.
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Policy No. 2-608
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Red Flag Identity Theft Prevention Program
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Definitions

Red Flag Identity Theft Prevention Program

In accordance with the Red Flag Rules as issued under the Federal Trade
Commission’s Fair and Accurate Credit Transactions Act, the College
establishes this Identity Theft Prevention Program (hereinafter referred to as the
"Program"). The Red Flag Rules require institutions or "creditors" (businesses
or organizations that regularly defer payment for goods or services) that hold
"covered accounts" (consumer accounts for which a person makes repeat
payments or other accounts that present a reasonably foreseeable risk of
identity theft) to develop and implement an identity theft prevention program.
The Policy is designed to detect, prevent, and mitigate identity theft in
connection with the opening of a covered account or an existing covered
account and to provide for continued administration of the Program.
The Program shall include reasonable policies and procedures to:
1. Identify relevant Red Flags for covered accounts it offers or maintains and
incorporate those red flags into the Program
2. Detect Red Flags that have been incorporated into the Program;
3. Respond appropriately to any Red Flags that are detected to prevent and
mitigate identity theft
4. Ensure the Program is updated periodically to reflect changes in risks to
students and to the safety and soundness of the creditor from identity theft

Covered Account

An account that a creditor offers or maintains, primarily for personal, family, or
household purposes that involves or is designed to permit multiple payments or
transactions, or other account that presents a reasonably foreseeable risk of
identity theft.

Creditor
A business or organization that regularly defers payment for goods or services,
or provides goods or services and bills the customer later.

Identity Theft
Fraud committed or attempted using the identifying information of another
person without authority.

Red Flag
A pattern, practice, or specific activity that indicates the possible existence of
identity theft.

Covered Accounts
The College is considered a creditor pursuant to the Red Flag Rules by regularly
maintaining or offering the three types of covered accounts as set forth below.
One account is administered by the College and two accounts are administered
by service providers.

The College’s covered accounts include:

1. Student receivables accounts and credit balances consisting of financial
aid including Federal Perkins, Federal William D. Ford Direct, and PLUS.

2. Service provider covered accounts include student loan billing, collection
and repayment: (a) Student loan repayment services administered by
University Accounting Services and Perkins Loan Program; and
(b) Collection services provided by contracted third-party commercial
collection agencies.
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Identification of Relevant Red Flags
The Program identifies the following Red Flags: (See Exhibit A below:
Red Flag Indicators)

1.

2.

No oA

Alerts, notifications, or other warnings received from consumer reporting
agencies or service providers, such as fraud detection services

The presentation of suspicious documents, such as items that appear to
be altered or forged

The presentation of suspicious personal identifying information, such as a
photograph or physical description on the identification that is not consistent
with the appearance of the student presenting the identification

A request made from a non-College issued E-mail account

A request to mail something to an address not listed on file

The unusual use of, or other suspicious activity related to, a covered account
Notice from students, employees, victims of identity theft, law enforcement
authorities, or other persons regarding possible identity theft in connection
with covered accounts.

The Program considers the following risk factors in identifying relevant Red
Flags for covered accounts:

1.
2.

4.

The types of covered accounts as noted above

The methods required to open covered accounts: (a) Acceptance to the
College and enrollment in classes; (b) Acceptance of financial aid award;
and (c) Completion of a Student Long-Term Loan Entrance Interview
which requests the following personally-identifying information:

Social security number

Full name

Permanent address

Local address

Local phone

Date of birth

Driver license information

Cell phone

Personal E-mail

School E-mail

Next of kin information

Two personal references, including address, phone, E-mail and
relationship to student

The methods required to access covered accounts: (a) In person requires
picture identification; (b) Correspondence may only be mailed to an address
on file in the College Directory; (c) Online account access to College covered
accounts requires ID and password; (d) Refunds obtained by direct deposit
are electronically sent via Automated Clearing House ("ACH") to a bank
account designated by the student; and (e) E-mail requests for account
information may be provided by providing required information.

The Program's previous experiences with identity theft.

TAT T SQ@TM0 00D

The Program will continue to incorporate relevant Red Flags from sources
such as:

1.
2.

3.

Incidents of identity theft that the College has experienced

Methods of identity theft that the College has identified that reflect changes
in identity theft risks

Applicable supervisory guidance.

Detection of Red Flags
The Program will detect Red Flags relevant to each type of covered account
as follows:

A. Refund of student loan credit balance - As directed by federal regulation
(U.S. Department of Education) and/or Departmental procedures, these
balances are required to be refunded to the student. The refund can only be
mailed to an address on file with the College, direct-deposited into the student's
bank account, or picked up in person by showing a valid picture ID.

1. Potential Red Flags

a. Picture ID not appearing to be authentic or not matching the
appearance of the student presenting it
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b. Name of bank account owner not matching the student's name
c. Address change request
2. Addressing detection of Red Flags

a. Obtain identifying information about the student and verify the student's
identity.

b. Maintain student records to include information used to verify the
student's identity, including their name, address, and other identifying
information

c. Verifying the validity of change of address requests

d. Verifying the validity of student bank accounts

e. Verifying the validity of a student's picture ID

B. Student loan information — the College has implemented specific procedures
to protect confidential student information from being inappropriately released to
third parties. A College employee with access to this information has received
training and is responsible for understanding and complying with Department-
specific procedures when responding to telephone calls.

1. Potential Red Flags

a. A caller who cannot provide all relevant information as set forth in
Section 2(c) below

b. A caller who is abusive and attempts to get information through
intimidation

c. A caller who tries to distract a College employee by being overly
friendly or engaging the employee in unrelated "chit-chat" in an effort
to change the employee's focus

d. Any caller who appears to be trying to get the employee to circumvent
College policy through some tactic that is intended to persuade the
employee

e. Address change request

f. Phone number change request

2. Addressing Detection of Red Flags

a. Maintain student records to include information used to verify
legitimacy of the request, including the student's name, social security
number, address, and other identifying information

b. Verify the validity of a change of address or phone number request

c. Every person who calls must verify the last four (4) digits of the student's
social security number and name and two (2) of the three (3) following
pieces of information:

i. Date of birth
ii. Address
iii. Phone number

Responses to Red Flag Detections

The Program shall provide for appropriate responses to detected Red Flags to

prevent and mitigate identity theft. The response shall be commensurate with

the degree of risk posed. If a Red Flag has been detected by College personnel,

an appropriate response may be one of the following:

Determine no response is warranted under the particular circumstances

Monitor a covered account for evidence of identity theft

Deny access to the covered account until other information is available

to eliminate the Red Flag

Contact a College Supervisor

Contact the student

The College Supervisor may facilitate inactivation of the student’s on-line

account

The College Supervisor may contact a College Controller

The College Supervisor may contact appropriate law enforcement

Reopen a covered account with a new account number

0. Change any passwords, security codes, or other security devices that
permit access to a covered account

11. Not open a new covered account

12. Close an existing covered account
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Oversight of Service Provider Arrangements
It is the responsibility of the College to ensure that the activities of all service
providers and contractors are conducted in accordance with reasonable policies
and procedures designed to detect, prevent, and mitigate the risk of identity theft.
Currently, the College contracts with several third parties to service and collect
covered accounts. The following guidelines shall apply to the aforementioned third
party-administered covered accounts:
1. A service provider or contractor that maintains its own ldentity Theft
Prevention Program, consistent with the guidance of the Red Flag Rules
(16 C.F.R. Part 681), may be considered to be meeting these
requirements.
2. Any specific requirements will be addressed in appropriate contract
arrangements.
3. Contractors and service providers must notify the College of any security
incidents experienced, even if such incidents may not have led to any
actual compromise of College data.

Updating the Program

The Program shall be updated annually to reflect changes in risks to students
and employees or to the safety and soundness of the College from identity theft
based upon factors such as:

Experiences of the College with identity theft

Changes in methods of identity theft

Changes in methods to detect, prevent, and mitigate identity theft
Changes in the types of accounts that the College offers or maintains
Changes in the College’s business arrangements including mergers,
acquisitions, alliances, joint ventures, and service provider arrangements

agbhwbd=

Roles and Responsibilities

The Red Flag Program will be reviewed on an annual basis to ensure
compliance with the Red Flag Rules. Documents will be created, revised,
updated, expanded, or diminished as necessary.

The College Controller is responsible for:

1. Development, implementation, and continued administration of the Red
Flag Program

2. ldentifying new applications of the policy when systems and/or processes
include applicable covered accounts

3. Approving all material changes to the Program as necessary to address
changing risks of identity theft

4. Determining which steps of preventing and mitigation shall be taken in
particular circumstances.

College staff will be responsible for development, implementation, and
administration of the Program and shall report to the Controller on an annual
basis regarding the College’s compliance with the Program. The report shall
address material matters related to the Program and evaluate issues such as:
Changes in methods of identity theft

Changes in methods to detect, prevent, and mitigate identity theft
Changes in the types of accounts that the College offers or maintains
Changes in service provider arrangements

Effectiveness of the Program

Significant incidents involving identity theft and management’s response,
Compliance with changes in the law

Recommendation as to how to improve the Program

PN RWON =

The Director of Student Accounts will be responsible for training College staff in
the detection of Red Flags for each account type applicable to this policy, and
the responsive steps to be taken when a Red Flag is detected.
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Policy No. 2-608a
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Exhibit A, Red Flag Indicators
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Exhibit A
Red Flag Indicators

Documents provided for identification that appear to have been altered or forged.
A. Suspicious Documents:

The photograph or physical description on the identification is not consistent with
the appearance of the applicant or customer presenting the identification.

Other information on the identification is not consistent with information provided
by the person opening a new covered account or customer presenting the
identification.

Other information on the identification is not consistent with readily accessible
information that is on file with the College, such as a signature card or a recent
check.

An application appears to have been altered or forged, or gives the appearance
of having been destroyed and reassembled.

B. Suspicious:

Personal identifying information provided is inconsistent when compared
against external information sources used by the College. For example:
1. The address does not match any address in the student record
2. The identification number does not exist or is assigned to another
student
3.  The Social Security number (SSN) has not been issued or is listed on
the Social Security Administration's Death Master File
4. Personal identifying information provided by the student is not consistent
with other personal identifying information provided by the student. For
example, there is a lack of correlation between the SSN range and date
of birth.

C. Personal Identifying Information:

Personal identifying information provided is associated with known fraudulent
activity as indicated by internal or third-party sources used by the College.
For example, the address on an application is the same as the address provided
on a fraudulent application.

Personal identifying information provided is of a type commonly associated with
fraudulent activity as indicated by internal or third-party sources used by the
College. For example:
1. The address on an application is fictitious, a mail drop, or a prison
2. The phone number is invalid or is associated with a pager or answering
service.

The SSN or student identification number provided is the same as that submitted
by other persons opening an account or other customers.
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The address or telephone number provided is the same as or similar to the
address or telephone number submitted by an unusually large number of other
students opening accounts.

The student opening the covered account fails to provide all required personal
identifying information on an application or in response to notification that the
application is incomplete.

Personal identifying information provided is not consistent with personal
identifying information that is on file with the College.

When using security questions (mother's maiden name, pet's name, etc.), the
person opening the covered account or the customer cannot provide
authenticating information beyond that which generally would be available from
a wallet or consumer report.

D. Unusual or Suspicious Activity:

Shortly following the notice of a change of address for a covered account, the
College receives a request for new, additional, or replacement goods or
services, or for the addition of authorized users on the account.

A new revolving credit account is used in a manner commonly associated with
known patterns of fraud patterns. For example, the student fails to make the first
payment or makes an initial payment but no subsequent payments.

A covered account is used in a manner that is not consistent with established
patterns of activity on the account. There is, for example:

1. Nonpayment when there is no history of late or missed payments

Mail sent to the student is returned repeatedly as undeliverable although
transactions continue to be conducted in connection with the student's covered
account.

The College is notified that the student is not receiving paper account
statements.

The College is notified of unauthorized charges or transactions in connection
with a customer's covered account.

The College receives notice from students, victims of identity theft, law
enforcement authorities, or other persons regarding possible identity theft in
connection with covered accounts held by the College.

The College is notified by a student, a victim of identity theft, a law enforcement
authority, or any other person that it has opened a fraudulent account for a
person engaged in identity theft.
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SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Sexual Misconduct

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: June 4, 2020 (Resolution 55.51)
March 2, 2023 (Resolution 58.27)

Purpose

Guidelines

Sexual Misconduct

The College strives to eliminate sexual violence and harassment on campus,
prevent its occurrence, and address its effects. This Policy describes how the
College responds to sexual misconduct and how the College seeks to provide a
prompt, fair and equitable response to complaints in accordance with Title IX.

This policy is designed to ensure compliance with the provisions of Title IX of the
Education Amendments of 1972 ("Title 1X"), 20 U.S.C. Sec. 1681, et. seq., which
prohibits discrimination on the basis of sex in the course of any federally funded
educational program or activity, the Violence Against Women Reauthorization Act
of 2013 ("VAWA") and its attendant Campus SaVE Act provisions ("Campus
SaVE"). Sexual harassment and sexual violence are forms of sex discrimination
prohibited by Title IX. Title IX also prohibits retaliation against individuals for
making or participating in complaints of sex discrimination.

This policy provides information regarding the College’s education, prevention,
and response efforts related to sexual misconduct, including descriptions of
prohibited conduct, options to report misconduct (including confidential options),
the process for resolving complaints, possible remedies and sanctions, and on
and off-campus resources.

Additional information on the College’s procedures for reporting and obtaining
assistance in the event of sexual violence, stalking, domestic violence, or dating
violence, can also be found on the Sexual Assault Procedures link on the
College’s Public Safety web page.

PROHIBITED CONDUCT

Pursuant to this policy, the College prohibits all forms of sexual misconduct,
including but not limited to, discrimination on the basis of sex, sexual harassment,
sexual assault, sexual violence, domestic violence, dating violence, and stalking
(“Prohibited Conduct”), whether directed to a member of the College community
or someone outside the College community. Such conduct by a College student,
employee, Trustee, or third party (including visitors, guests, vendors, and
contractors) is a violation of College policy.

This Policy applies to students, employees, Trustees, and third parties, including
but not limited to visitors, guests, vendors, and contractors, and it applies to
conduct that occurs:
1. On campus or on property owned, controlled, used or managed by
the College;
2. Off-campus in the context of College employment, education, programs or
activities; and/or
3. Off-campus or online outside the context of a College program or activity
but affects a substantial interest of the College.

Jurisdictional assessments are made by the Title IX Coordinator and/or designee
with other appropriate officials of the College and/or legal counsel.
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Consent

A person is incapable of giving consent if that person is under the age of 16 or
age of consent as established by law, incapacitated due to the influence of drugs
and/or alcohol, or mentally disabled. Additionally, consent may be withdrawn
during the course of a sexual encounter, such that the encounter would
thereafter constitute sexual misconduct, if continued.

Consent under Title IX is clear, knowing, voluntary, and expressed permission
through verbal or overt physical actions prior to engaging in, and during, a sexual
act. Other aspects of consent as defined by Title IX include: Consent for one
sexual activity does not imply consent to other sexual activities;

o Affirmative consent: Did the person express overt actions or words
indicating agreement for sexual acts?

e Freely given consent: Was the consent offered of the person’s own
free will, without being induced by fraud, coercion, violence, or threat
of violence?

e Capacity to consent: Did the individual have the capacity, or legal
ability, to consent?

Dating Violence

Violence committed by a person who is or has been in a social relationship of a
romantic or intimate nature with the victim. The existence of such a relationship
shall be determined based on the reporting party’'s statement and with
consideration of the length of the relationship, type of relationship, and frequency
of interaction between the persons involved in the relationship. Dating violence
includes, but is not limited to, sexual or physical abuse or the threat of such abuse
but does not include acts covered under the definition of domestic violence.

Discrimination on the Basis of Sex

lllegal under both federal and state law and is strictly prohibited by the College.
Discrimination based on sex, which includes gender, gender identity, gender
expression, and sexual orientation or other protected class under local, state or
federal law, can be manifested by unequal access to educational programs and
activities on the basis of sex, unequal treatment on the basis of sex in the course
of conducting those programs and activities, or the existence of a program or
activity that has a disparate impact on participation, improperly based on the sex
of the participants.

Domestic Violence

A felony or misdemeanor crime of violence committed by either a current or
former spouse or intimate partner of the victim, a person with whom the victim
shares a child in common, a person who is cohabitating with or has cohabitated
with the victim as a spouse or intimate partner, a person similarly situated to a
spouse of the victim under the domestic or family violence laws of this
jurisdiction receiving grant monies under VAWA, or by any other person against
a youth victim or adult who is protected from that person’s acts under the
domestic or family violence laws of this jurisdiction.

Sexual Assault
A forcible or non-forcible sex offense under the Uniform Crime Reporting System
of the FBI and/or as defined under any State law.

Sexual Harassment

A form of sex discrimination that is illegal under both federal and state law and
is strictly prohibited by the College. Unwelcome sexual advances, requests for
sexual favors, and other physical or verbal conduct of a sexual nature constitute
sexual harassment when:

1. Submission to such advances, requests or conduct is made either explicitly
or implicitly a term or condition of an individual’'s employment or academic
advancement or participation in College programs or activities, or is used as
a basis for employment or academic decisions affecting the individual; or
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2. Rejection of such advances, requests or conduct affects a term or condition
of an individual’s employment or academic advancement or participation in
College programs or activities, or is used as a basis for employment or
academic decisions affecting the individual; or

3. Such conduct has the purpose or effect of unreasonably interfering with an
individual’'s work, academic performance, education, or participation in
College programs or activities, or of creating an intimidating and/or hostile,
work or academic environment

Sexual Violence

A form of sex discrimination that is illegal under both federal and state law and
is strictly prohibited by the College. Sexual violence is defined as physical
sexual acts conducted either against a person’s will or where a person is
incapable of giving consent, including but not limited to: rape, sexual assault,
sexual battery, sexual coercion, dating violence, domestic violence, stalking and
sexual violence based on the intentional selection of a victim based on criteria
related to the victim’s national origin, ethnicity, gender identity, gender
presentation, or sexual orientation.

Stalking

Entails engaging in a course of conduct or repeated acts directed at a specific
person, which would cause a reasonable person to: fear for their safety or the safety
of others; or to suffer substantial emotional distress. For the purposes of the
definition of stalking, "course of conduct" is defined as two or more acts including
but not limited to acts in which the stalker directly, indirectly, or through a third party,
by any action, device, method, or means, follows, observes, monitors, and/or
surveils, the person or property of the victim. "Reasonable person” is defined as a
reasonable person under similar circumstances to the victim. "Substantial
emotional distress" means significant mental anguish or suffering that may, but does
not necessarily, require medical or other professional treatment or counseling.

Reporting

All complaints of sexual misconduct, including sexual harassment, discrimination
on the basis of sex, sexual assault, sexual violence, domestic violence, dating
violence, and stalking , shall be brought to the immediate attention of the Title IX
Coordinator for the College. The Title IX Coordinator for the College is the Director
of Human Resources who may be reached at 4525 Education Park Drive,
Schnecksville, PA 18078. Room 106 in the Student Services Center. The Title IX
Coordinator may be reached by telephone at 610-799-1107.

The College has established an online reporting system to receive complaints of
sexual harassment and sexual violence. The online reporting system permits
anonymous reports and is found at: https://www.lccc.edu/about-lccc/safety-and-
security/sexual-harassment-and-sexual-violence-anonymous-on

Reports that are submitted through the online system shall be investigated
through the process established in this policy.

In the event of an emergency, or an off-hours situation, reports shall be made to
the Department of Public Safety by calling 610-799-1169. The Department of
Public Safety must promptly report the incident to the Title IX Coordinator for
further action pursuant to the terms of this policy.

The College has an affirmative duty pursuant to Title IX, VAWA, and the Campus
SaVE Act to take immediate and appropriate action once it knows, or reasonably
should have known, of any act of sexual misconduct in any of its educational
programs and activities. The College will act on any complaint of sexual
misconduct in order to resolve such complaints promptly and equitably.

Complainants who make good faith complaints are protected from retaliation
pursuant to Title IX, VAWA and the Campus SaVE Act, this policy, the College’s
policy against Sexual Harassment, and the College’'s Whistleblower Policy.
Any retaliation against an individual who made a complaint or retaliation against
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an individual for cooperating with an investigation of a complaint, is a violation
of this policy.

The College strongly encourages witnesses and/or victims to report incidents
that may violate this policy. Therefore a witness or victim who reports an
incident in good faith will not be sanctioned by the College for admitting in the
report to a violation of the College’s student conduct policy on the personal use
of drugs or alcohol.

Trustee, Employee and Student Responsibilities

Each Trustee, employee and student of the College is responsible as follows:

1. For ensuring that they do not engage in conduct that violates this policy.

2. For immediately reporting possible violations of this policy to the immediate
attention of the Title IX Coordinator or, in the event of an emergency or for
a report made after regular business hours, the Director of Public Safety,
who will in turn immediately notify the Title IX Coordinator.

3. For cooperating in the investigation of possible violations of this policy.

Designated Responsible Employees

Individuals further designated as "Responsible Employees" at the College are
required, when first contacted by a complainant, to inform the complainant of
the Responsible Employee’s duty to report any complaint of sexual misconduct
directly to the Title IX Coordinator; to inform the complainant of the options for
filing complaints with the College, Law Enforcement, or both; and to assist the
complainant in obtaining counseling and medical services where appropriate,
particularly if the preservation of evidence could be a concern. Responsible
Employees include the President, all Vice-Presidents, Deans/Associate Deans,
Directors, Program Directors, Teaching/Service Faculty, Coaches,
Coordinators, and Advisors, Student Club Advisors, in addition to any employee
from Human Resources, Campus Safety, and Student Affairs.

A report to a Responsible Employee is a report to the College. It obligates the
College to investigate the report and it obligates the College to take all
appropriate steps to address the situation, prevent its recurrence, and remedy
its effects.

Title IX Grievance Procedure

Upon receiving a complaint, depending on the attendant facts and circumstances,
the Title IX Coordinator will immediately contact agencies and organizations to
effect immediate relief, care, and support for the complainant and/or the victim
in any given case including but not limited to:

The closest, competent health care facility

The Police Department and Campus Public Safety

The Dean of Student Development, Equity, and Inclusion or designee

The Employee Assistance Program (EAP)

Crime Victims Council of the Lehigh Valley; 801 Hamilton St., Ste. 300,
Allentown, PA 18101 (610-437-6610)
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Anyone who believes that they have has encountered sexual misconduct,
including sexual harassment, discrimination on the basis of sex, sexual assault,
sexual, sexual violence, domestic violence, dating violence, or stalking as
prohibited by this policy is advised to preserve all evidence that may assist in
proving that the alleged criminal offense occurred or may be helpful in obtaining a
protection order.

The Title IX Coordinator will enable a prompt, fair, and impartial investigation
into any allegation of sexual misconduct or retaliation, by trained investigators,
so as to enable a prompt and equitable response under all circumstances and
in a fair and expeditious manner. The College may not fail or refuse to
investigate an anonymous report because it is anonymous.
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The investigation will be completed within 15 work days of receipt of the complaint
by a trained and designated investigator for the College, unless the timeframe
must be extended for good cause by the Title IX Coordinator. The Title IX
investigator will allow the parties to present withesses and other evidence during
the investigation. The investigation will continue whether or not the complaint is
also being investigated by another agency or law enforcement unless the Title IX
investigation would impede law enforcement’s investigation. If the investigation is
suspended during an investigation by law enforcement, the College will implement
interim steps to protect the complainant and/or victim’s safety.

As an immediate priority, care will be taken to ensure the safety and well-being
of the complainant and/or victim, and to exercise all precautionary measures to
prevent a repeat of the alleged incident of sexual misconduct. Accordingly,
interim measures, including but not limited to temporary suspension, may be
implemented pending a hearing on the matter.

The Title IX Coordinator will inform the complainant in a case of sexual violence,
dating violence, domestic violence, sexual assault or stalking, of the right to file a
criminal complaint. In all cases of allegations of sexual misconduct between
parties who are members of the College community, a Title IX hearing will be
conducted following the conclusion of any investigation into the matter. Pursuant
to a Title IX hearing, both parties will have the right to review all evidence and
investigative reports beforehand, to have advisors present, and to present their
version of the facts and circumstances surrounding the alleged incident of sexual
misconduct. Care will be taken to preserve the rights of complainants of sexual
misconduct to privacy without sacrificing the rights of respondents to due process.
The Title IX Coordinator will conduct a hearing based on the alleged incident(s) of
sexual misconduct and a determination of culpability will rest on the evidence
presented and reviewed, using a "preponderance of the evidence" (i.e., more
likely than not) standard of proof. Upon completion of the investigation and Title
IX hearing, any case of sex misconduct or retaliation will be referred to the
appropriate administrative division’s Vice-President for further prompt and
equitable proceedings, commensurate with the recommendation and findings of
the Title IX Coordinator.

The entire process, from complaint to recommendation for resolution, should be
conducted in a prompt and equitable manner, and should be completed no later
than 45 work days from receipt of a complaint. Extensions may be granted
under extenuating circumstances, upon review by the Title IX Coordinator.

Upon completion of the investigation, and a Title IX hearing, the appropriate area
Vice-President shall notify both complainant and respondent of the findings and
recommendations of the Title IX Coordinator, shall accept or modify the
recommendations as appropriate, and notify both complainant and respondent of
the decision to accept or otherwise modify the recommendations of the Title IX
Coordinator, simultaneously and in writing. The entire process, from complaint to
notification of resolution by the appropriate Vice President, should not exceed 60
days, subject to the potential additional investigative time addressed above.

Disciplinary Action

In the event that the investigation reveals that sexual misconduct, including but
not limited to, sexual harassment, discrimination on the basis of sex, sexual
assault, sexual violence, domestic violence, dating violence, and stalking,
retaliation or other inappropriate or unprofessional conduct (even if not unlawful)
has occurred on campus, further action will be taken, including disciplinary action,
such as but not limited to reprimand, change in work assignment, loss of
privileges, mandatory training or suspension, and/or immediate termination. If it
is determined that inappropriate conduct has occurred on campus, the College
will act promptly to prevent future occurrences the offending conduct, and, where
appropriate, the College will also impose disciplinary action, in accordance with
the Code of Student Conduct.
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Confidentiality

As it relates to all complaints, all actions taken to investigate and resolve
complaints through this procedure shall be conducted with as much privacy,
discretion, and confidentiality as possible without compromising the thoroughness
and fairness of the investigation. All persons involved are to treat the situation
with respect. To conduct a thorough investigation, the Investigator(s) may discuss
the complaint with witnesses and those persons involved in, or affected by, the
complaint, and those persons necessary to assist in the investigation or to
implement appropriate disciplinary actions. For purposes of Clery Act reporting
and recordkeeping, the complainant’s personally identifying information will not be
disclosed.

In the event that a member of the College community requests complete
confidentiality and anonymity about witnessing or experiencing an act of sexual
misconduct, including but not limited to, sexual harassment, discrimination on
the basis of sex, sexual assault, sexual violence, domestic violence, dating
violence, or stalking, the College will refer that individual to the Crime Victims
Council of the Lehigh Valley; 801 Hamilton St., Ste. 300, Allentown, PA 18101
(610- 437-6610) or other licensed counseling professionals to whom the legal
privilege of confidential communications attaches. The College has an ongoing
relationship with victim services whereby a member of the College community
may speak with victim services, or in the case of an employee, also with
someone through the College’s Employee Assistance Program.

While respecting the request for confidentiality and privacy on the part of the
complainant, the Title IX Coordinator or the Responsible Employee to whom the
inquiry is made, will also inform the individual of their options with respect to
reporting the incident and/or lodging a police report, and as to the availability of
professional counseling resources. As noted elsewhere, the Responsible
Employee has the further duty of reporting the incident directly to the Title IX
Officer or the Director of Public Safety, who in turn will immediately contact the
Title IX Officer.

Along with the responsibilities of the Title IX Coordinator outlined above, the
Title IX Coordinator will further inform the complainant who requests anonymity
that, to the greatest extent possible, the request for confidentiality, particularly
with regard to the identity of the complainant, will be honored. However, the
Title IX Coordinator will also be clear that the College makes the ultimate
determination as to what should be disclosed regarding the facts and
circumstances of the case, in the best interests of the complainant’s own future
safety, as well as the safety of the College community as a whole.

Upon completion of the investigation, the individual(s) who made the complaint
and the individual(s) against whom the complaint was made will be advised of
the results of the investigation in writing and, where a remedy is determined to
be appropriate, to inform the parties of the steps that will be taken to remedy
the situation.

Appeal

Either party may file an appeal of any decision concerning the resolution of the
Title IX investigation. An appeal must be made in writing to the office of the Title IX
Coordinator within 15 work days of receipt of the notice of resolution of the
matter. The written appeal must state, in detail, the reason(s) for the appeal and
shall address one or more of the following:

1. If the appeal alleges that the findings of the investigator included relevant
factual errors or omitted relevant facts, the appeal shall specify each factual
error and/or details of each relevant fact that was omitted from the
investigation.

2. If the appeal alleges substantive procedural errors, the person appealing
shall identify each instance of said substantive procedural error.
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If the appeal alleges relevant or substantive issues or questions concerning
interpretation of College policy, the person appealing shall state, in detail,
the issues or questions supporting this allegation.

4. If the appeal alleges that new information or evidence exists, the appeal shall
specify the reason why this information was not available or not provided to
the Investigator during the course of the investigation, including the reason
why the information could not have been provided on a timely basis.

5. If the appeal alleges either that action or inaction of the supervisor in
response to the findings of the investigation will not prevent future violations
of this policy, the person appealing will specify, in detail, the reason(s) and
basis for this allegation.

6. No disciplinary or other action based upon the original complaint findings shall

be taken against the alleged offender during the appeals process, although

temporary, interim measures may remain in place. The appeal process will be
conducted in an impartial manner by an impartial decision maker.

No Retaliation for Filing a Complaint of Sexual Harassment or Unlawful
Discrimination

The College or an officer, employee, student, or agent of the College, may not
retaliate, intimidate, threaten, coerce, or otherwise discriminate against any
individual for exercising their rights or responsibilities under any provision
described in this policy. Retaliation against any individual for making a complaint
of sexual misconduct, including but not limited to, sexual harassment,
discrimination on the basis of sex, sexual assault, sexual violence, domestic
violence, dating violence, or stalking, or for assisting in the investigation of such a
complaint is a violation of this policy and will not be tolerated. Any acts of
retaliation will be subject to disciplinary action. For students, discipline may
include a loss of privileges, suspension, expulsion, or other sanction(s) in
accordance with the College’s Student Code of Conduct. For employees,
discipline may include reprimand, change in work assignment, loss of privileges,
mandatory training or suspension, termination or other sanction(s) in accordance
with the College’s Policies & Regulations Manual.

False Accusations

Anyone who knowingly makes a false accusation of sexual misconduct or
retaliation will be subject to appropriate sanctions which may include, but are not
limited to, written warning, demotion, transfer, suspension, dismissal, expulsion,
or termination.

College Investigators of Complaints of Sexual Misconduct
The following individuals are designated as those persons charged with
coordinating the College’s implementation of this policy, and investigating
complaints of sexual misconduct or retaliation for the College:

1. Director of Public Safety

2. Dean of Student Development, Equity, and Inclusion or designee

3. Director of Human Resources

These Investigators may be contacted to initiate an investigation under the
policy or to answer questions regarding this policy. The College also reserves
the right to retain an outside investigator(s) to investigate complaints regarding
violations of this policy.

Where a complainant or the respondent believes that the investigator has a
substantial conflict of interest that might impair their ability to conduct a fair and
impartial investigation of the allegations, details supporting the alleged conflict
of interest must be submitted, in writing, to the VP for Finance and Administrative
Services, Finance Office, 610-799-1740 within five (5) work days of receiving
notice of the identity of the investigator. A determination will be made about the
existence of a conflict of interest and, if such a conflict is found to exist, an
alternative investigator will be appointed as expeditiously as possible. In the
event that a request is made and an alternate investigator must be appointed,
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any specific timeline provided for in the complaint procedure shall be suspended
pending the determination and/or appointment.

Education and Training

The College is committed to ensuring both preventive and responsive training
and relevant educational opportunities for all members of the campus
community in the area of sexual misconduct. The College provides online
training for all current and new employees in the areas of: Unlawful Harassment
Prevention for Faculty, Staff, and Supervisors, Preventing Discrimination and
Sexual Violence, Title IX, VAWA and Clery Act, Americans with Disabilities Act
and ADA Amendments Act for Higher Education, FERPA, Diversity in Action,
and Student Empower Plus for students. The College provides ongoing efforts
to promote awareness and/or reduce sexual violence through various
committees/student groups.

In the area of responsive education and training, the College is committed to
ensuring that all College personnel designated as investigators, counselors, and
adjudicators in the area of sexual misconduct will receive specialized and
regular training, and will be cognizant of the special needs of complainants in
the area of sexual misconduct, while also ensuring the rights of respondents.

The College has a dedicated webpage on its website to address concerns
related to sexual misconduct and will contain relevant information regarding the
College's policies, procedures, information updates and ongoing training
opportunities for the campus community with respect to information on the
various areas of sexual misconduct, opportunities for community assistance,
and the resources available in the event of sexual misconduct.

Crime Victims Bill of Rights

Pennsylvania law enumerates specific rights that are afforded to victims of crimes.
These rights are set forth in Section 11.201 of the Crime Victims Act. See 18 P.S.
§11.201. These rights include the right to receive basic information concerning
the services available for victims of crime; to be notified of certain significant
actions and proceedings within the criminal and juvenile justice systems pertain
to their case; to be accompanied at all criminal and all juvenile proceedings by a
supportive person; and the right to comment at sentencing of a defendant.

State and Federal Agencies

In addition to the above, employees who believe that they may have been subjected
to sexual harassment or unlawful discrimination may file a formal complaint with
government agencies set forth below. Students may file a complaint with the U.S.
Department of Education. Using the College’s complaint process does not prohibit
an employee and students from filing a complaint with these agencies.

United States Equal Employment Opportunity Commission ("EEOC")
801 Market Street, Suite 1300 Philadelphia, PA 19107-3127
800-669-4000

Pennsylvania Human Relations Commission ("PHRC")
Philadelphia Regional Office

110 North 8th Street, Suite 501 Philadelphia, PA 19107
215-560-2496; 215-560-3599 TTY users only

Office for Civil Rights

Philadelphia Office

U.S. Department of Education

The Wanamaker Building

100 Penn Square East, Suite 515
Philadelphia, PA 19107-3323
Telephone: 215-656-8541
Facsimile: 215-656-8605

Email: OCR.Philadelphia@ed.gov
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Policy No. 2-612
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Unlawful Harassment
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: June 4, 2020 (Resolution 55.51)

Purpose

Guidelines

Unlawful Harassment

The College is committed to having an inclusive campus community where all
individuals are treated with dignity and respect. It is the policy of the College to
maintain an environment free of harassment and free of discrimination against
any person because of gender, gender identity, gender expression, sex, race,
ethnicity, color, national origin, religion, age, disability, veteran or military status,
genetic information, family or marital status, sexual orientation, or membership
in any other protected group based on federal, state, or local law. The College
will act expeditiously to investigate alleged harassment and to remedy
valid allegations.

The College affirms its commitment to ensuring fair and respectful learning and
working conditions for its students and employees. Harassment is prohibited
based on College policy and Title VIl of the Civil Rights Act. Additionally, in
accordance with Title IX of the Education Amendments of 1972, the College does
not discriminate on the basis of sex in its educational programs and activities.

This policy applies to all employees; volunteers, students, and Trustees of the
College, as well as College visitors, contractors, contracted service providers,
and vendors ("third parties"). It applies to conduct that occurs:
1. On campus or on property owned, controlled, used or managed by the
College;
2. Off campus in the context of College employment, education, programs
or activities; and/or
3. Off campus or online outside the context of a College program or activity
but affects a substantial interest of the College.

Jurisdictional assessments are made by the Title IX Coordinator and/or
designee with other appropriate officials of the College and/or legal counsel.

This policy is a companion to policy 2-610, Sexual Misconduct, which sets forth
the College’s policy on sexual misconduct, which includes but is not limited to
discrimination on the basis of sex, sexual harassment, sexual assault, sexual
violence, domestic violence, dating violence, and stalking and mandatory
reporting requirements. For resources and reporting information on sexual
misconduct, including sexual harassment, please refer to policy 2-610.

Conduct Prohibited by this Policy (“Prohibited Conduct”)

Harassment means behavior consisting of physical or verbal conduct that is
sufficiently severe or pervasive such that it substantially interferes with an
individual’'s employment, education or access to College programs, activities or
opportunities and would detrimentally affect a reasonable person under the
same circumstances. Harassment may include, but is not limited to, verbal or
physical attacks, stalking, graphic or written statements, threats, or slurs.
Whether the alleged conduct constitutes prohibited Harassment depends on the
totality of the particular circumstances, including the nature, frequency and
duration of the conduct in question, the location and context in which it occurs
and the status of the individuals involved.
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Harassment includes:

Verbal Harassment — employing slurs, epithets, or insulting jokes which
reference gender, sex, race, national/ethnic origin, color, religion, age,
disability, or sexual orientation; other inappropriate or derogatory
comments, questioning, or innuendos which reference a protected class;
bullying; threats.

Visual Harassment — displaying, posting, advertising, or distributing
material that is offensive, indecent, or abusive which references gender,
sex, race, national/ethnic origin, color, religion, age, disability, sexual
orientation or any other protected class; making obscene gestures.
Physical Harassment Including Sexual Violence — unwanted touching or
other physical contact; abuse of personal property; sexual assault;
domestic violence, dating violence or stalking; physical assaults of a
sexual nature, such as rape, sexual battery, molestation or attempts to
commit these assaults; intentional physical conduct that is sexual in
nature, such as touching, pinching, patting, grabbing, brushing against
another person’s body, or poking another person’s body.

Retaliation — penalizing, threatening, or retaliating against an individual or
group who makes a good - faith report of harassment, as defined by this policy,
or who cooperates in the investigation of a claim or is allied to someone who
does. As with all other forms of harassment under this policy, retaliation is
strictly prohibited.

Examples of inappropriate and potentially harassing behaviors include:

Posting or distributing explicit or discriminatory materials, including
calendars, posters, or cartoons, that others would likely find offensive or do
find offensive.

Using or maintaining sexually explicit or offensive screen savers or other
computer files.

Displaying offensive objects.

Telling "off color" jokes or joking about someone's age, gender or sexual
orientation.

Sending or forwarding derogatory email messages or attachments of a
sexual nature.

Repeatedly requesting dates/personal contact despite the other individual's
lack of interest; continuing to "flirt" when such behavior is unwelcome.
Requesting sexual favors.

Intentionally pressing against another person or other inappropriate
touching making derogatory remarks based on someone's gender /sex,
race, national or ethnic origin, birthplace or ancestry, color, religion, age,
disability, sexual orientation or perceived sexual orientation.

Sending or forwarding derogatory email messages that reference
gender/sex, race, national or ethnic origin, birthplace or ancestry, color,
religion, age, disability, sexual orientation or perceived sexual orientation.
Unwelcome sexual advances, propositions or other sexual comments,
such as sexually oriented gestures, innuendos, references to sexual
activity, noises, remarks, signs, jokes or comments about a person’s
dress, body, sexuality, gender identity, or sexual experience.

Preferential treatment or promises of preferential treatment to an
employee for submitting to sexual conduct, including soliciting or
attempting to solicit any employee to engage in sexual activity for
compensation or reward.

Subjecting, or threats of subjecting, an employee to unwelcome sexual
attention or conduct or intentionally making performance of the
employee’s job more difficult because of that employee’s sex.

Pin-ups, calendars, objects, graffiti or any sexual or discriminatory
displays or publications anywhere in the College’s workplace.

Any conduct that has the effect of unreasonably interfering with an
employee’s ability to work or creates an intimidating, hostile, or abusive
atmosphere.

2-101




Policy No. 2-612

Inappropriate comments posted about a colleague or student on a social
networking site or blog may be considered a violation of this policy. All members
of the College community are expected to use good judgment and to interact
with each other in a professional manner when using social networking sites.

Prohibited Conduct does not include verbal expressions or written material that
is relevant and appropriately related to course subject matter or curriculum, and
this policy shall not abridge academic freedom or the College's educational
mission. Speech, or other expressions, occurring in an instructional or research
context will not be considered to constitute harassment as prohibited by this
policy, unless, in addition to satisfying the definition above, it is targeted at a
specific person(s) and is either abusive, humiliating, or persists despite
reasonable objections by the person(s) targeted by the speech.

Personal Relationships

In order to maintain a safe and respectful learning and working environment,
employees and students are expected to interact with each other in a
professional manner. Romantic or sexual relationships between College
employees and students, as well as supervisors and those they supervise, may
negatively affect learning, department performance, and morale; create conflicts
of interest; and may lead to claims of sexual harassment or assault, abuse of
power, or favoritism. Therefore, romantic or sexual relationships between
College employees and students, and between supervisors and those
employees they supervise, even when consensual, are discouraged.

Reporting Prohibited Conduct

In situations where personal safety is clearly not at risk, an employee or student
who believes he/she has been subjected to Prohibited Conduct is encouraged
to clearly communicate to the alleged offender that the behavior is unwelcome.
If the individual does not feel comfortable doing so, the procedures described
below are to be followed.

While the College strongly encourages the filing of a complaint of Prohibited
Conduct as close in time as possible to when alleged conduct occurs, there is
no time limitation on the filing of complaints. All complaints will be reviewed and
addressed promptly and every effort will be made by the College to preserve the
privacy of reports and complaints.

Incidents of Prohibited Conduct should be reported to the Title IX Coordinator.
The College’s Title IX Coordinator is the Director of Human Resources and the
Title IX Coordinator may be reached at the following:

4525 Education Part Drive
Schnecksville, PA 18078

Student Services Center, Room 106
Telephone: 610-799-1107

For more information on how to report sexual misconduct, including sexual
harassment and discrimination on the basis of sex, please see policy 2-610.
All other forms of possible discrimination should be reported as provided below:

Employees

If an employee believes that he or she has been subject to Prohibited Conduct,
he or she should report the incident to his or her own supervisor or manager, or
to the human resource (HR) director. If the individual against whom a complaint
was made is the employee’s own supervisor or manager, then the employee
should report the incident to the HR director. If the individual against whom a
complaint was made is the HR director, then the employee should report to the
Director of Public Safety. If the individual against whom a complaint was made
is the College president, then the employee should report to the President of the
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Board of Trustees. It is helpful, but not required, to provide a written record of
the date, time and nature of the incident(s) and the names of any witnesses.

To initiate a formal investigation into an alleged violation of this policy, employees
may be asked to provide a written statement about the alleged harassment.
To ensure the prompt and thorough investigation of a harassment complaint, the
employee should provide as much of the following information as is possible:

1. The name and position of the person or persons allegedly causing the
harassment.

2. A description of the incident(s), including the date(s), location(s) and the
presence of any witnesses.

3. Any otherinformation the employee believes to be relevant to the complaint.

Students

If a student believes that he or she has been subject to Prohibited Conduct, he
or she should report the incident to the Dean of Student Support and Success
or designee, the Director of Human Resources, Title IX/Equity Coordinator, or
the Ombudsman. If the individual against whom a complaint was made is an
employee, then the student should report the incident to Director of Human
Resources, Title IX Coordinator. If the individual against whom a complaint was
made is the College president, then the student should report to the Director of
Human Resources, Title IX/Equity Coordinator who will inform the Chair of the
Board of Trustees. It is helpful, but not required, to provide a written record of
the date, time and nature of the incident(s) and the names of any witnesses.
To initiate a formal investigation into an alleged violation of this policy, students
may be asked to provide a written statement about the alleged misconduct.
To ensure the prompt and thorough investigation of a complaint, the student
should provide as much of the following information as is possible:

1. The name and position of the person or persons allegedly causing the
harassment.

2. A description of the incident(s), including the date(s), location(s) and the
presence of any witnesses.

3. Any other information the student believes to be relevant to the harassment
complaint.

Third Parties

If a third party, including a College visitor, guest, vendor, or contractor, believes
that he or she has been subject to conduct that violates of this policy, he or she
should report the incident to the Director of Human Resources, Title IX/Equity
Coordinator. If the individual against whom a complaint was made is the Director
of Human Resources, Title IX Coordinator, then the third party should report the
incident to the VP for Finance and Administrative Services. If the individual
against whom a complaint was made is the College president, then the third party
should report to the Director of Human Resources, Title IX Coordinator who will
inform the Chair of the Board of Trustees. It is helpful, but not required, to provide
a written record of the date, time and nature of the incident(s) and the names of
any witnesses.

To initiate a formal investigation into an alleged violation of this policy, the third
party may be asked to provide a written statement about the alleged Prohibited
Conduct. To ensure the prompt and thorough investigation of a complaint, the
student should provide as much of the following information as is possible:

1. The name and position of the person or persons allegedly causing the
harassment.

2. A description of the incident(s), including the date(s), location(s) and the
presence of any witnesses.

3. Any other information the student believes to be relevant to the
harassment complaint.
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Responding to Allegations of Prohibited Conduct
Managers and Supervisors
Managers and supervisors must deal expeditiously and fairly with allegations of
Prohibited Conduct within their departments whether or not there has been a
written or formal complaint. They must:
e Take all complaints or concerns of alleged or possible harassment seriously
no matter how minor the concern is perceived to be or who is involved.
e Ensure that harassment is immediately reported to HR so that a prompt
investigation can occur.
o Take any appropriate action to prevent retaliation or prohibited conduct
from recurring during and after any investigations or complaints.

Managers and supervisors who knowingly allow or tolerate harassment or
retaliation, including the failure to immediately report such misconduct to HR, are in
violation of this policy and subject to discipline, up to and including termination.

Human Resources
The Director of Human Resources is responsible for:

1. Ensuring that both the individual filing the complaint (hereafter referred to
as the "complainant") and the accused individual (hereafter referred to as
the "respondent") are aware of the seriousness of a sexual harassment
complaint.

2. Explaining the College’s sexual harassment policy and investigation

procedures to the complainant and the respondent.

Exploring informal means of resolving sexual harassment complaints.

Notifying the police if criminal activities are alleged.

Arranging for an investigation of the alleged harassment and the preparation

of a written report.

6. Submitting a written report summarizing the results of the investigation
and making recommendations to designated company officials.

7. Notifying the complainant and the respondent of the corrective actions to
be taken, if any, and administering those actions.

ok w

Discipline

Employees who violate this policy are subject to appropriate discipline, up to and
including immediate termination. If an investigation results in a finding that this
policy has been violated, the mandatory minimum discipline is a written reprimand.
The discipline for very serious or repeat violations is termination of employment.
Persons who violate this policy may also be subject to civil damages or criminal
penalties. Where the Administration reasonably believes that a student’s physical,
emotional, or psychological safety is at risk, an employee committing harassment
will be immediately removed from the College facilities.

Confidentiality

To the extent possible, the complaint, including the specific incidents and the
identity of the complainant will not be disclosed. In order to conduct an
appropriate investigation, the identity of the complainant and some details of the
complaint will need to be disclosed to the respondent and, where necessary, to
witnesses. However, HR will take every measure possible to prevent the
employee from be subject to retaliation in the workplace. Retaliation against an
employee, either by co-workers or management, will not be tolerated.

Other Available Procedures

The procedures available under this policy do not preempt or supersede any
legal procedures or remedies otherwise available to a victim of harassment
under local, state or federal law.
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State and Federal Agencies

The College encourages all individuals with a pertinent complaint to follow the
process set forth in this policy. However, individuals may always choose to make
a discrimination complaint directly with outside agencies, including, but not limited
to, the following:

United States Equal Employment Opportunity Commission ("EEOC")
801 Market Street, Suite 1300

Philadelphia, PA 19107-3127

(800) 669-4000

Pennsylvania Human Relations Commission ("PHRC")
Philadelphia Regional Office

110 North 8th Street, Suite 501

Philadelphia, PA 19107

(215) 560-2496 (215)

560-3599 TTY users only

U.S. Department of Education
Office of Civil Rights

Office for Civil Rights
Philadelphia Office

U.S. Department of Education
The Wanamaker Building

100 Penn Square East, Suite 515
Philadelphia, PA 19107-3323
Telephone: (215) 656-8541
Facsimile: (215) 656-8605

Email: OCR.Philadelphia@ed.gov

Crime Victims Bill of Rights

Pennsylvania law enumerates specific rights that are afforded to victims of
crimes. These rights are set forth in Section 11.201 of the Crime Victims Act.
See 18 P.S. §11.201. These rights include the right to receive basic information
concerning the services available for victims of crime; to be notified of certain
significant actions and proceedings within the criminal and juvenile justice
systems pertain to their case; to be accompanied at all criminal and all juvenile
proceedings by a supportive person; and the right to comment at sentencing of
a defendant.
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Policy No. 2-614
SECTION 2: POLICY MANUAL
6. Safety/Security

TITLE: Video Surveillance
ADOPTED: May 3, 2018 (Resolution 53.44)

Purpose

Definitions

Guidelines

Video Surveillance

The purpose of this policy is to outline guidelines for the authorized use of
security cameras on LCCC’s campuses to balance the safety and security of the
LCCC community, while respecting and preserving individual privacy.

Video Surveillance System

A video installation with the capacity to view or record College owned or
controlled spaces, when used for the purposes set forth in this policy. The video
surveillance system shall not be used to intercept or record sound.

General

Video surveillance systems shall be used in a professional, ethical and legal
manner in accordance with this and other relevant College policies, as well as
any federal and state laws, with due regard for reasonable expectations of
individual privacy.

The Director of Public Safety shall oversee the College’s operation of video
surveillance systems to ensure compliance with this policy.

LCCC reserves the right to conduct video surveillance on any portion of its
premises at any time. Video cameras shall not be positioned in areas where
individuals have a legal right to expect privacy, including, but not limited to
restrooms, showers, locker rooms, and/or non-public spaces dedicated to
health and counselling services.

This policy is not intended to conflict with the use of video recording for
purposes unrelated to campus security, including the use of student recording
devices in the classroom (see Policy No. 4-127 and Policy No. 4-217), the use
of personal web cameras connected to personal computers, or the use of
video equipment for academic, media, or operational purposes.

Placement of Permanent Video Surveillance Systems

Locations for cameras shall be selected by the Director of Public Safety, in
consultation with the appropriate Vice President. The Director of Public Safety
shall maintain a listing of all camera locations.

Special Investigatory Video Surveillance Systems

In response to specific safety concerns, the Director of Public Safety, in
consultation with the appropriate Vice President, may install cameras on a
temporary basis or in the event of an emergency. Temporary installations
shall be removed by the date specified by the Director of Public Safety.

Protection of Information and Disclosure

Recorded surveillance images obtained pursuant to this policy shall be stored
in a secure location and configured to prevent their unauthorized access,
modification, duplication, or destruction. Only authorized persons, as
determined by either the Director of Public Safety or the appropriate Vice
President, will be permitted to access cameras or recorded images governed
by this policy.
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Unauthorized tampering with or disabling of video surveillance systems and/or
related equipment and/or images will subject (i) an employee to discipline, up
to and including termination, in accordance with College employment policies,
(ii) a student or students to discipline in accordance with the Student policies
and (iii) all others to prosecution under applicable laws.

Use and disclosure of video surveillance by the College shall at all times
comply with federal and state laws and College policy covering matters such
as wiretapping/electronic surveillance and the privacy and disclosure of
student records, such as the Pennsylvania Wiretapping and Electronic
Surveillance Control Act, Family Educational Rights and Privacy Act (FERPA),
Policy No. 2-708 (Student Records), and Policy No. 3-236 (Technology —
Institutional Data Security).

Monitoring of Cameras

Neither the installation of video surveillance cameras nor this policy
constitutes an undertaking by the College to provide continuous live
monitoring of all locations visible through such cameras. At the discretion of
the College, cameras may be monitored in “real time” when safety or security
concerns, event monitoring, ongoing investigations, alarms or other situations
warrant such monitoring.

Public Awareness of Cameras
The public shall be made aware of the existence of cameras by signage at
select locations on College campuses.
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Policy No. 2-700
SECTION 2: POLICY MANUAL
7. Students

TITLE: Academic Honesty

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: November 5, 2020 (Resolution 56.12)
November 3, 2022 (Resolution 58.08)
November 2, 2023 (Resolution 59.07)

Purpose

Guidelines

Academic Honesty

Lehigh Carbon Community College expects all members of its academic
community to maintain honest and ethical standards in all assigned academic
work. Academic dishonesty diminishes the learning experience, as well as the
integrity and reputation of the offender.

Student Responsibilities

Lehigh Carbon Community College expects that work submitted or otherwise
presented by students will honestly represent their personal effort to meet the
requirements of the course. Violations of academic honesty include but are not
to be limited to the following:

Violations
1. Cheating on Examinations and Assignments

a. Purchasing, selling, stealing, or otherwise improperly obtaining
examinations or assignments.

b. Using aids, materials, or resources not authorized by the instructor or
accommodation when completing an examination or assignment.

c. Providing or receiving assistance not authorized by the instructor or
accommodation when completing an examination or an assignment.

d. Copying another person’s work or having another person complete
coursework assignments without an authorized accommodation

e. Employing any other form of deceit in completing examinations and
assignments.

2. Plagiarism or Falsification of the Origin of Data

a. Failing to provide appropriate documentation for another person’s
original idea, words, opinion, theory, fact, statistic, graph or drawing,
including oral, print, electronic, et cetera.

b. Failing to present quoted language properly, in quotation marks with
documentation of source.

c. Copying part or all of an assignment, such as a research paper, lab
report, or workbook from another person or resource, including print,
electronic, et cetera and presenting it as one’s own work.

d. Purchasing an assignment and submitting it as original work.

e. Listing sources that were never consulted.

Submitting previously submitted work without the approval of the
instructor.
3. Misconduct

a. Providing a false reason for failure to meet class requirements
including absence from class, tardiness in completing assignments,
et cetera.

b. Completing an exam intended for another student, or allowing another
person to pose as the student who should be taking the exam.

c. Using electronic communications devices during class or when
completing examinations or assignments without instructor
authorization or authorized accommodation.

d. Employing or assisting another in any other form of deceit in
completing course requirements.

—h
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Additional regulations regarding student conduct and possible consequences
for violations are contained in the "LCCC Student Code of Conduct."

Wherever used herein, Faculty shall mean and include full time, part time,
adjuncts, substitute and occasional persons who provide instruction to students.

INSTRUCTOR Responsibilities
Every LCCC instructor shall:

1. Create and maintain an environment conducive to academic honesty.

2. Reference the "LCCC Academic Honesty Policy" (including locations
where students can find the full policy) in every course syllabus.

3. Uphold the “LCCC Academic Honesty Policy” in their own work.

4. When possible, meet privately with the student suspected of violating the
policy to discuss the concerns, charge, and possible consequences.
Utilize evidence collected by Testing Center staff or technology tools when
appropriate.

5. Upon deciding to submit a report, inform the appropriate supervisor about
the issue, and follow the procedures as outlined under “Consequences.”

6. Include a declaration in the formal report as to whether the violation should
result in a Formal Warning OR Actionable Event.

Offenses are reported electronically in the StART system, to the Office of the
Dean of Student Development, Equity, and Inclusion, where a disciplinary
record is created and retained. The faculty member will notify the student of the
action being taken. The Associate Dean of Student Development will send
official notification to the student.

Testing Center
Testing Center Staff:
1. Prepare all evidence of the individual's suspected academic dishonesty.
2. Report the individual's suspected misconduct to the appropriate
Instructor and testing center supervisor.
3. Complete and submit a StART Academic Dishonesty report as needed.

Consequences

If the Instructor bringing the charge has declared the incident of academic
dishonesty as an Actionable Event, consequences will depend on the charge of
the violation and the academic honesty violation history of the student.

1. Aformal written notice will be generated by the Associate Dean of Student
Development, presented to the student and maintained in the student’s
disciplinary file. This reprimand may include one or more of the following
consequences:

a. A written warning to the student generated by the instructor with
requirements to retake the examination, redo the assignment,
and/or complete extra work as specified.

b. A grade of "0" for the assignment or exam.

c. Afinal grade of "F" for the course.*

*A student may not withdraw from the course after such a report is
made, during the appeal process, or if the judicial hearing panel
determines that the "F" grade shall stand.

2. Additionally, the Instructor may recommend, after conference with their
supervisor, removal of the student from the student’'s academic program
of study.

If the Instructor bringing the charge has declared the incidence of academic
dishonesty as requiring a Formal Warning but the student already has a Formal
Warning of academic dishonesty on record, the incident is elevated to an Actionable
Event and the consequences are the same as the category above.
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If the Instructor bringing the charge has declared the incident of academic
dishonesty as requiring a Formal Warning and the student has no other Formal
Warning of academic dishonesty on record the following process shall occur:

1. A written Formal Warning will be generated by the Associate Dean of
Student Development (as reported by the Instructor) and presented to
the student indicating the student has violated the Academic Honesty
Policy and that any future infraction may result in the consequences
listed under the Actionable Event section of this document. The Formal
Warning will be retained by the Office of the Dean of Student
Development, Equity, and Inclusion so that future charges are
recognized as a repeat offense.

2. A written warning may be generated by the Instructor and presented to
the student with requirements to retake the examination, redo the
assignment or complete extra work as specified by the Instructor.

Retention of Records

Record of a Formal Warning will remain in the student’s disciplinary file until the
student graduates or has not been a student at LCCC for at least three (3) years.
Record of an Actionable Event will remain in the student’s disciplinary file
indefinitely.

Appeals

Appeals to charges of violation of academic honesty must be submitted in writing
to the Associate Dean of Student Development within five (5) days of receipt of
the charge. Appeals to the charge are referred to the Student Conduct Hearing
Process. Please see “LCCC Code of Student Conduct” for more information on
the conduct process.

Repeated Violation

In addition to the consequences set forth in this policy, if a student is found to
have committed a second violation of academic honesty they may be subject to
suspension from the College. The student will not be allowed to re-enroll without
reinstatement approval from the Academic Record Review Committee.
Information regarding the reinstatement application process can be obtained
from the Associate Dean of Student Development.
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Policy No. 2-702
SECTION 2: POLICY MANUAL
7. Students

TITLE: Disability Support Services
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 2, 2023 (Resolution 59.07)

Purpose

Guidelines

Disability Support Services

Lehigh Carbon Community College (hereinafter referred to as “LCCC”) is
obligated to provide equal educational opportunities to qualified students with
disabilities so that they can participate in LCCC’s programs, services, and/or
activities.

Instructors' Responsibilities

(1)  Classroom instructors must maintain an open line of communication.
Classroom instructors must refer students to the Office of Disability
Support Services ("DSS") if the student has disclosed a disability. DSS
will review the documentation to determine eligibility for
accommodations.

(2) If accommodations are provided, a DSS Learning Specialist will issue an
Accommodations Memo to the eligible student. The student will share the
Accommodations Memo with the Instructor as instructed by their DSS
Learning Specialist. If an Instructor requires clarification, the classroom
instructor and/or student should reach out to DSS and the DSS Learning
Specialist will provide clarification and support.

(3) Classroom instructors must provide the accommodations as stated by
DSS. If there are any questions as to the implementation of
accommodations, the classroom instructor must contact DSS.

(4) Classroom instructors must maintain academic integrity of the course
curriculum for all students.

(6) Classroom instructors must maintain confidentiality of the disability. DSS
will only share that the student has a documented disability.

Student Responsibilities

While disclosing a disability is always voluntary, a student must disclose their
disability and complete the DSS registration process in order to receive
accommodations.

1. The DSS registration process requires appropriate documentation. This can
be emailed, faxed, mailed, or delivered to SH 150.

2. The student must meet with the DSS Learning Specialist to discuss the
accommodations necessary for the specific class.

3. Students are responsible for scheduling the intake appointments with DSS
and must communicate with their DSS learning specialist for
Accommodation Memo renewals each semester. Some students will need
different accommodations for different types of classes.

4. If students claim they are not being given their accommodations, they must
notify their DSS Learning Specialist immediately.

Accommodation Appeal Process for Students

This appeal process shall apply to situations where a student has actively
participated in the accommodation process and the request has been denied.
An accommodation will not be considered if it fundamentally alters the nature of
a service or program. LCCC encourages students to have open discussions
with the DSS Learning Specialist to help ensure success. Additional support is
available at cost in the SEED and SEED Achieve programs.
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Students who disagree with DSS recommended accommodations must first
discuss concerns with the Learning Specialist who provided the
Accommodations Memo. Students should also bring any concerns with
Instructors or staff to their assigned DSS Learning Specialist. Students may
request accommodation revisions during the semester in this manner.

If the concern is not resolved, students should appeal within two (2) weeks of
receiving the accommodations. This should be done in writing and include the
accommodation, initial reason for denial, and reason why it should be approved.
This will be reviewed by the Associate Dean for Student Learning and
Organizational Development within five (5) working days and the student will
receive a response in writing.

If still unresolved, the decision may be appealed to an ad-hoc committee that
may be comprised of the Dean of Student Support and Success, DSS service
faculty and any applicable Instructor or staff. The student will need to provide
permission for any private documentation to be reviewed within the committee.
A decision will be provided in writing within fourteen (14) working days and is
the final decision.

Please see the College website for the most updated policies and procedures
at: https://www.lccc.edu/current-students/college-policies/student-policies-
procedures.

If the student believes they have experienced discrimination, a complaint should
be filed with the Compliance Officer in the Department of Human Resources
within ten (10) days after the ad-hoc committee’s decision. Complaints can also
be registered with the Ombudsman by calling 610-295-5168 Monday through
Friday from 8:30 a.m. to 5 p.m. Discrimination complaints will follow the campus
policy in the LCCC Policy and Regulations Manual — Policy 2-504-Discrimination
Grievance Procedure.
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Policy No. 2-704
SECTION 2: POLICY MANUAL
7. Students

TITLE: Intercollegiate Athletics
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Intercollegiate Athletics

Goals and Mission

The mission of intercollegiate athletics at LCCC is to provide programs that
contribute in an effective and meaningful manner to the educational mission of the
college. The athletic programs offered enhance the total educational experience
of the students, promote the matriculation and retention of students, promote the
reputation of LCCC and cultivate pride, spirit, loyalty and support of the students
and the community at large. The department of Athletics is committed to assisting
student athletes in personal academic and athletic development.

The specific goals of the Athletic Department include:

1. To promote, support, and contribute to the academic success of each
student athlete by providing appropriate student services upon
enrollment, providing attention and/or intervention from the instructors
early in the semester, and monitoring progress and performance of
the students.

2. To enhance institutional recruitment efforts and support retention.
A sufficient number of students will be recruited to fill all athletic
programs offered by the college. Student’s grades and eligibility will be
reviewed each semester. 90% of all teams will be academically eligible
to compete and meet the standards of the National Junior College
Athletic Association (NJCAA).

3. To play each sport at a competitive level.

4. To maintain a well-rounded, balanced program that ensures gender and

racial equity.

To fully comply with our governing athletic association (NJCAA).

To maintain programs that enhance and develop values of leadership,
self-discipline, team work, and fair play among student-athletes.

o o

Intercollegiate Athletics

Intercollegiate athletics are open to all full-time students (twelve [12] credit hours
or more). A student athlete must make acceptable academic progress in order
to compete. Consult the Athletic Department to determine eligibility.

LCCC is a member of the National Junior College Association (NJCAA).The
NJCAA offers a very competitive program with opportunities to complete at the
regional and national level.

The Intercollegiate Athletic Program is funded by the LCCC Student
Government Association (SGA). The SGA sponsors the following inter-
collegiate sports:

Men’s Baseball (spring) Women’s Basketball
Men’s Basketball Women'’s Softball
Men’s Soccer Women'’s Volleyball
Golf Cheering
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Policy No. 2-706
SECTION 2: POLICY MANUAL
7. Students

TITLE: Protection of Pregnant, Nursing, and Parenting Students
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Protection of Pregnant, Nursing, and Parenting Students

The College supports pregnant and parenting students so that they may stay in
school to complete their education and thereby build better lives for themselves
and their children. Complying fully with Title IX of the Education Amendments
of 1972, the College is committed to full participation of students who are
pregnant (or have been pregnant), nursing and parenting, in any part of an
educational program, including specific classes as well as extracurricular
programs and activities.

In response to notification of need, the College may implement special
instructional programs or classes for pregnant students. Participation is
completely voluntary on the part of the student and any programs and classes
offered will be comparable to those offered to other students with regard to the
range of academic, extracurricular and enrichment opportunities.

The College considers pregnant students in the same way as a similarly situated
student. Thus, the same services provided to students who have temporary
medical conditions are also provided for pregnant students. When necessary,
the College may make adjustments to the regular programs that are reasonable
and responsive to the student’s temporary pregnancy status. A student who is
pregnant or has recently given birth will be required to submit medical
certification for College participation only if such certification is also required for
all other students with physical or emotional conditions that require the attention
of a physician.

The College will excuse a student’'s absences because of pregnancy or
childbirth for as long as the student’s medical provider deems the absences
medically necessary. When a student returns to College she will return to the
same academic and extracurricular status prior to the medical leave. The
College may offer the student alternatives for making up missed work and the
student should be allowed to choose from those alternatives.

Students who would like to request academic accommodations due to
pregnancy can contact the Dean of Student Support and Success.

(As relative, also refer to Incomplete Grade Policy, Policy for Withdrawal for
Medical/Mental Health Reasons, and Withdrawal Policy for Students Receiving
Financial Aid.)

To file a complaint regarding the implementation of this policy, contact the
Director of Human Resources and Title IX/Equity Coordinator at 610-799-1107
or the Dean of Student Support and Success at 610-799-1895.
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Policy No. 2-707
SECTION 2: POLICY MANUAL
7. Students

TITLE: Responding to the Death of a Student
ADOPTED: May 6, 2021 (Resolution 56.44)
REVISED:

Purpose

Guidelines

Responding to the Death of a Student

The death of a student can be emotionally difficult and stressful for students,
faculty and staff. Recognizing the shock and sadness that the student’s family
and friends will experience, this protocol is designed to ensure a professional,
sensitive, and appropriate response by the College.

In the event of the death of a currently enrolled student, the proper notification
channels must be followed in order to respect the decedent's next of kin and to
ensure that all of the appropriate campus individuals have been contacted. This
procedure describes those notification channels, and specific staff to be notified.

This policy sets forth guidelines to support communications and notifications in
the event of a student death. Those responsible for implementing this Policy
should be guided by the essential communication needs required in these
situations, as well as by empathy, sensitivity, and support for the bereaved and
the need to preserve important evidence in some instances.

Notification Process

Notices of a student’s death may come in the form of a phone call, email, copy
of an obituary, or via letter and should be directed centrally to the Dean of
Student Support & Success.

Upon receipt of said notification, the Dean of Student Support & Success will
research the student’s current standing with the college and notify via email the
appropriate college officials. An email, providing this policy as instructions for
how to “process” the death will be sent to a variety of campus officials. Campus
officials to be formally notified are to include:
e President
Vice President for Academic Services and Student Development
Director of Facilities Management and Public Safety
Executive Director of College Relations/Public Information Officer
Director of Counseling and Community Standards
Director of Student Accounts
Bookstore Director (if outstanding debt exists to the Bookstore)
Executive Director of Financial Aid
Associate Dean of Student Success
Director of Athletics (if deceased is a student-athlete)
Dean of Online Learning, Organizational Development, Computer
Science and Technology (Library) (if outstanding debt exist to the
Library)
e Associate Dean of Student Learning and Organizational Development
(if student had accommodations, worked closely with staff)
e Dean for the students area of study
e Vice President for Enroliment Management
e Vice President for Finance and Administrative Services

It is the responsibility of the Dean of Student Support and Success to convene
any needed meetings and to confirm that each above named individual
completed the steps necessary to process the student's death. The Dean of
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Student Support and Success is also the primary liaison between the College
and the student’s family.

Critical Incident Team

As per the nature of the presenting circumstances, members of the Critical
Incident Team as determined by the Dean of Student Support and Success,
will meet to discuss and identify any additional actions needed. Additional
individuals related to the specific circumstances, may also be asked to attend.

This group’s responsibilities will include but will not be limited to the following:

1. Convene, at the direction of the President or designee (Dean of
Student Support and Success), upon receiving news of a student
death; and

2. Provide assistance, upon request and at the direction of the President
or designee (Dean of Student Support and Success), in making
communications to relevant members of the College community or
otherwise providing support in the event of a student death.

Family Communication

a. The Dean of Student Support and Success shall be the Primary
Contact with the deceased student’s family.

b. The Primary Contact will serve as the single point of contact for family
members who wish to speak with faculty, staff, or students concerning
the death of their student.

c. The Primary Contact may utilize the Critical Incident Team or other
relevant members of the College community.

Campus Community Notification
a. College Relations, in consultation with the Dean of Student Support
and Success, will determine as soon as practical what notifications
can be made to the campus community, including current instructors
and classmates of the deceased, and how those notifications will be
communicated.

Release of Information

Per the Family Educational Rights and Privacy Act (FERPA) regulations:
Under common law regarding privacy rights, the privacy interests of an
individual expire with that individual's death. Accordingly, the disposition of
records held by an institution and pertaining to a deceased individual is not a
FERPA issue but a matter of institutional policy. Because FERPA would no
longer apply, the institution may exercise its own discretion in deciding
whether, and under what conditions, information should be disclosed to
survivors or other third parties. Questions on the release of information for
deceased students should be directed to the Registrar, at 610 799-1172.

Notification in the Student Information System

When the Dean of Student Support and Success has confirmed the death of
the student with appropriate documentation (obituary, certificate of death), an
annotation is made in SPAIDEN which then updates SPAPERS in the student
information system, which reads at the top of every Banner student form as:
DECEASED.

The Dean of Student Support and Success will confirm with the Registrar that
this indicator has been placed in SPAPERS by the Registrar, or their designee.
The indicator is placed to prevent student registration from continuing for the
deceased student and to prevent the student from receiving further mailings.
Once the indicator has been put into place, mailings from the college should
discontinue.
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Record Maintenance

A file is maintained in the office of the Registrar, documenting how the
student's individual situation was processed for each individual student.
Documentation of the proof of student death is scanned to the Banner student
record.

Financial Aid

For financial aid purposes, if the student is currently enrolled, they need to be
withdrawn from their classes. The Federal Student Aid Handbook advises that
the school must maintain the documentation it received that the student has
died and determine an appropriate withdrawal date. The withdrawal date can
be no later than the date of the student's death. The handbook also states that
if the student or student's parent has borrowed Direct loans, the school should
contact the student's estate and inform it of the actions it can take to have the
student's loan debt cancelled.

When a student is deceased, the Financial Aid Office (Executive Director of
Financial Aid) must be notified as they must perform a Return of Aid
calculation (assuming the student is currently enrolled and receiving financial
aid) to determine how much aid the student earned for the semester and the
appropriate amount that needs to be returned. This could open up a balance
due on the student's account.

Regarding Student Accounts and Balance

If the deceased student has a balance with the College, the balance will be
waived. If the deceased student has balance that's been sent to collections,
the collection agency will be notified by Student Accounts to close the account.

External Communications and Media

a. All external media requests for information should be directed to
College Relations and shared with the Dean of Student Support and
Success. College Relations will be responsible for collecting and
disseminating information about a student death from the external
media.

b. Responses to requests for such information by the external media or
others will indicate that the College will cooperate fully with the
agencies and officials charged with investigating and determining the
cause and circumstances of the death.

c. The College President, in consultation with College Relations and the
College Attorney as appropriate, will be responsible for communications
with the Board of Trustees, and other constituents of the College.

2-117



@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 2-708
SECTION 2: POLICY MANUAL
7. Students

TITLE: Student Records

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: September 7, 2017 (Resolution 53.07)
February 3, 2022 (Resolution 57.19)
February 2, 2023 (Resolution 58.21)

Purpose

Guidelines

Definitions

Student Records

The Family Educational Rights and Privacy Act (FERPA) of 1974 is a federal
law that protects the privacy of student education records. The College is
committed to maintaining the privacy of student education records in compliance
with FERPA.

All employees of the College (administrative, faculty, staff and student workers)
are required to abide by the policies governing review and release of personally
identifiable information (“PII”), as defined by FERPA, from student education
records. FERPA mandates that information contained in a student's education
record must be kept confidential and outlines the procedures for review, release
and access of such information. Student records are available to School Officials
as defined below employees who have a legitimate educational interest in the
receipt of the information.

Directory Information. The College has established the following as Directory
Information:
(1)  Student’'s name.
(2 Degrees and awards received.
(3 Expected date of completion of degree requirements and graduation.
Dates of attendance.
Participation in officially recognized activities and sports.
Weight and height of members of athletic teams.
Maijor field of study.
Degree sought or completed.
Full- or part-time enrollment status.

— — N N~ ~—

(4
(5
(6
(7
(8
9

School Official. A "school official," for the limited purposes of this policy,
includes a person employed by the College in an administrative, supervisory,
faculty, research, or support staff position (including law enforcement unit
personnel and health staff); a person serving on the Board of Trustees; or a
student serving on an official committee, such as a disciplinary or grievance
committee. A school official also may include a volunteer or contractor outside
of the College who performs an institutional service of function for which the
school would otherwise use its own employees and who is under the direct
control of the school with respect to the use and maintenance of Pll from
education records, such as an attorney, auditor, or collection agent or a student
volunteering to assist another school official in performing his or her tasks.

Release of student educational records.

The Director of Records and Registration is the only person who can release
directory information. Directory Information may be released by the College without
prior notification of or permission by the student unless students request that
Directory Information concerning them not be released by submitting a completed
"Authorization to Withhold Directory Information" according to the procedures
published on the College website. The Form should be completed annually, and will
remain in effect each year until the student notifies the Registration/Student Records
Office in writing of their wish to release Directory Information. If the student submits
the Authorization to Withhold Directory Information, a "confidential flag" denoting
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such a request will appear on the student record, noting the specific information to
which the opt-out pertains. No Directory Information with such flag may be released
by any College employee except as pursuant to the student's express written
consent or as otherwise permitted or required by law. The College does not sell
student information or otherwise make directory information available for the
College’s own commercial gain.

A student’s Pll may be disclosed to a school official with a legitimate educational
interest in the information unless otherwise permitted or required by law.

In addition, FERPA permits the disclosure of PII from students’ education
records, without consent of the student, if the disclosure meets certain
conditions found in § 99.31 of the FERPA regulations. Except for disclosures to
school officials, disclosures related to some judicial orders or lawfully issued
subpoenas, disclosures of directory information, and disclosures to the student,
§ 99.32 of FERPA regulations requires the institution to record the disclosure.
Eligible students have a right to inspect and review the record of disclosures.
A postsecondary institution may disclose PII from the education records without
obtaining prior written consent of the student:

(1) To other school officials, including teachers, within the College whom the
school has determined to have legitimate educational interests. This
includes contractors, consultants, volunteers, or other parties to whom the
school has outsourced institutional services or functions, provided that the
conditions listed in § 99.31(a)(1)(i()(B)(1) - (a)(1)(i)B)(3) are met.
(§ 99.31(a)(1))

(2) To officials of another school where the student seeks or intends to enroll,
or where the student is already enrolled if the disclosure is for purposes
related to the student’s enroliment or transfer, subject to the requirements
of § 99.34. (§ 99.31(a)(2))

(3) To authorized representatives of the U. S. Comptroller General, the U.S.
Attorney General, the U.S. Secretary of Education, or State and local
educational authorities, such as a State postsecondary authority that is
responsible for supervising the College’s State-supported education
programs. Disclosures under this provision may be made, subject to the
requirements of §99.35, in connection with an audit or evaluation of
Federal- or State-supported education programs, or for the enforcement
of or compliance with Federal legal requirements that relate to those
programs. These entities may make further disclosures of Pll to outside
entities that are designated by them as their authorized representatives to
conduct any audit, evaluation, or enforcement or compliance activity on
their behalf. (§§ 99.31(a)(3) and 99.35)

(4) In connection with financial aid for which the student has applied or which
the student has received, if the information is necessary to determine
eligibility for the aid, determine the amount of the aid, determine the
conditions of the aid, or enforce the terms and conditions of the aid.
(§ 99.31(a)(4))

(5) To organizations conducting studies for, or on behalf of, the school, in order
to: (a) develop, validate, or administer predictive tests; (b) administer student
aid programs; or (c) improve instruction. (§ 99.31(a)(6))

(6) To accrediting organizations to carry out their accrediting functions.
(§ 99.31(a)(7))

(7) To parents of an eligible student if the student is a dependent for IRS tax
purposes. (§ 99.31(a)(8))

(8) To comply with a judicial order or lawfully issued subpoena.
(§ 99.31(a)(9))

(9) To appropriate officials in connection with a health or safety emergency,
subject to § 99.36. (§ 99.31(a)(10))

(10) Information the school has designated as "directory information" under
§ 99.37. (§ 99.31(a)(11))

(11) To a victim of an alleged perpetrator of a crime of violence or a non-
forcible sex offense, subject to the requirements of § 99.39. The
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disclosure may only include the final results of the disciplinary proceeding
with respect to that alleged crime or offense, regardless of the finding.
(§ 99.31(a)(13))

(12) To the general public, the final results of a disciplinary proceeding, subject
to the requirements of § 99.39, if the school determines the student is an
alleged perpetrator of a crime of violence or non-forcible sex offense and
the student has committed a violation of the school’s rules or policies with
respect to the allegation made against him or her. (§ 99.31(a)(14))

(13) To parents of a student regarding the student’s violation of any Federal,
State, or local law, or of any rule or policy of the school, governing the use
or possession of alcohol or a controlled substance if the school
determines the student committed a disciplinary violation and the student
is under the age of 21. (§ 99.31(a)(15))

Examples of inappropriate use of student records are:

(1) Accessing or reviewing a student's record by a College employee without
a legitimate educational interest.

(2) The release of personally identifiable student information (non-directory)
by a school employee to another student, College organization, or person
who does not have a legitimate educational interest in such information or
to parents or legal guardians who do not have evidence that they declare
the student as a dependent on their most recent Federal Income Tax form
based on the Internal Revenue Code of 1954, Section 152.

(3) Inadvertent disclosure of student records by school employees by leaving
reports or computer screens containing confidential student information in
view of others who are not school officials with a legitimate educational
interest in the data.

(4) The use of student information by a College employee for personal purpose.

(5) Discussing the personally identifiable information contained in the student
record with individuals who are not school officials with a legitimate
educational interest in the information.

Under no circumstances should an employee provide personally identifiable
information about students to any other students, to other employees, or to any
person who has not been authorized to receive such information by virtue of
their position or through specific authorization of their departmental supervisor.
Although directory information may be released without prior consent, all
requests for directory information coming from students or from anyone off
campus should be referred to the Director of Records and Registration.

Right of Access and Review of Records.

Students have the right to inspect and review their educational records, except
as otherwise prohibited by law. This right may be exercised by submitting a
written request to the custodian of the specific records to which access is
desired. Each custodian is responsible for requiring proper identification of the
student making the request about their records. In the event that the individual
from whom the student is seeking the records is not, in fact, the custodian of
such records, such individual shall advise the student of the correct official to
whom the records request should be addressed. If unknown, the student should
be directed to the Director of Records and Registration. Custodians shall
provide access to such records within twenty (20) work days of such request.
General requests to review and inspect all College records related to a student
shall be made directly to the Director of Records and Registration. The Director
of Records and Registration shall then have up to forty-five (45) work days to
make the records available.

Right to Challenge Content of Records.

A student may challenge the accuracy of the student’s educational records
maintained by the College on the grounds that the records are inaccurate,
misleading or otherwise violate the student’s rights of privacy. Students who
wish to exercise these rights should file a written request with the custodian of
the records in question. Appeals regarding their decisions should be made to
the Dean of Student Development, Equity, and Inclusion. All decisions made by
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the Dean of Student Development, Equity, and Inclusion on appeal are final.
Students who challenge a particular record have a right to attach a written
statement to such record, pursuant to the law, where the College does not grant
a student’s request for modification/destruction of a particular record. Such
written statement shall be attached to the challenged record and maintained as
an attachment as long as the originally-challenged record is maintained. Any
disclosure of such record must also include a disclosure of the attached
statement.

FERPA Violations.

Students are encouraged to report any violations this policy and/or their rights
under FERPA and seek redress from College officials responsible for the area
in which the violation occurred. In addition, complaints regarding violations of
rights accorded students by Section 438 of the Privacy Rights of Parents and
Students Act or the regulations, may be submitted to the Federal Family Policy
and Compliance Office. Such allegations must be submitted in writing.

In the event that a violation occurs:

5. The FERPA officer on campus, Director of Registration and Student
Records (or Assistant Director in absence of the Director) will investigate
the violation. The following individuals will be contacted immediately:

o Vice President of Academic Services and Student Development
o Vice President of Enrollment Management
o Director of Human Resources
The appropriate offices will be contacted to assist with mitigating the
violation.
6. The FERPA officer will notify the affected student(s) or individuals and
document the disclosure in the students’ academic record explaining:
o The extent of the breach and which records were affected (ID#, SSN,
grades, etc.)
o What actions have been (or need to be) taken to secure their
information
o What steps the student may take to file a complaint
7. Establish a plan of corrective action to make every attempt to avoid a similar
breach in the future. Correction actions might include some or all of the
following:
o College email reminder of campus policies on privacy as well as
FERPA regulations to parties involved in the breach
o College email of best-practices to parties involved in the breach
o Instruct the parties involved in the breach to retake the institutional
FERPA training required of all employees.
o Instruct department(s)/office(s)/parties to attend a meeting with the
institutional FERPA compliance Office (or agent) to discuss
o Review of all internal office/department processes and practices to
assure privacy compliance.

8. The FERPA officer will complete a brief violation report and include:

What protected information was released and which students?

When did it happen?

Where did it happen?

Who released it? Who had access to it?

Which parties have been notified? (Attach copies of those

communications.)

o What corrective action is being done to prevent this in the future?

The violation report will be kept on file in the Office of Registration and

Student Records.

O O O O O

Employee Guidelines.
All faculty/instructional employees are also required to be familiar with the College’s
procedural handout titled "FERPA Basics for Faculty/Instructional Staff."

This policy is in addition to the requirements of the College Policy regarding
Records Management.
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COMMUNITY COLLEGE

Policy No. 2-710
SECTION 2: POLICY MANUAL
7. Students
TITLE: Students with Temporary Impairments
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: February 7, 2019 (Resolution 54.25)

Purpose

Guidelines

Student with Temporary Impairments

Temporary Impairments

A student may face a situation such as an accident, iliness, surgery, or condition
related to pregnancy/parenting where the circumstance may cause a temporary
impairment that interferes with the student’s ability to participate in the academic
environment. A temporary impairment not a disability for purposes of Americans
with Disabilities Amendments Act of 2008 (“ADA Amendments Act”). As defined
by the ADA Amendments Act a “disability” with respect to an individual is (1) a
physical or mental impairment that substantially limits one or more major life
activity; (2) a record of such an impairment; or (3) being regarded as having
such an impairment. See 42 USCA §12102. A temporary impairment is an
impairment that is transitory and minor with an actual or expected duration of no
more than six (6) months. Temporary impairments include, but are not limited
to, broken limbs, burns, post-surgery recovery, conditions related to pregnancy®,
and other similar medical conditions that temporarily impair or influence a
student’s ability to fully participate in academic activities.

Types of Assistance

The College may provide some assistance to students with temporary limitations
based on need and available resources. The type of assistance is determined
on a case-by-case basis and is based on documentation of the student's
temporary limitation and what is necessary and reasonable. The College does
not provide personal assistance such as transportation, personal/medical care,
or the transport of books or other personal items.

Requesting Assistance

To receive consideration, the student must complete and submit the "Request
for Assistance Due to Temporary Impairment.” Documentation from the
student’s treatment provider, describing the temporary limitation, must also be
submitted with the request. Submit all documents to the Education Support
Center, (ESC) located in Science Hall, SH 150 or email them directly to the
Director of Learning Support educationalsupportservices@lccc.edu.

Students are strongly encouraged to submit requests as soon as possible, so
that assistance can be provided promptly within the semester. All requests will
be handled in a timely manner. For more information, call 610-799-1156.

*Through the Policy for the Protection of Pregnant, Nursing and Parenting
Students, LCCC complies fully with Title IX of the Education Amendments of
1972 and is committed to full participation of students who are pregnant (or have
been pregnant), nursing and parenting, in any part of an educational program,
including specific classes as well as extracurricular programs and activities.
Please see the complete Policy for the Protection of Pregnant, Nursing, and
Parenting Students for more information or contact the Educational Support
Center at 610-799-1156. You may also email the Director of Learning Support,
educationalsupportservices@lccc.edu with questions.

Students may apply to withdraw from courses for medical or mental health
reasons. The complete Withdrawal for Medical/Mental Health Reasons policy is
online on the college website, the college portal (under key student documents),
or can be obtained from the Office of Student Support & Success at
supportandsuccess@Iccc.edu.
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COMMUNITY COLLEGE

Policy No. 3-100
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Administrative Performance Appraisal
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 7, 2019 (Resolution 55.11)

Purpose

Guidelines

Administrative Performance Appraisal

Administrative staff appraisals should be the result of a yearlong assessment
which begins May 1 through April 30 with the identification and discussion of
goals, job responsibilities, and competencies in collaboration with the employee.

The following is the time frame used for the annual administrative performance
appraisals:

October Mid-Year Review form distributed to supervisor to
complete with employee during an employee/supervisor
meeting. Completed mid-year review forwarded to Office
of Human Resources mid-November.

March Annual administrative appraisals and self-appraisal forms
sent to supervisors.

Supervisor distributes self-appraisal to employee to
complete. Employee returns a copy of the self-appraisal
to the supervisor prior to the appraisal meeting.

April Supervisor schedules a meeting to review self-appraisal
and appraisal with employee. Appraisal completed and
job description revisions made if needed. Employee
appraisal and job description revisions returned to
Human Resources by April 30.

An employee receiving a 1.75 or below in the overall appraisal must have a
Performance Improvement Plan (PIP) accompanying the completed appraisal
in April. An employee receiving a 1.75 or below in the overall evaluation is
subject to not receiving an annual salary increase.

It is the supervisor's responsibility to keep the employee advised of his/her progress
and performance. If at any time an employee feels uncertain as to how he/she is
doing or does not agree with the completed appraisal, the employee should not
hesitate to contact his/her supervisor or the Director of Human Resources.

Performance Improvement Plans may be implemented at any time other than
during the time of the appraisal. Supervisor must contact Director of Human
Resources to discuss timeline/criteria for PIP.
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COMMUNITY COLLEGE

Policy No. 3-102
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Appointment
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Appointment

1. Full-time administrative personnel appointments are at-will. The President,
whose contract length and its renewal is at the pleasure of the Board of
Trustees, is an exception.

2. A faculty member covered by the LCCCFA Collective Bargaining
Agreement (CBA) who has completed three (3) successful years or its
equivalent as a full-time faculty member at the College who then accepts
an administrative staff position may request to return to full-time teaching.
This is addressed in the Faculty CBA, Article XXIll, C.

Except for the President, the College agrees to employ Administrative Personnel
and agrees to pay Administrative Personnel an annual salary, including lump
sum payment, if applicable, in equal installments on a biweekly basis.
The College’s obligation to pay Administrative Personnel continues only so long
as Administrative Personnel remains employed by the College, as provided in
the "at-will employment" provision below.

Administrative Personnel agree to perform the their duties and any other duties
which may from time to time be assigned to the Administrator by the College in
keeping with the general policies of the College and the Policies & Regulations
Manual adopted by the Board of Trustees of the College.

At-Will Employment

The College may, terminate Administrative Personnel employment at any time,
effective immediately. Employment with the College is "at will" and will last so
long as both the Administrator and the College choose to continue the
relationship without limitation to either party. The Administrator relationship with
the College is voluntary on the part of both the College and the Administrator,
and either party may terminate that relationship with or without notice or cause.
While the College asks for reasonable notice, the Administrator may terminate
the relationship at any time and for any reason, and the College retains the same
right. Vice President may hold continuous appointment status subject to
approval by the Board of Trustees.

No Reasonable Expectation of Privacy

All storage facilities, offices and workspaces, including desks, classrooms, and
lockers, are the property of the College and the College reserves the right to
have access to these areas and to such property at any time, without advance
notice to Administrator. Therefore, Administrator should not expect that such
property will be treated as private and personal to the Administrator. Likewise,
electronic mail and voice mail are also College property and are to be used only
for business purposes. Internet accounts are also to be used only for College
business. The College reserves the right to inspect, monitor, and have access
to College computers, electronic mail, voice mail messages and Internet
communications. Further, the College reserves the right to utilize video
surveillance when and where it chooses.
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COMMUNITY COLLEGE

Policy No. 3-104
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: College Administration
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: July 6, 2017 (Resolution 53.01)

Purpose

Guidelines

College Administration
Composition

The administrative staff shall be composed of the President and all professional
personnel not included in the Collective Bargaining Units.

Categories of Administrative Personnel

Full-Time
Personnel appointed forty (40) hours work per week for the full fiscal year,
whose position is funded by the operating budget.

Part-Time
Personnel appointed twenty-eight (28) or less hours work per week for the full
fiscal year, whose position is funded by the operating budget.

Special-Term/Grant

Personnel appointed to a position not funded by the operating budget or if hired
for a special period of time not to exceed one year. Exceptions to the period of
time may be made by the Executive Team.
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COMMUNITY COLLEGE

Policy No. 3-106
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Education Assistance Program
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 1, 2018 (Resolution 54.13)

Purpose

Guidelines

Education Assistance Program

The purpose of this Education Assistance Program is to provide financial
assistance to full-time administrative staff who want to take additional
academic work (including professional certifications) which, in the opinion
of the President, will enhance the employee's service to the College.

The Administrative Education Assistance Program Application must be
submitted for approval by the supervisor and appropriate Vice President
prior to the start of the course(s) or certification(s).

Such assistance shall be in the form of a conditional reimbursement,
granted upon submission of evidence of the successful completion of
each course from an accredited institution. Where a grade is assigned to
the course by the institution, a grade of B or better is required for eligibility
for conditional reimbursement. The conditional reimbursement shall be
forgiven at the rate of one-half (1/2) the amount of the loan for each fiscal
year the employee remains in the College's full-time employ.
Such forgiveness shall begin with the fiscal year in which the course or
certification was completed. Grade(s) must be submitted in the year the
course(s) or certification(s) is completed. If certification is completed and
no grade is provided, a copy of earned certification shall be provided to
the Office of Human Resources.

Continued full-time employment at the College is required in order to have
the full amount of the conditional reimbursement forgiven. If the
employee’s employment is terminated for any reason other than
retrenchment, any outstanding unforgiven balance of the conditional
reimbursement will become due and payable immediately from the
employee’s last scheduled paycheck.

Doctorate candidates working on dissertation who register for dissertation
will receive financial assistance in the form of a loan, granted upon
submission of the evidence of successful registration and shall be forgiven
at the rate of one-half (1/2) the amount of the loan for each fiscal year the
employee remains in the College’s full-time employ.

The College will reimburse sixty percent (60%) of the tuition for each
course or certification completed. Course(s) or certification(s) must be
submitted for reimbursement in the fiscal year completed.

Grant employees will be eligible for reimbursement if funds are covered in
the grant. Employee covered by grant shall have their percentage of
allowable tuition forgiveness reduced by the percentage of their salary
funded by grant and/or operating budget.

In the event the reimbursement amount exceeds the IRS maximum for an
Educational Assistance exclusion, the excess amount is taxable.

In the event the reimbursement amount exceeds the IRS maximum for an
Educational Assistance exclusion, the excess may qualify as a working
condition benefit under IRC 132 (d) if the course is job related and
maintains or improves job sKills.




@ Lehigh Carbon

Policy No. 3-108
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Employee Assistance Program
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Employee Assistance Program

The College recognizes the need to provide personal counseling programs to
College full-time employees, at no cost to the employee, which addresses their
needs in resolving issues that could affect their health, safety, and/or work
performance. The College recognizes that a wide range of issues not directly
associated with one's job function can have a negative impact on an employee's
job performance. The College also recognizes that most issues can be
successfully resolved, provided they are identified in the early stages and
referral is made to an appropriate caregiver. In most cases, employees can
overcome such personal issues independently and the effect on job
performance is negligible. However, in some cases, assistance for an employee
can serve either as motivation or guidance by which such issues can be resolved
so the employee's job performance will remain satisfactory.

The College will provide an Employee Assistance Program ("EAP") for all full-
time employees. Employees that are not full-time are not eligible to participate
in the College-sponsored EAP.

College full-time employees and their families are eligible to participate in the
College sponsored EAP. The EAP is maintained by Preferred EAP as an offsite
service to ensure confidentiality.

Voluntary Referrals

The types of issues that can be addressed by the EAP include, but are not
limited to:

(1) Family issues

(2) Work issues

(3) Verbal conflicts

(4) Legal issues

(5) Emotional difficulties

(6) Financial concerns

(7) Alcohol and other drug abuse

Employee participation in the EAP may be required upon the recommendation
of Director of Human Resources as a result of documented observed
inappropriate behavior, attendance, or other work performance issues.

If an employee recognizes that an issue exists, the employee may develop and
implement his/her own remediation plan after consulting with Director of Human
Resources. If progress is not demonstrated within a reasonable amount of time,
the employee must accept the required referral.

In a required referral, it is the responsibility of the employee to contact an EAP
counselor for an initial appointment. Failure to schedule and keep a required
appointment may result in disciplinary action.

All recommendations of the counselors shall be followed and a failure to follow
a recommendation may, at the discretion of the College, result in disciplinary
action. Employees may seek a second opinion on the recommendations, at the
employee's expense.
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Confidentiality will be maintained but communication with the supervisor/
administrator will occur in most cases of Director of Human Resources referral.
Communication should include the following:
(1) Referring Director of Human Resources to counselor: (a) Name of
employee; (b) Nature of problem; (c) Reason for referral; and
(d) Goals/Objective of supervisor/administrator.
(2) Counselor to referring Director of Human Resources (a) Whether contact
was made; (b) Kept appointment; (c) Whether recommendations have
been followed; and (d) Update on progress.

Counselor may request any copies of written warning.
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@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 3-110
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Insurance Benefits
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Insurance Benefits

The College shall provide the following insurance benefits to full-time
administrative staff.

Health Insurance

Medical benefit, prescription drug, and dental benefit plans covering the
administrative staff employee, spouse, and dependents will be provided as
defined by the plan based on the appropriate co-pay. The annual employee
co-pay is based on ten percent (10%) of the College annual premium rate.
Required paperwork from employee: copy of marriage certificate/license for
spouse; birth certificate for dependent children.

Life and Accidental Death and Dismemberment
A term life and A.D. & D. insurance policy equal to two (2) times (within $1,000)
the employee's annual salary will be provided.

Long-Term Disability Insurance

1. Upon completion of one (1) full calendar year (twelve [12] months) of
employment by the College, full-time administrative staff shall be provided
with long-term disability insurance program providing total monthly
disability income benefits equal to sixty percent (60%) of the covered
monthly salary. Such income benefit is limited to $5,000 per month,
except for the President.

2. Such insurance shall also provide a retirement contribution benefit. Such
contribution shall not exceed ten percent (10%) of the covered monthly
salary at the time of disability.

3. The monthly disability income and the contribution for annuity contracts
shall commence following a period of three (3) consecutive months of total
disability and continue during such disability until the employee reaches
the age according to the schedule in the College long-term disability policy
booklet.

4. The full premium cost of the long-term disability insurance plan will be paid
for by the College.
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COMMUNITY COLLEGE

Policy No. 3-112
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Leave of Absence With Pay
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: July 6, 2017 (Resolution 53.01)
July 5, 2018 (Resolution 54.03)
November 3, 2022 (Resolution 58.08)

Purpose

Guidelines

Leave of Absence With Pay

College policy regarding leave of absence with pay for College employees shall
ensure that eligible employees receive paid leave in accordance with law,
individual contract, collective bargaining agreement, or Board resolution.

All accrued time (vacation, sick, and personal choice) must be exhausted before
taking leave without pay.

Bereavement Leave
Full-time administrative staff shall be granted a paid leave of absence in the
event of a death in the family as outlined below:

(5) calendar days (3) calendar days (1) calendar day
parent grandparent aunt

spouse grandchild uncle

child mother-in-law niece

brother father-in-law nephew

sister sister-in-law cousin

brother-in-law
daughter-in-law
son-in-law

Five (5) calendar days shall be granted to employees in case of a near relative
who resided in the same household at the time of death, or for any person with
whom the employee has made his/her home at the time of death.

Employees will be allowed up to one (1) day leave to attend the funeral of any
other relative not otherwise set forth above.

Leave time is counted based on consecutive calendar days. Bereavement leave
will begin on the first report day (excludes Sunday) as per the administrative
calendar, following the death in the family, but may begin the day of the death
in the family if the employee so requests. The last day of the bereavement leave
may be saved to be used for the day of the funeral, when the funeral does not
occur within the allowable time.

The employee shall return to work on the next regularly scheduled report day
following the expiration of the above leave.

Unused bereavement leave shall not accumulate from year to year.
Exceptions to the leave policy may be approved in writing by the President.

Holidays
Regular full-time administrative staff shall be granted time off with pay for the
following holidays:

Day before New Year's Friday after Thanksgiving
New Year’'s Day Day before Christmas

Good Friday Christmas Day

Memorial Day Day after Christmas
Independence Day Second Day after Christmas
Labor Day Third Day after Christmas

Thanksgiving Day
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Jury/Court Leave

Upon proof of necessity of jury duty and/or court appearance, pursuant to
subpoena or other order of the court, full-time administrative staff shall be
granted a leave of absence. The College shall have the right to request
appropriate authorities to relieve such employee of jury duty or court
appearance in any manner permitted by law. This article shall not apply to any
situation where the administrative staff is a party to the court action.

Military Reserve Duty

Full-time administrative staff, required to report for the usual two (2)-week
military reserve duty, shall be granted a leave of absence to cover this period of
duty. While on such leave, the employee shall receive from the College, pay
equivalent to the difference between military pay and his/her normal salary for
the same period of time (where military pay is less). Vacation time may be used
for military reserve duty.

Personal Choice Days

Regular full-time administrative staff employed on July 1 of the current fiscal
year shall be granted three (3) personal choice days for personal reasons such
as business obligations, religious observances, travel, or other personal
matters. The unit of composition for personal choice days shall not be less than
one-quarter (1/4) day increments.

Part-time administrative staff employed on July 1 of the current fiscal year shall be
granted two (2) personal choice days for personal reasons as stated above.
Personal choice pay, per day, shall be paid per the hours worked per day on the
Employees regular workweek schedule on file with the office of Human Resources.
Personal choice pay per day shall not exceed eight (8) hours per day.

Unused personal choice days shall not accumulate from year to year.

Sabbatical Leave

The College may grant one (1) sabbatical leave per fiscal year to a full-time
administrator for study, formal education, research, writing, or other professional
value to the administrator as related to an administrative position at the College.
The objective of sabbatical leave is to improve the quality of the administrator's
service to the College.

An administrator shall become eligible for sabbatical leave upon completion of
six (6) years of full-time employment at the College. Upon receipt of such leave,
the administrator shall not be eligible for another sabbatical leave until he/she
has completed another six (6) years of full-time employment after returning from
sabbatical.

The sabbatical leave may be granted for a period of six (6) months at full
contractual salary and benefits or one (1) fiscal year at one-half (’2) salary and
full benefits.

Applications for sabbatical leave are to be made in writing by January 1 of the
preceding fiscal year in which the sabbatical is to be taken and include in specific
detail for consideration by the Board of Trustees the projected program of
professional development relating to an administrative position at the College.

A committee consisting of an equal number of administrators appointed by the
President of the College and Board of Trustees appointed by the Chair of the
Board of Trustees shall be formed to evaluate all applications for sabbatical
leave, and make a recommendation to the Board concerning the granting of a
sabbatical leave for action by the Board of Trustees at its March meeting.
The decision of the Board of Trustees shall be final.
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As a condition of granting the sabbatical, the College shall require the execution
of an agreement to secure the repayment of salary plus cost of benefits received
while on sabbatical leave in the event of the failure of the administrator to return
from sabbatical and complete two (2) years of full-time service with the College.

Administrative staff may not work for pay for another employer while on
sabbatical leave.

Sick Leave

Excluding approved medical leaves, regular attendance is a basic requirement
and the College cannot maintain efficiency and productivity without consistent
attendance from employees.

The College reserves the right to direct employees to provide a certification from
their healthcare provider after three (3) consecutive work days of sick leave.

Full-time administrative staff shall earn sick leave at the rate of one (1) day per
calendar month of service with the College. Such leave may accumulate up to
a maximum of two hundred and thirty (230) days. The unit of composition for
sick leave shall not be less than one-quarter (1/4) day. Charges against earned
sick leave shall be made only when such absence occurs on a scheduled report
day. Sick leave credits shall not be earned for periods of leave of absence
without pay, or while on family medical leave. The College requires licensed
physician documentation after five (5) days of absence or the employee cannot
return to work. If an employee knows that he/she will be out on sick leave for
longer than five (5) days, employee must notify the Office of Human Resources
to implement FMLA paperwork.

Administrative staff shall be eligible for sick leave under the following
circumstances:

(1) For personal sickness or injury.

(2) For family emergency. Family emergency shall be construed as providing
care for a member of the immediate family when no other arrangements
are possible, not to exceed five (5) days per incident or ten (10) days per
year. For purposes of this provision, immediate family shall include spouse,
parent, child or person residing in the same household.

In cases of chronic/excessive absenteeism, the College reserves the right to
take the appropriate action to address the problem, including but not limited to,
discipline, discharge, and/or requirement of submission of documentation from
a physician’s note depending on the circumstance.

The Director of Human Resources and the supervisor will consider the total
number of absences and their frequency, and what impact the absenteeism has
on the College to determine if this constitutes chronic/excessive absenteeism.

Sick Leave — Advanced

Full-time administrative staff who have not accumulated the necessary sick
leave credit may, at the sole discretion of the President, be granted a maximum
of thirty (30) days advanced sick leave which shall be deducted from future
accumulations of sick leave. Granting of such leave by the President will require
a statement from a licensed physician giving the President reasonable
assurance that the employee will be able to return to full-time service with the
College at the expiration of the advanced sick leave.

Sick Leave — Half Pay

When a full-time administrative staff has applied for Long-Term Disability, and
after all accrued (sick, vacation, personal choice) leave credits have been used,
the President may, at his/her sole discretion, grant sick leave at half (%) pay for
a period not to exceed the number of days necessary to complete the waiting
period for the employee to become eligible for benefits under the College's
Group Long-Term Disability Insurance Program. However, in the event that an
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employee is not a participant in the above-mentioned insurance program, such
leave shall not exceed three (3) months. If full-time administrative staff
employee is deemed ineligible for Long-Term Disability, sick leave at half pay
shall end at time of notification from Long-Term Disability Insurance carrier.

Sick Leave — Return to Duty

Administrative staff returning from sick leave of five (5) days or longer will be
required to present a statement to the Office of Human Resources from a
licensed physician attesting to his/her ability to perform all of his/her normal work
load and may be required to have a physical examination by a College-
appointed physician.

Vacation Leave
Full-time administrative staff shall earn twenty-one (21) working days’ vacation
for each year of full-time service with the College.

Vacation time shall not be earned for any month in which the employee does
not work for more than 10 report days.

Vacation leave for full-time administrative staff shall accumulate at the rate of
one and three-fourth (1%4) days per calendar month of full-time service with the
College. The unit of composition for vacation leave shall not be less than one-
quarter (1/4) day increments.

Vacation leave earned through June 30 of any fiscal year must be used prior to
June 30 of the following fiscal year. It shall not accumulate from year to year.

Employees must obtain written supervisor approval using the Full-Time Staff
Leave Report form to take vacation leave.
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COMMUNITY COLLEGE

Policy No. 3-114
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Leaves of Absence Without Pay
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Leaves of Absence Without Pay

The College recognizes that in certain situations an employee may request
extended leave for personal reasons, and the College could benefit from the
return of the employee. This policy establishes parameters for granting
uncompensated leaves of absence.

College policy regarding leave of absence without pay for College employees
shall ensure that eligible employees receive unpaid leave in accordance with
law, individual contract, collective bargaining agreement, or Board resolution.

All accrued time (vacation, sick, and personnel choice) must be exhausted
before taking leave without pay.

Family-Care Leave

Upon completion of one (1) year of service, a family-care leave of absence
without pay will be granted by the President to any full-time administrative staff
who becomes the parent of a newly born child or a legally adopted child, up to
the age of six (6) years. Such leave shall not exceed twelve (12) calendar
months (including of any paid or unpaid leave time which may be utilized).
The employee's position shall be held open during the period of the leave. Up to
forty (40) sick days may be used if sick days have been accrued. Request for
such leave must include the specific period of the leave. However, the period
of the leave may be reduced by giving the College twenty (20) calendar days
prior written notice.

Family-Care Leave — Twelve (12) Weeks or Less

All insurance benefits shall continue in effect during the leave. This includes life
insurance and long term disability insurance. Administrative staff on such leave
shall not earn sick leave or vacation time, nor shall they be eligible for holiday
pay during the leave.

Family-Care Leave — Greater Than Twelve (12) Weeks

Administrative staff on such leave shall be permitted to continue his/her health
insurance benefits at no cost to the College if permitted by the insurance carrier.
Continuation of such insurance benefits shall also be subject to any limitations
imposed by the insurance carrier. Payment to the College for the purchase of
said health insurance benefits shall be made monthly with the first payment due
the College on the effective date of the leave. Administrative staff on such leave
shall not earn vacation time, sick leave, or be eligible for holiday pay during the
leave.

Administrative staff may not work for another employer while on leave of absence.

Medical Disability Leave

Upon completion of one (1) year of service, medical disability leave of absence
without pay will be granted by the President to full-time administrative staff who
become medically disabled and request such leave. Such leave shall not
exceed four (4) calendar months (includes twelve (12) weeks of FMLA and
College-approved four (4) weeks) including the use of any paid leave time which
will be utilized concurrently with FMLA during a twelve (12) month period
commencing with the date that corresponds to the beginning of the leave. The
employee's position shall be held open until his/her return.
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During the first four (4) months of such leave, the College shall continue to
provide all insurance benefits to the employee. The employee will be
responsible for paying the bi-weekly medical copayment to the College.

Request for a leave of absence shall be made to the Office of Human Resources
and a copy shall go to the immediate supervisor.

At the end of the fourth month of the leave and the employee is deemed
ineligible for Long-Term Disability, and cannot return back to work, the
administrative staff’s position shall not be held open.

Military Leave

Administrative staff required to render ordered military service other than military
reserve duty shall be granted a leave of absence without pay. The time allowed
for such leave shall be in accordance with prescribed State and Federal regulations
covering ordered military service. No benefits will be provided while on such
leave.
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COMMUNITY COLLEGE

Policy No. 3-116
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Medical Examination
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Medical Examination

The College shall contribute up to the employee office visit copay toward the
cost of an annual physical examination for any full-time employee in accordance
with the following schedule:

Under age 40 - every three (3) years

Age 40-50 - every two (2) years

Over 50 - every year

The College may require a medical examination of any employee at any time.
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COMMUNITY COLLEGE

Policy No. 3-118
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Retirement Benefit Plan
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Retirement Benefit Plan

The College offers a retirement benefit plan to employees.

Effective August 20, 1998, each newly hired employee shall be required to
contribute three percent (3%) of gross wages.

The College contribution rate to TIAA shall be nine (9%) of gross wages except
as set forth below:

15t 12 months of employment — 3% of gross wages

2n 12 months of employment — 6% of gross wages

To determine if other PA state retirement plans may qualify, contact the Office
of Human Resources.
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COMMUNITY COLLEGE

Policy No. 3-120
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Salary Ranges
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 3, 2022 (Resolution 58.08)

Purpose

Salary Ranges

The College strives to establish equitable wage rates so that each employee is
paid according to the working conditions, the responsibilities, and the
requirements of the job. Salary rates are competitive and are established using
the College and University Professional Association Survey as a guideline.
Adjustments to the salary ranges are made as part of the maintenance and
review process conducted by the Office of Human Resources and
recommended by the President’s Executive Team and approved by the Board
of Trustees.

Salary Adjustments

Salary Adjustments may be granted for the following reasons for a fiscal year in

addition to the annual base salary increase.

1 Completion of degree

2. Significant increase to area of responsibility that results in a revised job
description (increase amount not to exceed 5% of base salary).

However if responsibilities are reduced within a two year period after increase,
salary may be reduced by the amount of the initial increase. Supervisors
considering position review (salary adjustment and/or title change) for a direct
report must first discuss with their supervisor/VP.

A summary of the changes that reflect the significant increase of duties and
responsibilities and/or title change must be submitted to the Office of Human
Resources by March 1 for consideration for the following fiscal year.

3-16




@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 3-122
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Special-Term/Grant Administrative Personnel
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Special-Term/Grant Administrative Personnel

Administrative staff are special term if their position is not funded by the
operating budget or if hired for a specific period of time not to exceed one year.

Special-term grant employees are covered by employment benefits and
practices only if monies are provided by the grant. Vacation leave earned
through a grant year must be used prior to the end of the grant. Vacation days
may not be carried over into the next grant year.

Those benefits and practices that are excluded are noted below:

1) Moving expenses

2) Short term leave

3) Medical Examination

4) Sabbatical leave

5) Sick Leave — Advanced

6) Sick Leave — Half Pay

7) Education Assistance Program

8) Medical Disability Leave

9) Workers’ — Related Disability Leave

The College hires special-term administrative staff under an employment at-will
agreement, in which either the College or administrative staff may terminate the
relationship with or without prior notice. The Vice Presidents shall be responsible
for the appointment of special-term administrative staff in accordance with the
College’s hiring guidelines.

1. Actual salary or hourly rate will be determined by an evaluation of the
position, number of hours worked, local job market value, and limits of
the funding source.

2. Nothing contained herein shall be construed to prohibit the College from
decreasing the number of hours or period of time or terminating any
special-term administrative staff for cause or without cause and paying
for only those hours or days worked an appropriate prorata portion of
the contractual salary based upon the days worked.

3. Any fringe benefits provided to special-term/grant administrative staff
shall be funded by the same source as that which funded the position.
They shall be determined on a case-by-case basis but in no case be
less than those benefits mandated by law and no more than those
provided to full-time administrative staff.

4. Eligible special-term/grant administrative staff must use their vacation
days in the fiscal year they are earned.
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COMMUNITY COLLEGE

Policy No. 3-124

SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Tax Benefit Plan
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Tax Benefit Plan

Section 105 and 125 Tax Benefit Plans are provided to allow the administrative
staff to pay for certain benefits and expenses on a pre-tax basis.
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COMMUNITY COLLEGE

Policy No. 3-126
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Vision Care
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 7, 2020 (Resolution 55.46)

Purpose

Vision Care

The College will pay toward the cost of an eye examination or the purchase of
corrective lenses the amount up to a maximum of $500 per family
(employee/spouse, and eligible dependents) every two (2) fiscal years. Vision
receipts submitted for reimbursements must be dated within the benefit period
(i.e. July 1, 2020 — June 30, 2022).

3-19




@ Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 3-128
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Workers’ Compensation
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Workers’ Compensation

Workers’ compensation insurance will be provided for administrative staff.
An injury incurred at work in the course of employment of duty must be reported
by the employee and/or supervisor within twenty-four (24) hours to the Office of
Human Resources.

Notice to Employees in Case of Work-Related Injuries:

1.

If you suffer a work-related injury, your employer or its insurance company
must pay for reasonable surgical and medical services and supplies,
orthopedic appliances and prosthesis, including training in their use.

In order to insure that your medical treatment will be paid for by your
employer or the insurance company, you must select from one of the
following health care providers that is listed in the Workers’ Compensation
procedures maintained in the human resources office.

You must continue to visit one of the physicians listed, if you need
treatment, for ninety (90) days from the date of your first visit.

If one of the persons below refers you to another licensed specialist, your
employer or their insurer will pay the bill for these services.

After the ninety- (90) day period, if you still need treatment and your
employer has provided a list as set forth, you may choose to go to another
health care provider for treatment. You should notify your employer of this
action within five (5) days of your visit to said provider.

If a physician on the list prescribes invasive surgery, you may obtain a
second opinion from any physician of your choice. If the second opinion
is different than the listed physician’s opinion, you may determine which
course of treatment to follow; however, the second opinion must contain
a specific and detailed treatment plan. If you choose the second opinion,
the procedures in that opinion must be performed by one of the physicians
on the list for the first ninety (90) days. Therefore, in this situation, the
employee may be required to treat with an employer-designated provider
for up to 180 days.

If you are faced with a medical emergency, you may secure assistance
from a hospital, physician, or health care provider of your choice for your
work-related injury. However, when the emergency is resolved, you must
seek treatment from an approved provider list. The approved provided list
is housed in the Office of Human Resources.

Please call Lackawanna Insurance Group scheduling services toll free at
1-888-280-5225 for assistance in scheduling with MRI's, physical/
occupational therapy or chiropractic rehabilitation. The approved
provided list is housed in the Office of Human Resources.
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COMMUNITY COLLEGE

Policy No. 3-130
SECTION 3: ADMINISTRATIVE REGULATIONS
1. Administrative Personnel

TITLE: Workers’ Related Disability Leave
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Workers’ Related Disability Leave

In the event a regular full-time administrative staff receives a work-related, on-
the-job injury, and becomes eligible for benefits under the College’s workers’
compensation insurance plan, such employee shall be placed on a work-related
disability leave without pay for up to one (1) calendar year. During the period of
such leave, the employee’s position shall be held open. Employees on such
leave shall not earn sick leave, vacation time nor shall they be eligible for holiday
pay during the leave.

The College shall continue to provide health benefits to the employee for the
period of the leave if permitted by the insurance carriers. Continuation of such
insurance benefits shall also be subject to any limitations imposed by the carrier.
The employee will be responsible for paying the bi-weekly medical copayment
to the College.

Employees unable to return to work within one (1) calendar year shall be
terminated and the insurance benefits specified above shall end.
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Policy No. 3-200
SECTION 3: ADMINISTRATIVE REGULATIONS
2. Collegewide Regulations

COMMUNITY COLLEGE TITLE: Alcohol
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:
Alcohol
Philosophy

Purpose

Guidelines

The goal of Lehigh Carbon Community College is to create an environment in which
both the responsible use and non-use of alcoholic beverages is respected and in
which the line existing between responsible drinking and abuse is clearly
recognized. Individuals who choose to consume alcoholic beverages should do so
responsibly. The College seeks to foster a healthy environment for all members of
the community. Pennsylvania law provides that it is unlawful for anyone under the
age of twenty-one (21) to possess, consume, purchase, attempt to purchase, or
transport alcoholic beverages. State law also provides that it is unlawful to furnish
alcoholic beverages to anyone under the age of twenty-one (21). The responsible
use of alcohol at any College building or on the grounds of any College location by
those of legal age is a social privilege which, if abused, may be revoked by the
College.

To permit the service and use of alcoholic beverages under limited
circumstances at any Lehigh Carbon Community College building or on the
grounds of any College location, within the context of the College philosophy on
alcohol.

Scope

1. Alcoholic beverages are not permitted at any College building or on the
grounds of any College location, except during such times as approval to
serve alcoholic beverages is granted by the College President or designee.

2. Those seeking approval from the College President or designee, whose
decision shall be final, must provide a statement outlining all details of the
event and how they will abide by this alcohol policy.

3. All Commonwealth of Pennsylvania laws and regulations governing the
serving of alcohol must be observed.

4. Lehigh Carbon Community College does not and will not condone under
any circumstances, the sale of or payment for any alcoholic beverages at
any College building or on the grounds of any College location.

5. Lehigh Carbon Community College does not and will not condone under
any circumstances, the use of alcoholic beverages by anyone under the
age of twenty-one (21) years old or visibly intoxicated or permitting
alcoholic beverages to be served by anyone to anyone under the age of
twenty-one (21) years old or visibly intoxicated.

6. Lehigh Carbon Community College only permits alcoholic beverages to be
served for on-site use at any College building or on the grounds of any
College location under the terms and conditions for which approval was
granted.

7. Those given account for and permission to serve alcoholic beverages
pursuant to this policy shall take the appropriate measures to secure all
alcohol before, during, and after the approved event.

8. Consumption of alcoholic beverages shall only be incidental to any event
held at any College building or on the grounds of any College location and
non-alcoholic beverages must be available at any event where alcohol has
been approved to be served.

9. The College President, or designee, reserves the right to revoke the approval
granted to serve alcohol at any College building or on the grounds of any
College location, at any time before or during the approved event.

3-22




Lehigh Carbon

COMMUNITY COLLEGE

Policy No. 3-202
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: Campus and College Site Timely Warning Notice and
Emergency Notification
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: November 7, 2019 (Resolution 55.11)
February 4, 2021 (Resolution 56.27)
March 2, 2023 (Resolution 58.27)

Purpose

Definitions

Campus and College Site Timely Warning Notice and
Emergency Notification

To establish the parameters for compliance with the "Jeanne Clery Disclosure
of Campus Security Policy and Campus Crime Statistics Act of 1998" (commonly
referred to as the "Clery Act") at all college locations.

I. BACKGROUND

The "Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act of 1998," commonly referred to as the "Clery Act," requires
institutions of higher education receiving federal financial aid to report specified
crime statistics on college campuses, sites and areas within the same
reasonably contiguous geographic area of college campuses and sites, and to
provide other safety and crime information to members of the campus
community.

Il. DEFINITIONS
A. Campus Security Authority (CSA)

Individuals at the college who, because of their function for the college,

have an obligation under the Clery Act to notify the college of alleged

Clery Crimes that are reported to them in good faith, or alleged Clery

Crimes that they may personally witness. These individuals, by virtue of

their position due to official job duties, ad hoc responsibilities, or

volunteer engagements, are required by federal law to "report" crime
when it has been observed by or reported to them by another individual.

These individuals typically fall under one of the following categories:

1. A member of a campus police/security department.

2. Individuals having responsibility for campus security in some
capacity, but are not members of a campus police/security
department (e.g., an individual who is responsible for monitoring the
entrance to college property).

3. People or offices that are not members of a campus police/security
department, but where policy directs individuals to report criminal
offenses to them or their office.

4. Officials having significant responsibility for student and campus
activities, including but not limited to, student housing, student
conduct, and campus judicial proceedings.

CSAs include (but are not limited to):

Police and Security personnel

Dean of Student Development, Equity and Inclusion
Associate Dean of Student Development

An administrator of students

Athletic Directors

Athletic Coaches

Faculty advisors to student organizations

Title IX Coordinators

e R il ol
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B. Clery Act Crimes ("Clery Crimes")
Crimes required by the Clery Act to be reported annually to the college
community, including: criminal homicide (murder and negligent/
non-negligent manslaughter), sex offenses (forcible and non-forcible),
robbery, aggravated assault, burglary, motor vehicle theft and arson.

C. Emergency Notification

An announcement to inform the campus community about a "significant
emergency or dangerous situation involving an immediate threat to the
health or safety of students or employees occurring on or in the vicinity
of a college site. An emergency response expands upon the definition
of "timely warning" (see below), as it includes both Clery Act crimes and
other types of emergencies. The Emergency Action Plan outlines
procedures to take in a multitude of common emergent situations and
is updated on a regular basis throughout the year.

Upon the confirmation of a significant emergency or dangerous situation
involving an immediate threat to the health or safety of students or
employees occurring on one of LCCC’s sites or in the vicinity of a
college site the Critical Incident Communication Team will notify the
college community. College Relations will utilize emergency alert
notification, which includes texts, phone and email messages, etc. to
students and employees. Activation of LCCC mass notification system
can also be used for a variety of alerts, including shelter in place of
alerts. Fire alarms will be used for evacuation purpose for fire events.

Continuation of an assessment will proceed as the events unfold. This
may necessitate additional notification of the campus community.

Confirmation will be made by Public Safety officers, local police, or fire
department, local, county, state, or federal emergency management
departments.

An "immediate" threat as used here encompasses an imminent or
impending threat, such as an active shooter, a violent intruder, as well
as a natural disaster.

Some other examples of significant emergencies or dangerous

situations, may include, but are not limited to be:

e Outbreak of any pandemic such as meningitis, norovirus, or other
serious illness

e Approaching tornado, hurricane, or other extreme weather

conditions

Earthquake

Gas leak

Terrorist incident

Armed intruder

Bomb threat

Civil unrest or rioting

Explosion

D. Professional Counselors
Individuals whose official responsibilities include providing mental
health counseling to members of the institution's community and who is
functioning within the scope of their license or certification. Professional
Counselors, when acting within the scope of the official responsibilities
are not Campus Security Authorities.

E. Timely Warning
An announcement made to alert the college community about Clery
Crimes and other serious incidents in the event that a reported crime
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may pose a serious or continuing threat to the campus and surrounding
community.

F. Director of Public Safety
Works collaboratively with various offices at the college to develop,
implement and oversee programs that ensure the college's overall
compliance with the Clery Act and associated regulations at all college
locations.

G. Campus and College Site
Campus means the main campus in Schnecksville and College Site
means the main campus and all locations where the college provides
services.

. POLICY
In accordance with the requirements the Clery Act, the college shall:

1. Via issuance of timely warnings, alert the college community of
Clery Crimes that pose a serious or continuing threat to the campus
and surrounding community. Timely warnings will be disseminated
throughout the community as soon as pertinent information is
available and will provide information that will allow the community
to take precautions to protect themselves and prevent similar
crimes from occurring.

2. Via issuance of emergency notifications, alert and inform the
college community about a "significant emergency or dangerous
situation involving an immediate threat to the health or safety of
students or employees occurring on the campus.”

3. Maintain a daily crime log of all crimes reported. This log will be
available for public inspection, upon request.

4. Compile and disclose statistics of reports on the types of Clery
Crimes reported for the college or in the vicinity of a college site.

5. Collect reports of Clery Crimes made to Department of Public
Safety, local law enforcement, college officials, and other
associated with the college who have significant responsibility for
student and campus activities.

6. Create and publish an annual report to the Department of Education
disclosing statistics of Clery Crimes reported over the past three
years, as well as college policies and procedures addressing
campus security and safety.

7. Annually disclose/provide access to the college community and the
public, the Annual Security Report, which provides:

a. Crime data (by type)

b. Security policies and procedures in place to protect the
community

c. Information on the handling of threats, emergencies and
dangerous situations.

8. Identify CSAs on a regular, ongoing basis, and notify these
individuals of their obligations under the Clery Act to report any and
all Clery Crimes that they witness, or are reported to them.

9. Work with the college Department of Public Safety and other
appropriate departments to create, establish and conduct programs
at all college campus locations to educate the campus and
surrounding community about the Clery Act and Clery Act
obligations, and to promote general awareness of all crime and
safety-related issues at all college locations.

For further information on the Clery Act, visit the College Public Safety
website.

Questions may be directed to the Director of Public Safety, at 610-799-
1658.
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IV. RESPONSIBILITIES
All College Faculty, Staff, and Students on College Facilities or Property

1.

Promptly report any activity that is perceived as criminal,
potentially dangerous, or suspicious to a Campus Security
Authority (CSA).

In accordance with making good faith reports, no person making a
report "in good faith" will be retaliated against, and all reports will be
taken seriously. This includes suspected wrongful conduct, and to
protect such individuals from retaliation for making such reports to
the college or an appropriate authority, participating in any
investigation, hearing, or inquiry by the college or an appropriate
authority or participating in a court proceeding relating to an
allegation of suspected wrongful conduct at the college.

A. All College Visitors on College Facilities or Property
Promptly report any activity that is perceived as criminal, potentially
dangerous, or suspicious to a Campus Security Authority (CSA).

B. Director of Public Safety

1.

Compile and disclose statistics of reports on the types of Clery

Crimes reported for the college's campuses, the immediately

adjacent public areas and public areas running through the

campuses, remote classroom facilities and non-campus facilities.

Issue "timely warnings" alerts to the college community and

surrounding community about Clery Crimes in coordination with

College Relations.

Issue "emergency notifications" to the college community and

surrounding community when deemed necessary and appropriate

in coordination with College Relations.

Collect reports of Clery Crimes made to Public Safety, local law

enforcement, college officials, and other associated with the college

who have significant responsibility for student and campus

activities.

Create and publish an annual report to the Department of Education

disclosing statistics of Clery Crimes reported over the past three

years, as well as college policies and procedures addressing

campus security and safety.

Annually disclose/report, to the college community and the public:

a. Crime data (by type)

b. Security policies and procedures in place to protect the
community

c. Information on the handling of threats, emergencies, and
dangerous situations

Provide regular, mandatory training for all CSAs.

Work with college departments to establish Clery Act-related

educational programs and promotion of safety awareness

programs.

C. College Department of Public Safety

1.

2.

3.

Issue "timely warnings" alerts to the college community and
surrounding community about Clery Crimes.

Issue "emergency notifications" to the college community and
surrounding community when deemed necessary and appropriate.
Maintain a daily crime log of all crimes reported.

Compile and provide to the college Director of Public Safety,
statistics of reports on the types of Clery Crimes reported for the
college or in the vicinity of a college site’s Collect and provide to the
Director Public Safety, reports of Clery Crimes at that location.
Work with the Director of Public Safety to establish Clery Act-related
educational programs and promotion of safety awareness
programs.
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D. Campus Security Authorities (CSAs)
1.

4.

E. Office of Student Development, Equity and Inclusion
1.

3.

Policy No. 3-202

Hear/receive information of alleged crimes that are reported to them in
good faith by others, or report alleged crimes that they may personally
witness. Under the Clery Act, a crime is "reported” when it is brought
to the attention of a campus security authority or local law enforcement
personnel by a victim, witness, other third party or even the offender.
It doesn't matter whether or not the individuals involved in the crime, or
reporting the crime, are associated with the college.
Record information about crimes reported to them. To record
information about a crime reported, the Campus Security Authority
must complete a Public Safety Incident Report Form.
Submit, either electronically or print/mail, all completed Public
Safety Incident Report Forms to the Department of Public Safety.
Identify where someone can report a concern to:
a. LCCC Schnecksville
4525 Education Drive, Schnecksville, PA 18078
i. LCCC Department of Public Safety and Security —
610-799-1169, 610-799-1911
ii. In person at the Department of Public Safety and
Security: Student Services Center, Room SSC 1
ii. Pennsylvania State Police — Troop M, 2930 Airport
Road, Bethlehem, PA 18017 — 610-861-2026

b. LCCC Allentown
718 Hamilton Street, Allentown, PA 18101

i. CSA: Site Supervisor — 610-799-1948

ii. LCCC Department of Public Safety and Security —
610-799-1264

ii. In person at the Department of Public Safety and
Secuirity, first floor lobby.

iv. City of Allentown Police Department: 544 N. Sixth
Street, Allentown, PA 18102 — 610-437-7751

c. LCCC Tamaqua
234 High Street, Tamaqua, PA 18252

i. CSA: Director of Site Educational Services
610-379-8417

ii. LCCC Department of Public Safety and Security —
484-225-1261

iii. Tamaqua Borough Police Department: 320 E. Broad
Street, Tamaqua, PA 18252 — 570-668-5000

d. LCCC Airport
600 Hayden Circle, Hangar 7, Allentown, PA 18109
i. CSA: Chief Instructor — 619-264-7089
ii. Pennsylvania State Police — Troop M, 2930 Airport
Road, Bethlehem, PA 18017 — 610-861-2026.

Work with students to promote adherence to the Student Code of
Conduct in minimizing behavior that is inconsistent with the
essential values of the college community.

Promptly report any Clery Act-related crimes to the college
Department of Public Safety at your campus location. If you are
unsure whether or not the incident meets the criteria, it is still
recommended that you contact the college’s department of Public
Safety at your campus location.

Annually, provide all conduct referral data to the college Director of
Public Safety for inclusion in the Annual Security Report.
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EXEMPTIONS

The following individuals, when acting within the scope of the official
responsibilities are not Campus Security Authorities, and as such, are
exempt from the mandates of this policy:

1. Professional Counselors

2. Persons uncertified, but acting under the supervision of an exempt
counselor
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COMMUNITY COLLEGE

Policy No. 3-204
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: Capital Projects — Budgets and Reporting Guidelines
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Capital Projects — Budgets and Reporting Guidelines

A "Capital Project" is any expenditure meeting the accounting requirement of a
depreciable asset with a total capital cost in excess of twenty thousand dollars
($20,000). Types of capital projects will include new construction, building
renovations, facility acquisition, land acquisition, landscape improvement
projects, and the purchase of capital equipment. The source of funding for a
capital project must be authorized within the Capital Budget.

The original budget for the capital project will be developed based on cost quotes,
architectural and/or engineering estimates, or costs established with a
construction management firm or independent consultant. The budget will identify
the following categories where applicable: construction costs for all contractors,
equipment, technology, furniture and fixtures, landscaping and land
improvements, professional fees, project management fees, consulting and
contract services, municipal and state review fees, permit and inspection fees,
and other costs associated directly with the capital project. The budget will include
a contingency fee of up to ten percent (10%) of the total project cost or higher if
recommended by the project engineer, architect, or contracted project manager.
The sources of the project funding — federal or state government, sponsor school
districts, college, grant or gift — will be identified within the budget.

The initial budget for each capital project will be reviewed by the President’s
Cabinet for recommendation to the Finance and Facilities Committee of the
College’s Board of Trustees. The Finance and Facilities Committee will review
the overall project budget and, if applicable, make a recommendation to the
Finance and Facilities Committee to authorize the capital project in the Capital
Budget or designate all or a portion of the project funds from the unallocated
Capital Funds. The Finance and Facilities Committee will review capital projects
for the purchase of capital equipment not funded as a component of a capital
project for a new facility or renovation and, where applicable, make a
recommendation to the Board of Trustees for approval.

Once the final budget has been appropriately reviewed, change orders or
additional items not identified in the original budget which will exceed twenty
thousand dollars ($20,000) or ten percent (10%) of the applicable budget line
item, whichever is less, will be presented to the Finance and Facilities
Committee for review. These change orders may be presented at a regularly
scheduled meeting or by e-mail. Change orders for lesser amounts will be
reviewed by the President upon recommendation from the Vice President of
Finance and Administrative Services and reported to the Finance and Facilities
Committee at the next regularly scheduled meeting.

A change order is a process whereby changes in the scope of work agreed to
by the College, contractor and architect are implemented. A change order is
work that is added to or deleted from the original scope of work of a contract,
which alters the original contact amount or completion date.

Emergency change orders in excess of twenty thousand dollars ($20,000) or ten
percent (10%) of the applicable budget line item, whichever is less, that could
result in an unreasonable delay in the progress of the capital project or which
require prompt attention due to unforeseen circumstances can be authorized by
the President upon recommendation from the Vice President of Finance and
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Administrative Services and after consultation with the Chair of the Finance and
Facilities Committee and the Chair of the Board of Trustees.

Any recommendation for increasing the cost of the original budget must be
accompanied with identification of the source of additional funds required. If the
projected total cost of a capital project exceeds the total of the funds designated
by the Board of Trustees by resolution or the adopted Capital Budget, the excess
must be reviewed by the Finance and Facilities Committee and, if applicable, be
authorized by the Board of Trustees.
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COMMUNITY COLLEGE

Policy No. 3-206
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: College Closing

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: May 2, 2019 (Resolution 54.45)
February 6, 2020 (Resolution 55.26)

Purpose

Guidelines

College Closing

Weather Related

The Vice President for Academic Services and Student Development
(or designee), in consultation with the Director of Facilities Management
(or designee), is responsible for deciding when to close the College due to
inclement weather.

LCCC makes every effort to send the notification by 5:30 a.m. or as soon as
possible, depending on the timing of the weather circumstances.
If conditions worsen during the day, the College may need to have an early
closing. The decision to close the College will be made by 2 p.m.

A. How Are the Staff and Students Notified
Staff and students are strongly encouraged to sign-up for the Omnilert
Notification System available through the College portal. Signing up for
Omnilert is easy, free, and available to all students and staff. If a
decision is made to close the College or for early dismissal, the Omnilert
system is used to notify subscribers through a direct call, a text
message, and/or email notice.

Information regarding a College closing or early dismissal will also be
posted on the College’s website homepage and social media outlets
including Facebook and Twitter. The College also posts information
through the news media at WFMZ Channel 69 and WNEP Channel 16
and their affiliate stations.

B. Clarification of Messages

1. Classes that are scheduled to start before the opening time will be
canceled. Those scheduled to start after the announced opening
will be held as normal. For ex: If the College is on a two-hour delay,
we are scheduled to open at 10 a.m., classes that normally start at
8 a.m., 9 a.m., or 9:30 a.m. are canceled, regardless of how long
those classes last. In this case, the next class period at 11:10,
would go on as normal.

2. Canceling day classes means canceling classes from 6:30 a.m.
until 5 p.m. and day staff should not report for work.

3. Canceling evening classes means canceling classes from 5 p.m. to
closing and evening staff should not report for work.

4. Part-time classified personnel who normally work late afternoon/
evening hours should check with their supervisors before reporting
to work should day classes have been cancelled. They should not
report for work if evening classes have been cancelled. If the
weather is questionable and they have heard no radio announce-
ments, they should always check with their supervisor before
starting out to report to work.

5. Ifthere is a special need for any staff to report for work, even though
classes are not meeting, they will be contacted by their supervisor
by telephone.
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6. All operations and maintenance and security personnel are expected
to report for work as scheduled during College closing.

Note: Vacation, personal, or sick time will not be reinstated in the event of a
cancellation or delay.

Non-Weather Related

The Critical Incident Communication Team will decide on all other College
closings. These may include an array of incidents that impact the safe
operation of the College campus or College sites. The time of College
closing will depend on the time and type of the incident.

A. How Staff and Students are notified

Staff and students are strongly encouraged to sign-up for the Omnilert
Notification System available through the College portal. Signing up for
Omnilert is easy, free, and available to all students and staff. If a
decision is made to close the College or for early dismissal, Omnilert
system is used to notify subscribers through a direct call, a text
message, and/or email notice.

Information regarding a College closing or early dismissal will also be
posted on the College’s website homepage and the College’s social
media outlets including Facebook and Twitter. The College also posts
information through the news media at WFMZ Channel 69 and WNEP
Channel 16 and their affiliate stations.
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COMMUNITY COLLEGE

SECTION 3: ADMINISTRATIVE REGULATIONS
2. Collegewide Regulations

TITLE: Copying Software
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Policy No. 3-208

Purpose

Copying Software

Copying of software is restricted to archival purposes. Only use of properly

licensed software is acceptable for installation and use.
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COMMUNITY COLLEGE

Policy No. 3-209
SECTION 3: ADMINISTRATIVE REGULATIONS
2. Collegewide Regulations

TITLE: Designated Public Forum
ADOPTED: July 5, 2018 (Resolution 54.03)
REVISED: August 1, 2019 (Resolution 55.07)

Purpose

Guidelines

Designated Public Forum

As an institution of higher education, Lehigh Carbon Community College
(the “College”) fully supports the free exchange of ideas. To meet its
educational mission, the College will provide a designated public forum for the
exercise of free speech at sites owned by the College with an exterior area
conducive for such exercise.

Nothing in this policy is intended to limit the rights of student or faculty speakers.
While students and faculty are welcome to make use of the designated public
forum area, students and faculty may have additional rights to access the
College for expressive purposes, as provided under College Policy and the law.

The College identifies the following areas as designated public forums: at the
Main Campus, the Gazebo adjacent to the Community Services Center; at the
Morgan Center, the exterior paved area at the lower level of the Scheller Center,
Business Enterprise Center. As and when practical, campus maps will reflect
the designated public forum. The President, or President’s designee appointed
for this purpose, shall have the authority to change, either permanently or
temporarily, the identity of the designated forum to another area to address
concerns for the health, safety, and welfare of the College community.

To make use of the designated public forum space, in advance, speakers must
contact the College Relations office to complete the application process.
All applicants must contact the College Relations office at least three (3)
business days (Monday through Friday) prior to the date that the applicant would
like to use the designated public forum. The College Relations office shall
review the application and respond in a timely manner. If the space is already
reserved for the date and time requested or otherwise unavailable, the Relations
office shall inform the applicant of the same and offer the applicant the next
available date and time for use of the space. In deciding whether to grant or
deny the request, the Relations office may not consider the viewpoint of the
speaker or the content of the speech.

When finished, all speakers and their associates, if any, must pick up any
handouts or items that the speaker brought to the public forum space as well as
any trash or refuse that accumulates in the public forum area during the
speakers use. In addition, the College does not allow any activity in the
designated public forum that disrupts the College’s ability to fulfill its educational
mission, related services, and business operations. Examples include, but are
not limited to, excessive noise, impeding traffic or pedestrians, conduct that may
damage College property, or illegal conduct.
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SECTION 3: ADMINISTRATIVE REGULATIONS

@ Leh|gh Carbon 2. Collegewide Regulations

COMMUNITY COLLEGE TITLE: Dissemination of Data
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Dissemination of Data

Purpose College data will be obtained/and or reviewed from the offices listed below prior
to external release. (Information not included in the fact book)

Guidelines 1. Campus Crime Report Statistics
Department of Public Safety
2. Employee Information
Human Resource Office
3. Financial Institution Information
Finance Office
4. Individual Student Records
(data protected by FERPA, state and federal regulations)
a. Registration/Student Records
5. Student Financial Aid Information
(data protected by FERPA, state and federal regulations)
a. Financial Aid Office
6. Summary Enroliment Data
Institutional Research Office.
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COMMUNITY COLLEGE

Policy No. 3-212
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: Electronic and Information Technology (EIT) and
Multimedia Accessibility

ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED: February 4, 2021 (Resolution 56.27)

Purpose

Guidelines

Definitions

Electronic and Information Technology (EIT)
and Multimedia Accessibility

Introduction

Lehigh Carbon Community College is committed to providing an equal
educational opportunity and full participation for qualified individuals with
disabilities. Consistent with the Rehabilitation Act of 1973, as amended and
as applicable, and the Americans with Disabilities Act of 1990 (ADA), as
amended, the College insures that no "qualified individual with a disability"
will be excluded from participation in, denied the benefits of, or otherwise be
subjected to discrimination on the basis of disability under any program or
activity offered by the College.

Standards

The College requires that electronic and information technology (EIT) and
multimedia resources be designed, authored, purchased, developed,
managed, procured, and implemented in a way that is accessible to all
members of the College community (including those with disabilities) as
required by law.

The College electronic accessibility standards reflect the principles the "World
Wide Web Consortium’s Web Content Accessibility Guidelines" (WCAG) 2.0,
Level AA. The College’s standards are specifically incorporated into this policy
and may be found at the following link: https://www.w3.org/TR/MWCAG20/.

Definitions

1. Content. Any digital material that may be distributed electronically. This
includes but is not limited to HTML web pages; documents such as
Microsoft Word, Excel or Adobe PDF; audio and video; and instructional
material in any format.

2. Electronic and Information Technology (EIT) Resource. Any resource
delivered electronically to any audiences, (internal or external to The
College), such as prospective students, visitors, public officials, other
College personnel, and the general public.

3. Legacy EIT. Resources published four years or longer are considered
legacy resources. Each College department, program, or unit must
establish priorities and timetables for updating legacy content.

4. Archived Content. EIT Resource created before the effective date of
this policy that is kept solely for informational or statutory purposes.

5. Redesigned Content. EIT Resource that has its visual design and/or
Content materially changed after the effective date of this policy.

6. Public-facing Content. EIT Resource that is available to those outside
the College community, including prospective students, visitors, public
officials, and the general public.

7. Multimedia. The integration of multiple forms of media to present text,
graphics, audio, video, animations, and interactive features through the
use of electronic devices. All video content that is created or utilized
must follow the college's Guidelines for Video Accessibility.

8. Physical Interfaces to Technology. Hardware and equipment that
includes, but is not limited to, telecommunications products (such as
telephones), information kiosks, electronic copy kiosks, Automated
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Teller Machines (ATMs) and transaction machines, electronic book
reading systems, classroom technology and multimedia, personal
response systems ("clickers"), and office equipment such as classroom
podiums, copiers and fax machines.

Responsible Parties

e President

e Vice Presidents

e Deans, Associate Deans, Directors, Assistant Directors, and Division
Coordinators

e Allinstructional staff

e Any individual associated with the College who uses internet, web,
instructional technology and media resources to provide services,
instruction, or information.

e Any agent of the College that produces or procures EIT resources for
use by the College community.

Applicability/Policy Scope

Electronic and information technology and multimedia resources shall be
designed, authored, used, purchased, developed, managed, procured, or
otherwise implemented by Responsible Parties for compliance with this policy.

Policy Requirements

The College is committed to ensuring that Content is accessible to qualified
individuals with disabilities, in accordance with the standards incorporated
in this policy, regardless of distribution method if the Content is or includes
one or more of the following:

e Public-facing Content

Broadly distributed within the College

Academic or course material

Internal and external program and policy announcements

Notices of benefits, program eligibility, and employment opportunities
and decisions

Forms, applications, questionnaires, and surveys

Emergency notifications

Educational and training materials

Physical interfaces to technology

Employee Training

The college will provide the appropriate accessibility training to foster
understanding of this policy. Each division or department will identify one to
two people to be a point of contact for questions related to accessibility.

Effective Date

From the policy implementation date, the College shall use all reasonable
best efforts to ensure that all new and redesigned Content adheres to the
standards set forth in this policy.

Resources/Subject Matter Expertise/Contact

The central point of contact for questions regarding this policy or the
referenced standards can be made to the Director of Human Resources/
Title IX/Equity Coordinator at 610-799-1107.
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COMMUNITY COLLEGE

Policy No. 3-214

SECTION 3: ADMINISTRATIVE REGULATIONS

2. Collegewide Regulations

TITLE: Facilities - General
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED: May 4, 2023 (Resolution 58.44)

Purpose

Guidelines

General

A

C.

Facilities - General

The VP for Finance and Administrative Services shall be responsible
to see to the proper maintenance and use of the physical facilities of
the College. The entire College staff shall share responsibility for
implementation of and assurance of adherence to the regulations,
and actual control of facilities. The use of the term "facilities" of these
Policies and Regulations shall include all locations owned, rented, or
leased for use by the College.

This section contains policies, procedures, regulations, and general
guidance all of which are intended to minimize or eliminate conflicts
in the use of facilities, provide for greater satisfaction in their use,
provide for the safety of the user, and provide for protection of
College property.

Priority of Use

1. Use of College's facilities shall be as follows:

a. College activities

(1) Instruction - credit

(2) Instruction - non-credit

(3) College-sponsored events

(a) Student Groups, Alumni groups or persons

b. Groups from the College sponsor school districts
c. Others from the community that the College serves

2. Use of the College’s Banquet/Event hall facility shall be as

follows:

a. College activities

b. Groups from the College sponsor school districts

c. Student Groups and Alumni Events

d. Groups from the community that the College serves
e. Groups/Individuals from the community at large

3.  When two (2) or more groups or person in the same category

make conflicting requests, the use will be granted on the basis
of the program involved.

Each year the fee schedule will be reviewed and established by the
President’s Cabinet and submitted for review by the Finance and
Facilities Committee.
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Facilities Reservation Schedule of Costs

Reservation fee is based on up to four (4) hours of usage unless otherwise
noted.

Facility

Alumni Center 105A-B $150
Alumni Center 107-108 $150
ARC 103-111 $150
Cafeteria $200
Classroom $50
Computer or other specialized labs $150
Conference Room $125
SH 143-144 $150
Student Union $200
CSC 201A-201B $150
CSC 207A-207B $150
CSC 203-205 $500
CSC 201A-207B & 203-205 $900

Fees quoted above include standard set-up charges. Any additional charges
will be identified prior to the completion of the facility reservation agreement.

All groups are responsible for paying all special service charges as may be
required. These costs may include any or all of the following:

Audio visual technical support $30 per hour
Additional Custodial and Maintenance $30 per hour
Additional Security $20 per hour
Gym Attendant $20 per hour
Food service Based on menu

Charges will be levied for special arrangements and for lost or damaged
College property.

The costs will be calculated based on projected expenses incurred outside the
regularly scheduled operating hours of the College.

Support for AV is generally available weekdays from 7:30 a.m. to 5 p.m. For
contracted special events, meetings, or conferences requiring AV assistance
after 5 p.m. or outside the College’s normal operating hours, the contracted party
will be required to schedule with an outside vendor to provide AV consulting
services. A listing of approved AV vendors can be obtained through the College
Relations Office.

Governmental groups and official organizations related to one of our sponsoring
school districts are exempt from cost reimbursement except for special service
charges that may apply. In addition to the groups specifically mentioned, the
President’s Cabinet may make an exception and waive reimbursement when
the waiver of such costs is in the best interest of the College.
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COMMUNITY COLLEGE

Policy No. 3-216
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: Fire Safety Plan
ADOPTED: February 2, 2017 (Resolution 52.35)
REVISED:

Purpose

Guidelines

Fire Safety Plan

Policy

To protect against loss of life, injury and to minimize the potential loss to our
facilities, fire safety is to be given a primary importance in every aspect of
planning and performing all of Lehigh Carbon Community College activities.
A fire plan shall be established and well implemented for each campus.
This will include the use of fire extinguishers.

Purpose

This policy provides guidelines and instructions by outlining procedures to
ensure the safety of students, staff, faculty, and visitors in Lehigh Carbon
Community College facilities.

Scope
Lehigh Carbon Community College main campus and sites are covered in
this plan.

Intent

Recognizing the importance of fire safety, Emergency Management
Procedures has incorporated a fire plan. All facilities will have a process to
report fires or emergencies. Evacuation routes and exits will be clearly
marked. These evacuation routes and exits will be posted at the exit of each
room to ensure the direction of travel for occupants. Supervisory personnel
will ensure everyone has left the building. Assistance will be provided to
those in need: injured, sick, or disabled. Gathering locations outside will
also be identified. Regular fire drills will be conducted and designed in part
to test the participants’ knowledge of proper procedures to follow in the
event of a fire. Additionally, these fire drills will provide a means to identify
and evaluate knowledge and performance of participants. This will create
an opportunity for documentation and solutions for improvement.

Fire Response
A. Reporting fires and other emergencies

1. Dial 911 (All Dispatch Centers in respective jurisdictions)

2. Dial x1911 (Main and Donley only)

3. Pull manual fire alarm located at exit or along exit routes

a. Notification of fire department is made by central
monitoring station

4. Overhead announcement to evacuate the building
B. Evacuation Operation

1. All occupants must leave the building upon fire alarm activation.

2. Each facility must have posted evacuation routes and/or safe
havens.
Assist anyone who may need assistance out of the building.
Do not use elevators.
If unable to leave-go to area of rescue.
Close open doors and windows.
Take personal items along when leaving. Use R.A.C.E. for fire
response:

a. Rescue — Life Safety evacuation
b. Alert — Pull Station activation and call 911

Nookow
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c. Confine — Close open doors and windows
d. Extinguish — If knowledgeable and able use fire
extinguisher
i. Incipient fires only
ii. Must use correct extinguisher
C. Extinguishing Operations
1. Fire Extinguishers should only be used by trained personnel.
2. Fire Extinguishers should only be used on small or incipient fires.
3. The appropriate fire extinguisher is available to extinguish the fire.
4. Is the air safe to breathe — toxic, hot, or extremely smoky air is
present.
There is a safe evacuation path behind you as you tend the fire.
Practice P.A.S.S.
a. P —Pull the safety pin
b. A - Aim at the base of the fire
c. S - Squeeze levers
d. S - Sweeping motion of hose back and forth
D. Accounting for Everyone
1. Designate a primary gathering location.
2. Designate a secondary gathering location.
3. Designated employees should sweep the building to ensure
everyone has left.
4. Conduct a head count or roll call at the assembly point.
E. Additional Responsibilities
1. Do not re-enter the building to retrieve items or for any reason
2. Do not block roadways or entrances to building
3. When fire personnel arrive they will take charge of the fire scene
F. Dirills
1. Fire Drills will be conducted by the Department of Public Safety.
2. Fire Drill forms will be utilized to document each drill and to note
evacuation times and other issues.
3. Evacuation during drills should be under three (3) minutes.
G. Interim Life Safety
1. Preparation — Construction Area Assessment
2. Will any egress pathways or exits be altered or obstructed?
3. Will access to emergency services be restricted or rerouted, or
will access for emergency responders be impaired or restricted?
4. Will any fire detection or alarm systems be impaired?
5.  Will any part of the fire suppression or sprinkler system be impaired?
6. Will any smoke/fire walls, doors, or assemblies be compromised?
7
8
9

o o

Will the fire safety of personnel in adjacent areas be affected?
Will it be necessary to install temporary construction partitions?
Will the project result in the accumulation of debris and/or
materials and increase the combustible load in the work area?

10. Will the project activity include significant ignition sources?
(ex: cutting, welding, soldering, or other activities utilizing an open
flame).

11. Will the project activity present any other safety-related hazards?

H. Monitoring Checklist

1. Monitor to ensure exits are free and unobstructed. Also, make
sure the construction area exits are inspected daily and the
contractor maintains an egress log.

2. Monitor to ensure access to emergency services and that
entrance and exit discharges are unobstructed. Encourage your
contractors to avoid propping or wedging open doors;

3. Monitor your exterior access and make sure that you have clear
access for police, fire, and other emergency responders.

4. Monitor the fire alarm system and ensure it is in working order.
Where deficiencies are noted, ensure a fire watch is provided.
Make available additional fire extinguishers and ensure personnel
are trained in the healthcare policy for fire extinguisher use. If
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temporary construction partitions have been installed, ensure
they are maintained to resist the passage of smoke and dust.

5.  Monitor the smoking policy and ensure personnel working in your
facility comply with the requirements to smoke and use tobacco
products in designated areas that have been set up on the
exterior of the building.

6. Monitor housekeeping conditions and ensure construction debris
is removed promptly. Ensure equipment, tools, and materials are
stored inside the construction zone and not in the hallway or in
public areas.

7. Review all temporary exit signs and project signs and ensure
signs are maintained in a good condition.

8. Monitor evacuation routes, access control, and require emergency
information to be updated as conditions change.

9. Monitor hot work operations and ensure the facility hot work
procedure is implemented. Require contractors to train fire watch
personnel.

I. Any time frame exceeding 24 hours that a fire system is impaired or out
of service, the local fire department needs to be notified.

1. When the fire system is operational, the fire department will be
notified.
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COMMUNITY COLLEGE

Policy No. 3-218
SECTION 3: ADMINISTRATIVE REGULATIONS
2, Collegewide Regulations

TITLE: Gateway Sign
ADOPTED: February 2, 2017 (Resolution 52.35)

REVISED:
Gateway Sign
Purpose . Policy
Messages displayed on the Gateway sign shall be of an appropriate nature
to promote Lehigh Carbon Community College and its affiliated programs
and activities.
Guidelines Il. Overview

The purpose of this policy is to address questions regarding the usage of
the electronic Gateway sign at the Route 309 entrance to Lehigh Carbon
Community College in Schnecksville, PA, including questions about the
content to be used on the sign, technical speci