
 
 
 
 
 
 
 
 

Chapter 6: Human Resource Policies with Changes 
 
Equal Opportunity and Commitment to Diversity 
 
Equal Opportunity  
State Tech provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, creed, ancestry, national origin, citizenship, sex or 
gender (including pregnancy, childbirth, and pregnancy-related conditions), gender identity or 
expression (including transgender status), sexual orientation, marital status, religion, age, 
disability,  genetic information,  service in the military, or any other characteristic protected by 
applicable federal, state, or local laws and ordinances. Equal employment opportunity applies to 
all terms and conditions of employment, including hiring, placement, promotion, termination, 
layoff, recall, transfer, leave of absence, compensation, and training. 
 
State Tech expressly prohibits any form of unlawful employee harassment or discrimination 
based on any of the characteristics mentioned above. Improper interference with the ability of 
other employees to perform their expected job duties is absolutely not tolerated.  
 
State Tech will endeavor to make a reasonable accommodation of an otherwise qualified 
applicant or employee related to an individual’s physical or mental disability, sincerely held 
religious beliefs and practices, and/or any other reason required by applicable law, unless doing 
so would impose an undue hardship upon State Tech’s business operations. 
 
Any employees with questions or concerns about equal employment opportunities in the 
workplace are encouraged to bring these issues to the attention of the Human Resources. The 
college will not allow any form of retaliation against individuals who raise issues of equal 
employment opportunity. Employees who feel they have been subjected to any such retaliation 
should bring it to the attention of Human Resources.   
 
Retaliation means adverse conduct taken because an individual reported an actual or a perceived 
violation of this policy, opposed practices prohibited by this policy, or participated in the 
reporting and investigation process described below. “Adverse conduct” includes but is not 
limited to: 
(1) Shunning and avoiding an individual who reports harassment, discrimination, or retaliation; 
(2) Express or implied threats or intimidation intended to prevent an individual from reporting 
harassment, discrimination, or retaliation; or 
(3) Denying employment benefits because an applicant or employee reported harassment, 
discrimination, or retaliation or participated in the reporting and investigation process. 



 
Other examples of retaliation include firing, demotion, denial of promotion, unjustified negative 
evaluations, increased surveillance, harassment, and assault. 
 
Complaints of discrimination should be filed according to the procedures described in the 
Harassment and Complaint Procedure. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
Americans with Disabilities Act (ADA) and Reasonable Accommodation 
State Tech is committed to the fair and equal employment of individuals with disabilities under 
the ADA. It is State Tech’s policy to provide reasonable accommodation to qualified individuals 
with disabilities unless the accommodation would impose an undue hardship on the college. State 
Tech prohibits any harassment of, or discriminatory treatment of, employees based on a disability 
or because an employee has requested a reasonable accommodation.  
 
In accordance with the ADA, reasonable accommodations will be provided to qualified individuals 
with disabilities to enable them to perform the essential functions of their jobs or to enjoy the equal 
benefits and privileges of employment. An employee with a disability may request an 
accommodation from the HR department and engage in an informal process to clarify what the 
employee needs and to identify possible accommodations. If requested, the employee is 
responsible for providing medical documentation regarding the disability and possible 
accommodations. All information obtained concerning the medical condition or history of an 
applicant or employee will be treated as confidential information, maintained in separate medical 
files, and disclosed only as permitted by law. 
 
It is the policy of State Tech to prohibit harassment or discrimination based on disability or because 
an employee has requested a reasonable accommodation. State Tech prohibits retaliation against 
employees for exercising their rights under the ADA or other applicable civil rights laws. 
Employees should use the procedures described in the Harassment and Complaint Procedure to 
report any harassment, discrimination, or retaliation they have experienced or witnessed.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
 



Diversity  
State Tech is committed to creating and maintaining a workplace in which all employees have an 
opportunity to participate and contribute to the success of the business and are valued for their 
skills, experience, and unique perspectives. This commitment is embodied in College policy and 
the way we do business at State Tech and is an important principle of sound business management. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
Harassment 
It is State Tech’s policy to prohibit intentional and unintentional harassment of or against job 
applicants, contractors, interns, volunteers, or employees by another employee, supervisor, vendor, 
customer, or third party based on actual or perceived race, color, creed, religion, national origin, 
ancestry, citizenship status, age, sex or gender (including pregnancy, childbirth, and pregnancy-
related conditions), gender identity or expression (including transgender status), sexual 
orientation, marital status, military service and veteran status, physical or mental disability, genetic 
information, or any other characteristic protected by applicable federal, state, or local laws. Such 
conduct will not be tolerated by State Tech.   
Furthermore, any retaliation against an individual who has complained about sexual or other 
harassment or retaliation against individuals for cooperating with an investigation of a harassment 
complaint is similarly unlawful and will not be tolerated. State Tech will take all reasonable steps 
necessary to prevent and eliminate unlawful harassment. 
 
Definition of “unlawful harassment.” “Unlawful harassment” is conduct that has the purpose or 
effect of creating an intimidating, a hostile, or an offensive work environment; has the purpose or 
effect of substantially and unreasonably interfering with an individual’s work performance; or 
otherwise adversely affects an individual’s employment opportunities because of the individual’s 
membership in a protected class. 
 
Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; 
comments; written or graphic material; stereotyping; or other threatening, hostile, or intimidating 
acts based on race, color, ancestry, national origin, gender, sex, sexual orientation, marital status, 
religion, age, disability, veteran status, or another characteristic protected by state or federal law. 
 
Definition of “sexual harassment.” While all forms of harassment are prohibited, special 
attention should be paid to sexual harassment. “Sexual harassment” can include all of the above 
actions, as well as other unwelcome conduct, and is generally defined under both state and federal 
law as unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature whereby: 

• Submission to or rejection of such conduct is made either explicitly or implicitly a 
term or condition of any individual’s employment or as a basis for employment 
decisions. 



• Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, a hostile, or an 
offensive work environment. 

Other sexually oriented conduct, whether intended or not, that is unwelcome and has the 
effect of creating a work environment that is hostile, offensive, intimidating, or humiliating to 
workers may also constitute sexual harassment. 

 
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct that, if unwelcome, may constitute 
sexual harassment depending on the totality of the circumstances, including the severity of the 
conduct and its pervasiveness: 

• Unwanted sexual advances, whether they involve physical touching or not; 
• Sexual epithets; jokes; written or oral references to sexual conduct; gossip 

regarding one’s sex life; comments about an individual’s body; and comments 
about an individual’s sexual activity, deficiencies, or prowess; 

• Displaying sexually suggestive objects, pictures, or cartoons; 
• Unwelcome leering, whistling, brushing up against the body, sexual gestures, or 

suggestive or insulting comments; 
• Inquiries into one’s sexual experiences; and 
• Discussion of one’s sexual activities. 

 
All employees should take special note that, as stated above, retaliation against an individual 
who has complained about sexual or other harassment and retaliation against individuals for 
cooperating with an investigation of sexual or other harassment complaints violate State Tech’s 
policy. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
Conflicts of Interest and Confidentiality 

 
Confidentiality  
Parties with whom we do business entrust the College with important information. Information 
considered confidential will not be disclosed to external parties or to employees without a “need 
to know.” If an employee questions whether certain information is considered confidential, the 
employee should first check with his or her immediate supervisor. This policy is intended to alert 
employees to the need for discretion at all times and is not intended to inhibit normal business 
communications. 
 
Student Records Confidentiality. Student records are protected by college practices outlined 
under the Article Identity Theft Prevention and further by federal laws pertaining to academic, 

https://wiki.statetechmo.edu/stc/index.php/Identity_Theft_Prevention


financial, and health records. The College shall keep records necessary to perform activities as 
directed by the Board of Regents and conform to all applicable state and federal laws including 
but not limited to the Family Educational Rights and Privacy Act (FERPA); Gramm-Leach-
Bliley Act; the Health Insurance Portability and Accountability Act (HIPAA). 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 

 
Employment 
  
Personnel  
The College President, or his/her designee, is authorized to establish procedures and directives 
pertaining to:  

• Employment and separations.  
• Employee conduct and performance.  
• Grievances and complaints.  
• Due process.  
• Discipline.  
• Salary administration.  
• Working hours.  
• Training and development.  
• Leaves of absence.  
• Safety and health.  
• Travel.  
• Employee recognition and awards.  
• Like subjects pertaining to personnel.  

 
In those areas where the Board has adopted specific Administrative policy statements related to 
personnel issues, the College President’s procedures and directives shall adhere thereto. 
Notwithstanding the provisions of this policy statement, all unique, sensitive, and/or potentially 
controversial personnel procedures and directives will be submitted to the Board.  
 

Employment  
The Board is the sole authority for the appointment of all employees who report 
directly to the College President. Employment may be terminated by the Board at 
any time pursuant to the notice of employment or at the pleasure of the Board of 
Regents. The Board may delegate to the College President the appointment, terms 
of contract, and remuneration of all other employees.   

  
Faculty Hiring Requirements    



To be eligible for an instructor position, employees must meet minimum 
requirements to demonstrate academic preparation and content expertise in a 
discipline/program. Additional qualifications may be listed in job announcements 
and utilized in the selection of faculty. 

  
Dismissal of Contract Employees    
Dismissal of contract employees shall be as specified in Missouri Statutes and 
shall be according to the following causes:   
1.  Physical or mental condition making him/her unfit to instruct or associate with 
students, outside of ADA protections.   
2.  Immoral conduct.   
3.  Incompetency in line of duty.   
4.  Failure to obey the laws of the state or the policies of the Board.   
5.  Failure to perform duties as assigned by any superior in the chain of command 
as per the College administrative structure.   
6.  Inability to get along with administrators, supervisors, and/or fellow 
employees.   
7.  Excessive or unreasonable absence from performance of duties.  (add link to 
attendance policy) 
8.  Conviction of a felony or conviction of any crime involving moral turpitude.  

 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Separation of Employment   
 
Resignation or Dismissal: The College has generally two categories of employees.   
The first category of employees are generally referred to as staff and are at-will employees who 
are legally entitled to resign after giving the required period of notice to the College. Resigning 
employees are encouraged to provide no less than two weeks’ notice, in writing, to facilitate a 
smooth transition out of the organization. Leave will not be approved for employees in the last 
two weeks of employment. Some positions may require several months of transition while others 
may only require the obligatory two week notice. The College retains the right to terminate an 
employee at any time.   
The second category of employees are contracted employees who sign an agreement for 
employment for a fixed term, typically faculty working 9, 10, 11, or 12 months. During the 
period of this agreement, the College may not terminate a contracted employee without cause nor 
may the employee who has agreed to work for a fixed term resign without cause (see Dismissal 
of Contracted Employees). Contracted employees wishing to resign their employment prior to 
the end of the contract may only do so with the permission of the President of the College and 
mutually agreed upon satisfaction of the legal obligations the contract requires. These obligations 



include compensation of an appropriate amount to the College for the cost of obtaining a 
replacement and other expenses related to the process.   
Retirement: The decision to retire from the MOSERS system is an important step in an 
employee’s career and requires working closely with MOSERS to understand all options 
available and meet all required deadlines. MOSERS does not communicate an employee’s 
decision to retire to the College. Employees who have decided to retire are required to notify 
their supervisor and Human Resources in writing at least one month before the planned 
retirement date.   
Job abandonment: Employees who fail to report to work or contact their supervisor for three 
consecutive workdays may be considered to have abandoned the job without notice, effective at 
the end of the third day. The supervisor shall notify Human Resources at the expiration of the 
third workday and may initiate the paperwork to terminate the employee. Employees who are 
separated due to job abandonment are ineligible for rehire. Contract employees who abandon 
their position before the end of the contract term will be responsible for damages associated with 
the breach of contract.   
Rehire: Former employees who left the College in good standing and were classified as eligible 
for rehire may be considered for reemployment. An applicant or employee who is terminated for 
violating policy or who resigned in lieu of termination from employment due to a policy 
violation will be ineligible for rehire.   
Return of College Property: The separating employee must return all College property at the 
time of separation, including but not limited to uniforms, cell phones, keys, electronic devices, 
and identification cards.   
Exit Interview: Human Resources will  contact the separating employeeto schedule an 
exit interview  on the employee’s last day of work or another day, as mutually agreed on.   
Accrued Vacation: All compensable leave will be paid in the last paycheck or as soon as 
administratively possible.   
Leave Reciprocity between State Agencies: The College will accept the transfer of hours of 
leave from several other state agencies. The College will accept up to 96 hours of vacation and 
unlimited sick leave from participating agencies. Employees may likewise choose to transfer 
vacation and sick leave to a participating agency upon termination if eligible.  .    
Health and Welfare Benefits: Health and welfare benefits terminate on the last day of the last 
month of employment. Employees will be required to pay their share of any elected dependent 
and voluntary benefit premiums through the end of the month of termination. Information for 
Consolidated Omnibus Budget Reconciliation (COBRA) continued health coverage will be 
provided upon termination of employment.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 

 
 
  



Employment Classification 
In order to determine eligibility for benefits and overtime status and to ensure compliance with 
federal and state laws and regulations, State Tech classifies its employees as shown below. State 
Tech may review or change employee classifications at any time. 
Full time: Employees who work a minimum of 30 hours weekly and maintain continuous 
employment status and do not hold a temporary position. Generally, these employees are eligible 
for the full-time benefits package and are subject to the terms, conditions, and limitations of each 
benefits program.  
 Exempt: Exempt employees are typically paid on a salary basis and are not eligible to 
 receive overtime pay. 
 Nonexempt: Nonexempt employees are paid on an hourly basis and are eligible to receive 
 overtime pay for overtime hours worked. 
Part time:  Employees who regularly work less than 30 hours weekly and maintain continuous 
employment status and do not hold a temporary position. Part-time employees are not eligible for 
the benefits offered by the college.  
Temporary, full time: Employees who are hired as interim replacements to temporarily 
supplement the workforce to assist in the completion of a specific project and who are temporarily 
scheduled to work the college’s full-time schedule for a limited duration.  
Temporary, part time: Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and who are 
temporarily scheduled to work less than 30 hours weekly for a limited duration.  
Adjunct: Instructors who are hired to teach on a temporary basis 
 
All contracts shall clearly state the job title, classification and if applicable, duration of the 
period of employment. Where an employee has no executed contract, that employee shall be an 
employee at will.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
Employee Privacy 
It is State Tech’s goal to respect the individual privacy of its employees and at the same time 
maintain a safe and secure workplace. When issues of safety and security arise, employees may 
be requested to cooperate with an investigation. The investigation may include the following 
procedures to safeguard the college and its employees: searches of personal belongings, searches 
of work areas, searches of private vehicles on college premises, medical examinations, and the 
like. Failure to cooperate with an investigation is grounds for termination. Providing false 
information during any investigation may lead to discipline, including termination. 
Employees are expected to make use of college facilities only for the business purposes of the 
college. Accordingly, materials that appear on college hardware or networks are presumed to be 
for business purposes, and all such materials are subject to review by the college at any time 
without notice to the employees. Employees do not have to have any expectation of privacy with 



respect to any material on college property. State Tech regularly monitors its communications 
systems and networks as allowed by law. Monitored activity may include voice, e-mail, and text 
communications, as well as Internet search and browsing history. Employees who make 
excessive use of the communications system for personal matters are subject to discipline. 
Employees are expected to keep personal communication to a minimum and to emergency 
situations. 
Video surveillance. As part of its security measures and to help ensure a safe workplace, State 
Tech has positioned video cameras to monitor various areas of its facilities. Video cameras will 
not be used in private areas, such as break rooms, restrooms, etc.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Privacy—Social Security Numbers 
It is State Tech’s policy that Social Security numbers obtained from employees, vendors, 
contractors, customers, or others are confidential information. Social Security numbers will be 
obtained, retained, used, and disposed of only for legitimate business reasons and in accordance 
with the law. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
Background and Reference Checks  
To ensure that individuals who join the College are well qualified and to ensure that the College 
maintains a safe and productive work environment, pre-employment background checks on all 
applicants who accept an offer of employment are conducted. Background checks may include 
verification of any information on the applicant’s resume or application form. 
 
All offers of employment are conditioned on receipt of a background check report that is 
acceptable to the College. All background checks are conducted in conformity with the Federal 
Fair Credit Reporting Act, the Americans with Disabilities Act, and state and federal privacy and 
antidiscrimination laws. Reports are kept confidential and are only viewed by individuals 
involved in the hiring process.  
 
If information obtained in a background check would lead the College to deny employment, a 
copy of the report will be provided to the applicant, and the applicant will have the opportunity 
to dispute the report’s accuracy. Background checks may include a criminal record check, 
although a criminal conviction does not automatically bar an applicant from employment. 



 
Additional checks such as a driving record or credit report may be made on applicants for 
particular job categories if appropriate and job related. 
 
The College also reserves the right to conduct a background check for current employees to 
determine eligibility for promotion or reassignment in the same manner as described above. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Main Campus Operating Hours Policy  
State Technical College of Missouri normal operating hours are: 

• Fall and Spring Semester: 8 a.m.-5 p.m. Monday-Friday 
• Summer Semester: 8 a.m.-5 p.m. Monday -Thursday, 8 a.m. - 12 p.m. Friday 

During operating hours all offices are to remain open. During the fall and spring semesters, 
individual staff may flex their hours, with supervisor approval, within the week understanding 
every office must be open every day from 8 a.m. - 5 p.m., including lunch. Faculty need to be 
available during normal operating hours, as required. The  Activity Center and Library will 
continue to operate normal published hours. Academic Affairs will refrain from scheduling 
classes before normal operating hours (8 a.m.), unless necessary. 
The summer operating hours will begin the week after graduation and will end two weeks prior 
to the start of the fall semester. All 12-month contract staff must work 40 hours each week 
during all fall, spring, and summer semesters. Holiday leave is only 8 hours, so If an employee is 
following the Summer Flex Work Schedule,  additional leave time on holidays will be required 
to meet the 40-hour week requirement. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
On-Call Pay (Nonexempt Employees) 
An on-call nonexempt employee who is called back to work outside his or her normal work 
schedule will be paid for the time worked or a minimum of two hours (including travel time), 
whichever is greater. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 



January 2022 
Approved by President: January 2022 
 
Employee Personnel Files  
Employee files are maintained by Human Resources and are considered confidential. Managers 
and supervisors may only have access to personnel file information on a need-to-know basis. 
Employees may inspect their own personnel files and may request copies. Inspections by 
employees must be requested in writing to Human Resources and will be scheduled at a mutually 
convenient time. Personnel files are to be reviewed only in the presence of a member of Human 
Resources. Representatives of government or law enforcement agencies, in the course of their 
duties, may be allowed access to employee personnel file information.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
Workplace Safety 
 

Safety 
It is the responsibility of all employees to conduct all tasks in a safe and efficient manner 
that complies with all local, state, and federal safety and health regulations and program 
standards.. 
 
Although many safety regulations are consistent throughout  departments and programs, 
all employees have the responsibility to identify and familiarize themselves with the 
emergency plan for areas they workin. Each facility will have posted an emergency plan 
detailing procedures (insert link for emergency plan) in handling emergencies such as 
fire, weather-related events, and medical crises. 
 
The College requires every person in the organization to assume the responsibility of the 
safety of themselves and the organization. Engaging in conduct that places employees, 
students, or College property at risk can lead to employee disciplinary action up to and 
including termination. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
 



Workplace Violence Prevention 
State Tech is committed to providing a safe, violence-free workplace for our employees. 
Due to this commitment, employees are discouraged from engaging in any physical 
confrontation with a violent or potentially violent individual or from behaving in a 
threatening or violent manner. Threats, threatening language, or any other acts of 
aggression or violence made toward or by any employee will not be tolerated. A threat may 
include any verbal or physical harassment or abuse; attempts to intimidate others; 
menacing gestures; stalking; or any other hostile, aggressive, and/or destructive actions 
taken for the purposes of intimidation. This policy covers any violent or potentially violent 
behavior that occurs in the workplace or at college-sponsored functions. 
All State Tech employees bear the responsibility of keeping the work environment free 
from violence or potential violence. Any employee who witnesses or is the recipient of 
violent behavior should promptly inform their supervisor, manager, or HR department. All 
threats will be promptly investigated. No employee will be subject to retaliation, 
intimidation, or discipline as a result of reporting a threat in good faith under this guideline. 
Any individual engaging in violence against the college, its employees, or its property will 
be prosecuted to the full extent of the law. All acts will be investigated, and the appropriate 
action will be taken. Any such act or threatening behavior may result in disciplinary action 
up to and including termination.  
State Tech prohibits the possession of weapons in its buildings. Additionally, while on 
duty, employees may not carry a weapon of any type. Weapons include, but are not limited 
to, handguns, rifles, automatic weapons, knives that can be used as weapons (excluding 
pocketknives, utility knives, and other instruments that are used to open packages or cut 
string and for other miscellaneous tasks), martial arts paraphernalia, stun guns, and tear 
gas. Any employee violating this policy is subject to discipline up to and including 
dismissal for the first offense.  
The college reserves the right to inspect all belongings of employees on its premises, 
including packages, briefcases, purses and handbags, gym bags, and personal vehicles on 
college property. In addition, State Tech may inspect the contents of lockers, storage areas, 
file cabinets, desks, and workstations at any time and may remove all college property and 
other items that are in violation of college rules and policies. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Whistleblowing Policy  
A whistleblower as defined by this policy is an employee of State Tech who reports an 
activity that he/she considers to be illegal or dishonest to one or more of the parties 
specified in this Policy. The whistleblower is not responsible for investigating the activity 
or for determining fault or corrective measures; appropriate management officials are 
charged with these responsibilities. 



If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, 
the employee is to contact his/her immediate supervisor or Human Resources. The 
employee must exercise sound judgment to avoid baseless allegations. An employee who 
intentionally files a false report of wrongdoing will be subject to discipline up to and 
including termination. 
Whistleblower protections are provided in two important areas -- confidentiality and 
against retaliation. Insofar as possible, the confidentiality of the whistleblower will be 
maintained. However, identity may have to be disclosed to conduct a thorough 
investigation, to comply with the law and to provide accused individuals their legal rights 
of defense. The College will not retaliate against a whistleblower. This includes, but is 
not limited to, protection from retaliation in the form of an adverse employment action 
such as performance reviews, termination, compensation decreases, or poor work 
assignments and threats of physical harm. Any whistleblower who believes he/she is 
being retaliated against must contact Human Resources immediately. The right of a 
whistleblower for protection against retaliation does not include immunity for any 
personal wrongdoing that is alleged and investigated. 
All reports of illegal and dishonest activities will be promptly submitted to Human 
Resources who is responsible for investigating and coordinating corrective action. 
 
LINE OF AUTHORITY 
Responsible administrator or office: Office of the President 
Contact person in that office: Chief of Staff 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Drug-Free and Alcohol-Free Workplace 
It is the policy of State Tech to maintain a drug- and alcohol-free work environment that is 
safe and productive for employees and others having business with the college.  
The unlawful use, possession, purchase, sale, or distribution of or being under the influence 
of any illegal drug  or controlled substance (including medical marijuana) while on college 
or client premises or while performing services for the college is strictly prohibited. State 
Tech also prohibits reporting to work or performing services under the influence of alcohol 
or consuming alcohol while on duty or during work hours. In addition, State Tech prohibits 
off-premises abuse of alcohol and controlled substances (including medical marijuana), as 
well as the possession, use, or sale of illegal drugs, when these activities adversely affect 
job performance, job safety, or the college’s reputation in the community. 
To ensure compliance with this policy, substance abuse screening may be conducted for 
cause upon reasonable suspicion that the employee is under the influence of alcohol or 
drugs that could affect or have adversely affected the employee’s job performance 
Compliance with this policy is a condition of employment. Employees who test positive or 
who refuse to submit to substance abuse screening will be subject to termination. 
Notwithstanding any provision herein, this policy will be enforced at all times in 
accordance with applicable state and local law.   
Any employee violating this policy is subject to discipline, up to and including termination, 
for the first offense. 



 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Tobacco-Free Campus 
The use of tobacco products and electronic delivery devices is prohibited at all times in or 
on all property State Technical College of Missouri (State Tech) has the authority to 
control. This includes the Osage County Community Center (OCCC) with the exception 
of the Osage Country Club. The policy applies to all employees, students, and visitors. 
 
Employees, students, and visitors will be informed of this policy through a variety of 
methods, which may include, but are not limited to, the following: 

• signs posted in and on State Tech property 
• State Tech website 
• e-mails 
• newsletters 
• handbooks and manuals 
• student and employee orientation / training 

 
State Tech will offer cessation resources to employees and students who desire to quit 
using tobacco products and/or electronic delivery systems. All employees are authorized 
and encouraged to communicate this policy with civility to colleagues, students and 
visitors. It is everyone’s responsibility to ensure the policy is followed. Questions 
regarding this policy should be addressed to the State Tech Chief of Staff. 

 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Campus Crime Prevention and Awareness  
The Clery Act requires colleges and universities that receive federal funding to 
disseminate a public annual security report (ASR) to employees and students every 
October 1st. This ASR must include statistics of campus crime for the preceding three 
calendar years plus details about efforts taken to improve campus safety. ASRs must also 
include policy statements regarding, but not limited to, crime reporting, campus facility 
security and access, law enforcement authority, incidence of alcohol and drug use, and 
the prevention of and response to sexual assault, domestic or dating violence, and 
stalking. The Campus SaVE Act refers to the Violence Against Women Act (VAWA) 



amendments to the Clery Act. The Campus SaVE Act is an update to the Clery Act that 
expands the scope of this legislation in terms of reporting, response, and prevention 
education requirements around rape, acquaintance rape, domestic violence, dating 
violence, sexual assault, and stalking. To view the most recent Annual Security and Fire 
Safety Report, please click on Annual Security and Fire Safety Report. Questions about 
this report can be directed to the Campus Security Survey Administrator, located in the 
Vehicle and Power Center, Room 213 or at (573) 897-5228. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
Verification of Employment Eligibility 
The College adheres fully to the provisions of 285.530.1RSMo, which states that “No 
business entity or employer shall knowingly employ, hire for employment, or continue to 
employ an unauthorized alien to perform work within the state of Missouri.” The College 
continually maintains enrollment and participation in the E-Verify Federal work 
authorization program with respect to the employees hired to work on awards. E-verify 
must be performed on every new employee no later than the end of three (3) business 
days after the new hire’s first day of employment. Adequate explanation is given for any 
E-verify performed past the 3 days’ time frame. 
  
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
 

Workplace Guidelines 
 

Attendance 
All employees are expected to arrive on time, ready to work, every day they are scheduled 
to work.  
If unable to arrive at work on time, or if an employee will be absent for an entire day, the 
employee must contact their supervisor as soon as possible. Excessive absenteeism or 
tardiness (six days in six-month period) without a doctor’s note, may result in discipline 
up to and including termination. Failure to show up or call in may result in discipline up to 
and including termination. If an employee fails to report to work or call in to inform the 
supervisor of the absence for 3 consecutive days or more, the employee will be considered 
to have voluntarily resigned employment. 
 



LINE OF AUTHORITY  
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Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Performance Reviews 
All full-time employees will receive formal performance reviews annually in March and 
quarterly check-in sessions with their direct supervisor. Documentation of performance 
reviews and quarterly check-in session discussions are maintained in in the HR 
management system. Supervisors are to adhere to the procedures for performance reviews 
and quarterly check-in sessions.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
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January 2022 
Approved by President: January 2022 
 
Progressive Discipline  
Employees have the duty and the responsibility to be aware of and abide by existing rules 
and policies. Employees also have the responsibility to perform to the best of their ability 
and to the standards as set forth in their job description or as otherwise established. 
 
The College supports the use of progressive discipline to address issues such as poor 
work performance or misconduct. The progressive discipline policy is designed to 
provide a corrective action process to improve and prevent a recurrence of undesirable 
behavior and/or performance issues. Our progressive discipline policy has been designed 
to be consistent with our organizational values, Human Resources best practices, and 
employment laws.  

 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
Advocacy and Lobbying  
In order to be effective in furthering the interests of the college and its constituents, State 
Tech must have a coordinated and cohesive approach to working with legislators. 
Advocacy and lobbying are within the primary responsibility of the President and the 
Legislative Liaison. 



Students, faculty, and staff who engage in advocacy or lobbying activities shall follow 
the Advocacy and Lobbying procedure. (link to procedure). 
 
LINE OF AUTHORITY  
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January 2022 
Approved by President: January 2022 

 
Outside Employment  
If Employees engage in outside work or hold other jobs, these activities must not 
compete with, conflict with, or compromise the College’s interests or adversely affect job 
performance and the ability to fulfill all job responsibilities. Employees are prohibited 
from performing any services for customers that are normally performed by the College. 
This prohibition also extends to the use of any College tools or equipment and the 
unauthorized use or application of any confidential information. In addition, employees 
are not to solicit or conduct any outside business during paid working time. 
 
Employees are cautioned to carefully consider the demands that additional work activity 
will create before accepting outside employment. Outside employment will not be 
considered an excuse for poor job performance, absenteeism, tardiness, leaving early, 
refusal to travel, or refusal to work overtime or different hours. If the College determines 
that an employee’s outside work interferes with performance, the employee may be asked 
to terminate the outside employment. 
 
LINE OF AUTHORITY  
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January 2022 
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Attire and Grooming  
It is important for all employees to project a professional image while at work by being 
appropriately attired. Employees of the College are expected to be neat, clean, and well-
groomed while on the job. Clothing shall be consistent with the standards for a business 
environment and shall be appropriate to the type of work being performed. The 
appropriateness of an employee’s work attire shall take into consideration the nature of 
the employee’s work as well as the level of contact the employee may have with the 
public. All work attire should be clean, neat, and in good condition. Clothing and/or 
accessories which may create health or safety hazards will not be allowed. Name tags 
should be worn for all College functions and customer interactions/events. All College 
employees are allowed to wear jeans on Fridays.  



 
All employees generally should be covered from shoulders to knees at all times. No see-
through clothing, or clothing with offensive messages or advertisements for 
liquor/cigarettes/drugs is permitted at any time. Natural and artificial scents may become 
a distraction from a well-functioning workplace and are also subject to these guidelines. 
 
Uniforms are acceptable work attire and available to College employees. Employees may 
elect to pay related uniform fees through a payroll deduction. (link to form) 
 
The College is confident that employees will use their best judgment regarding attire and 
appearance. The College reserves the right to determine appropriateness. Any employee 
who is improperly dressed will be counseled or in severe cases may be sent home to 
change clothes. Continued disregard of these guidelines may be cause for disciplinary 
action, which may result in termination. 
 
LINE OF AUTHORITY  
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Time Reporting  
A work hour is any hour of the day that is worked. The workday is defined as the 24-hour 
period starting at 12:00 a.m. and ending at 11:59 p.m. The workweek covers seven 
consecutive days beginning on Monday and ending on Sunday. The usual workweek 
period is 40 hours.  
 
Overtime is defined as hours worked by an hourly or nonexempt employee in excess of 
40 hours in a workweek. Overtime must be approved in advance by the supervisor to 
whom the employee reports. 
 
Each hourly or nonexempt employee is responsible for maintaining an accurate daily 
record of his or her hours. All absences from work schedules should be appropriately 
recorded.  Employees are not permitted to be non-paidunless circumstances have been 
approved or required by law. Time records shall be approved by the employee’s 
supervisor. .  
 
LINE OF AUTHORITY  
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Social Media Acceptable Use 



State Tech encourages employees to share information with coworkers and with those 
outside the college for the purposes of gathering information, generating new ideas, and 
learning from the work of others. Social media provides inexpensive, informal, and 
timely ways to participate in an exchange of ideas and information. However, 
information that employees post or share on social media is available to the public, and 
therefore, the college has established the following guidelines for employee participation 
in social media. 
 
            Off-Duty Use of Social Media  

In general, the college considers social media activities to be personal endeavors, 
and employees may use them to express their thoughts or promote their ideas. 
However, employees may not post on a personal social media platform for 
personal purposes at any time with State Tech equipment or property. 
On-Duty Use of Social Media.  
Employees may engage in social media activity during work time provided it is 
directly related to their work and approved by their manager and does not identify 
or reference college clients, customers, or vendors without express permission. The 
college is entitled to monitor all employee use of college computers and the 
Internet. In addition, employees may not post on a personal social media platform 
for personal purposes during work time with State Tech equipment or property. 
Respect 
Demonstrate respect for the dignity of the college, its owners, its customers, its 
vendors, and its employees. A social media site is a public place, and employees 
should avoid inappropriate comments. For example, employees should not divulge 
State Tech confidential information. Similarly, employees should not engage in 
harassing or discriminatory behavior that targets other employees or individuals 
because of their protected class status or make defamatory comments or engage in 
other behavior that violates the college’s policies.   
Post Disclaimers 
Employees who identify themselves as college employees or discuss matters related 
to the college on a social media site must include a disclaimer on the front page 
stating that it does not express the views of the college and that the employees are 
expressing only personal views—for example: “The views expressed on this 
website/Weblog are mine alone and do not necessarily reflect the views of my 
employer.” Place the disclaimer in a prominent position, and repeat it for each 
posting expressing an opinion related to the college or the college’s business. 
Employees must keep in mind that if they post information on a social media site 
that is in violation of college policy and/or federal, state, or local law, the disclaimer 
will not shield them from disciplinary action.  

 
Violations of this policy may result in discipline up to and including immediate 
termination of employment. 
Nothing in this policy is meant to, nor should it be interpreted to, in any way limit 
your rights under any applicable federal, state, or local laws, including your rights 
under the NLRA to engage in protected concerted activities with other employees 
to improve or discuss terms and conditions of employment, such as wages, 



working conditions, and benefits. Employees have the right to engage in or refrain 
from such activities. 
 

LINE OF AUTHORITY  
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Contact person in that office: Amy Ames 
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Solicitations, Distributions, and Posting of Materials  
The College prohibits the solicitation, distribution, and posting of materials on or at 
College property by any employee or nonemployee, except charitable and community 
activities supported by the College and College-sponsored programs related to the 
College’s products and services. Exceptions to these guidelines should be requested from 
Human Resources. 
 
LINE OF AUTHORITY  
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Nepotism, Employment of Relatives, and Personal Relationships  
The College wants to ensure that employment practices do not create situations such as 
conflict of interest or favoritism. This extends to practices that involve employee hiring, 
promotion, and transfer. Close relatives, partners, those in a dating relationship, or 
members of the same household may not be permitted to be in positions that have a 
reporting responsibility to each other. Close relatives are defined as husband, wife, father, 
mother, father-in-law, mother-in law, grandfather, grandmother, son, son-in-law, 
daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, 
sister-in-law, step relatives, and cousins. 
 
If employees begin a dating relationship or become relatives or members of the same 
household, and if one party is in a supervisory position, that person is required to inform 
Human Resources of the relationship. 
 
The College reserves the right to apply this policy to situations where there is a conflict 
or the potential for conflict because of the relationship between employees, even if there 
is no direct-reporting relationship or authority involved. Administration also retains the 
discretion to make exceptions to the policy. 
 
LINE OF AUTHORITY  
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EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
 
Overtime Compensation (Nonexempt Employees) 
Employees may be required to work extended hours. Employees who anticipate the need 
for overtime to complete the week’s work must request approval from their supervisor 
before working hours that extend beyond their normal schedule.  
Overtime compensation for nonexempt employees who exceed 40 hours of work time in 
a workweek will be paid at 1.5 times current hourly rates. Work on Sunday or holidays 
will be paid at 2 times hourly rate regardless of total hours worked. 
 
The workweek begins at 12:00 a.m. on Monday morning and ends at 11:59 p.m. on 
Sunday night. Paid leave, such as regularly scheduled leave, sick leave, holidays, or 
vacation leave, does not apply toward work time. 
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Sick Leave  
All eligible employees with a minimum of 80 hours paid time in a pay period accrue sick 
leave. 12-month employees will earn 8 hours of sick leave per month. 9-month, 10-
month, and 11-month employees will earn 8 hours of sick leave for each contracted 
month of employment. Accruals are reflected on the first of the month following the 
month of service.  
Employees accrue sick leave the first of the month following the month of service.  
Employees may carry days forward from one month to the next. Sick leave has no 
balance maximum. Employees terminating employment for any reason will have their 
accrued, unused hours of sick leave transferred to the Missouri State Employee 
Retirement System (MOSERS). Leave will not be approved with less than two weeks 
from termination.   
Sick leave may be used for an employee's personal or family member’s illness, 
preventive care, and medical and dental appointments. When advance notice is possible, 
employees who are entitled to leave benefits must request leave from their supervisor in 
advance and record leave taken.  
 
Leave taken beyond an employee’s available sick leave balance may be unpaid unless 
otherwise required under state or federal law.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Human Resources 



Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
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Vacation Leave  
All eligible employees with a minimum of 80 hours paid time in a pay period accrue 
vacation leave. 12-month employees will earn 8 hours of vacation leave per month. 
Contracted employees working less than 12 months do not accrue vacation. 
 
Employees accrue vacation the first of the month following the month of service. 
Employees may carry days forward from one month to the next. The maximum amount 
of vacation leave that can be carried forward is 192 hours. Employees terminating 
employment for any reason are entitled to payment for their accrued, unused hours of 
vacation leave and leave will not be approved with less than two weeks from termination. 
Vacation will be paid at the employee’s base rate at the time the leave is taken. Vacation 
pay is not included in overtime calculation and does not include any special forms of 
compensation. If a holiday falls during the employee’s vacation, the day will be charged 
to holiday pay rather than to vacation pay. In the absence of accumulated leave, all 
deductions from employees' salaries will be made on a pro-rated basis, according to the 
employee's daily pay rate. Employees may transfer up to 96 hours of vacation if coming 
from another state agency.  
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Personal Leave  
All full-time employees will receive 16 hours of personal leave per fiscal year). 
Employees hired during the fiscal year will receive a prorated number of hours of 
personal leave.   Unused personal leave at the end of the fiscal year is converted to sick 
leave. Unused personal leave is not compensable.  .  
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Abuse or Excessive Use of Leave  
Abuse of any leave shall constitute just cause for progressive disciplinary action, up to 
and including discharge. In this regard, it is both the responsibility as well as the intent of 

https://www.lawinsider.com/clause/abuse-or-excessive-use-of-sick-leave


the College to take such corrective action. Leave will not be granted to an employee for 
the purpose of being compensated for employment elsewhere, unless authorized by the 
supervisor prior to event. Employees who engage in employment elsewhere during such 
leaves, without prior approval, will be terminated by the College. 
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Family and Medical Leave 
The Family and Medical Leave Act guaranteeing employees unpaid time off for family or 
medical reasons was passed in 1993. The College grants up to 12 weeks (or up to 26 
weeks of military caregiver leave to care for a covered service member with a serious 
injury or illness) during a 12-month period to eligible employees.  
Eligibility.  To be eligible for FMLA leave, an employee must have worked for the 
College for 12 months or 52 weeks, and the employee must have worked at least 1,250 
hours during the 12-month period immediately before the date when the leave is 
requested to commence. 
Type of Leave Covered.  To qualify as FMLA leave under this policy, the employee 
must be taking leave for one of the reasons listed below: 

• The birth of a child and in order to care for that child. 
• The placement of a child for adoption or foster care and to care for a newly placed 

child. 
• To care for a spouse, child or parent with a serious health condition (Under the 

FMLA, a “spouse” means a husband or wife as defined under the law in the state 
where the employee resides, including same-sex marriages in states that legally 
recognize such civil unions). 

• The serious health condition of the employee. 
Procedure for Requesting FMLA Leave.  All employees requesting FMLA leave must 
provide Human Resources with verbal or written notice of the need for the leave. When 
the need for the leave is foreseeable, the employee must provide the employer with at 
least 30 days' notice. When an employee becomes aware of a need for FMLA leave less 
than 30 days in advance, the employee must provide notice of the need for the leave 
either the same day or the next business day. Within five business days after the 
employee has provided this notice, Human Resources will provide the employee with the 
DOL Notice of Eligibility and Rights. 
Amount of Leave.  An eligible employee may take up to 12 weeks for the FMLA 
circumstances above during a 12-month period. The College will measure the 12-month 
period as a rolling 12-month period measured backward from the date an employee uses 
any leave under this policy. See example below. 
Any absences related to your FMLA leave should be coded as FMLA on your time card.  



Intermittent Leave or a Reduced Work Schedule.  The employee may take FMLA 
leave in 12 consecutive weeks or may use the leave intermittently (take a day periodically 
when needed over the year). In all cases, the leave may not exceed a total of 12 
workweeks over the 12-month period. 
Use of Paid and Unpaid Leave.  FMLA leave may be paid, unpaid or a combination of 
paid and unpaid leave. All paid vacation, personal and sick leave run concurrently with 
FMLA leave.   
NOTE:  If an employee exhausted all allowable FMLA leave and paid vacation, 
personal and sick leave, additional leave cannot be extended. Additional absences 
would be allowed when additional paid vacation, personal or sick leave accrued or 
the new FMLA rolling year started.   
EXAMPLE:  If an employee requested and was approved for FMLA on 9/13/2017 for a 
pregnancy and the first absence related to the approved FMLA leave is an OB 
appointment on 11/15/2017, the rolling year for this employee would start on 11/15/2017 
and the employee would be allowed to take 12 total weeks of leave within the year 
11/15/2017-11/15/2018. This would include leave for the pregnancy, caring for the baby, 
and any other FMLA covered event that occurred in the rolling year. The employee had 
10 days of vacation and 25 days of sick leave. The employee used 8 days of sick leave 
(FMLA days) between 11/15/2017 and the birth date of the baby, April 10, 2018 for OB 
appointments then stayed home caring for the baby for 8 weeks and returned to work on 
June 5, 2018. The employee would have used all 25 sick days and 10 vacation days 
leaving no more paid leave time. The remaining 13 days of leave were unpaid, but 
allowed under FMLA. When the employee returns on June 5, 2018, 12 days or 96 hours 
of FMLA are available to be used between June 5th and November 15th, note this is 
FMLA hours, not vacation or sick time, and these hours of absence could only be used 
due to an approved covered FMLA leave. If the remaining 12 days are used due to an 
approved covered FMLA leave before November 15th, the employee would not be 
allowed any additional absences unless he/she had accrued sick or vacation time.  
Employee Status and Benefits During Leave.  While an employee is on leave, the 
College will continue the employee's health benefits during the leave period at the same 
level and under the same conditions as if the employee had continued to work. The 
employee must make arrangements with HR to pay the employee portion of benefit 
premiums while on leave if the leave or any portion of the leave is unpaid. 
Intent to Return to Work from FMLA Leave.  The College requires an employee on 
FMLA leave to report periodically on the employee’s status and intent to return to work. 
 
LINE OF AUTHORITY  
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Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
 
 



Leave Time Allowed in Missouri for Victims of Domestic or Sexual Violence 
Employees in Missouri who are victims of domestic or sexual violence or have a family 
or household member who is a victim of domestic or sexual violence, may take unpaid 
leave from work to address such violence by: 

• Seeking medical attention for, or recovering from, physical or psychological 
injuries caused by such violence. 

• Obtaining services from a victim services organization. 
• Obtaining psychological or other counseling. 
• Participating in safety planning, temporary or permanently relocating, or taking 

other actions to increase the safety of the employee or employee’s family or 
household. 

• Seeking legal assistance or remedies to ensure health and safety. 
College employees may contact Human Resources to request the unpaid leave. 
Additional information on the leave may be found at Domestic Violence Poster (mo.gov). 
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Military Leave 
State Tech supports the military obligations of all employees and grants leaves for 
uniformed service in accordance with applicable federal and state laws.  
All employees who enter military service may accumulate a total absence of 5 years and 
still retain employment rights. 
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Bereavement Leave  
All full-time employees are entitled to bereavement leave with compensation as outlined 
below: 

• Time off not to exceed five consecutive working days for bereavement as a 
result of the death of the employee’s spouse, child, parent (including step-
mother or step-father), or spouse’s child or parent. 

• Time off not to exceed three consecutive working days for bereavement as a 
result of the death of the employee’s sibling, grandparent or grandchild, 
spouse’s grandparent or grandchild, daughter-in-law, son-in-law, sister-in-
law, brother-in-law, or another member of the employee’s household. 

https://labor.mo.gov/sites/labor/files/pubs_forms/LS_112.pdf


• Time off not to exceed one working day to attend the funeral of a co-worker, 
aunt, uncle, spouse’s aunt, spouse’s uncle, great-aunt, or great-uncle. 

 
Employees may use accrued vacation, sick, or personal leave for absences due to the 
death of loved ones not specifically listed above . 
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Responsible administrator or office: Human Resources 
Contact person in that office: Amy Ames 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
Jury Duty/Court Appearance 
The college supports employees in their civic duty to serve on a jury. Employees must 
present any summons to jury duty to their supervisor as soon as possible after receiving the 
notice to allow advance planning for an employee’s absence. 
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Time Off for Voting 
State Tech recognizes that voting is a right and privilege of being a citizen of the United 
States and encourages employees to exercise their right to vote. In almost all cases, 
employees will have sufficient time outside working hours to vote. If for any reason an 
employee thinks this will not be the case, they must contact their supervisor to discuss 
scheduling accommodations.  
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Shared Leave Pool  
The Shared Leave Pool Program has been established to provide additional leave to 
College employees who have exhausted all of their accrued leave time and are 
experiencing a personal illness or injury which is life threatening, catastrophic, or 
resulting in a permanent disability. This program also applies to employees caring for 
dependents who are experiencing a personal illness or injury which is life threatening, 
catastrophic, or resulting in a permanent disability. 



 
The program is based on a "pool" concept rather than donations to a specific employee. 
The "pool" is defined as a single College-wide pool that receives voluntary contributions 
of vacation, sick, and personal hours from employees and makes the hoursavailable to 
eligible employees. Employees may donate to the pool by submitting  an email to Human 
Resources. Donations to the pool are subject to the following conditions: 

• Hours must be contributed in one-hour increments. 
• Employees may make one-time donations or may designate a contribution 

amount to be donated to the pool each month. 
• Contributions may not be designated for a specific College employee. 
• Contributions made will not subsequently be returned to the donating 

employee unless the employee becomes eligible as a recipient. 
 
Any benefit-eligible College employee is considered eligible to receive Shared Leave 
providing the following conditions are met: 

• The employee, or a qualified dependent, must be experiencing a personal 
illness or injury which is life threatening, catastrophic, or resulting in a 
potentially permanent disability. The illness or injury does not have to be job 
related. A qualified dependent is defined as any person for whom the 
employee is the primary care provider. 

• The employee must have exhausted all accrued leave time (sick leave, 
vacation leave, personal leave, and compensatory time) before being eligible 
to withdraw from the pool. 

 
The employee requesting Shared Leave hours is not required to have previously 
contributed to the pool before withdrawing pool leave. 
 
Eligible absences due to the illness or injury may be either continuous and extended or 
recurring and episodic. 
 
The maximum amount of time for which an employee may receive leave is 126 working 
days (six average working months) in any 36-month period. 
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Employee Benefits 
 

Benefits  
The College offers a competitive benefits package for eligible employees. Benefits 
currently include health insurance, dental insurance, vision insurance, long-term 
disability insurance, life insurance, retirement , vacation and sick leave, and other 



benefits but are subject to change. For more information regarding benefits programs and 
their costs, please refer to the Benefit Guide (link), which are provided to employees 
upon hire, or contact Human Resources. 

 
Part Time Leave Benefits 
Employees hired prior to 1/24/2020 and are employed on a permanent part-time 
basis, in which the employee is in pay status of at least 80 hours a month, shall be 
eligible to receive vacation and sick leave at the rate of one-half the full-time 
accrual rate. When a holiday is on a regularly scheduled day the employee works, 
the employee shall be credited for a normal day’s pay. 
Employees hired after 1/24/2020 and are employed on a permanent part-time 
basis receive no leave benefits. 
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Medical, Dental, and Vision Insurance  
The College offers regular full-time employees regularly scheduled to work a 
minimum of 30 hours per week enrollment in medical, dental, and vision 
insurance coverage options. 

 
LINE OF AUTHORITY  
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Missouri State Employee’s Retirement System (MOSERS) 
State Tech, by state statue, offers to eligible employees Missouri State Employees 
Retirement System (MOSERS) benefits.   
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Group Life Insurance  
The College offers regular full-time employees an employer-paid basic group 
term life policy along with an accidental death and dismemberment policy. Each 
policy generally pays a death benefit in the amount of one time the annual salary, 
or $15,000, whichever is greater for each employee covered under the Missouri 
State Employees Retirement System (MOSERS). 
 
LINE OF AUTHORITY  
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Supplemental Benefits  
Supplemental insurance may help offset costs that major medical insurance does 
not cover. The employee pays 100% of supplemental benefit premiums. Contact 
Human Resources for information regarding supplemental benefits offered by the 
College. 
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Employee Assistance Program (EAP) 
Through the Employee Assistance Program (EAP), the College provides confidential 
access to professional counseling services. The EAP, available to all employees and their 
immediate family members, offers problem assessment, short-term counseling and 
referral to appropriate community and private services. This service is provided on behalf 
of the College by an outside party.  
The EAP is strictly confidential and is designed to safeguard an employee’s privacy and 
rights. Contacts to and information given to the EAP counselor may be released to the 
College only if requested by the employee in writing. There is no cost for an employee to 
consult with an EAP counselor. For questions or additional information about this 
program, employees may contact the Human Resources.  
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Long Term Disability Benefits  
Under the guidelines of the Missouri State Employees Retirement System (MOSERS), 
qualified employees are covered by long term disability with the monthly premiums paid 
by the College (unless the employee is on an approved leave of absence). Eligible 
employees are automatically enrolled as of the first date of hire. Long term disability 
coverage terminates on the last day of employment. 
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State of Missouri Deferred Compensation Plan 457(b) 
The State Technical College of Missouri 457(b) Deferred Compensation Plan is a plan 
that operates under Section 457 of the Internal Revenue Code. The 457 deferred 
compensation plan allows employees to save and invest money for retirement. Eligible 
employees may enroll on a voluntary basis at any time after employment begins. 
Contributions made to the plan can be pre- or post-tax based on the election made by the 
eligible employee. Contributions are subject to annual IRS established contribution limits 
and can be changed or terminated at any time. The employee is fully vested in all 
contributions made. 
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Workers’ Compensation Benefits  
Employees of the College are covered by the State of Missouri’s worker’s Compensation 
benefits.   Employees who sustain work-related injuries must immediately notify their 
department supervisor and Human Resources. 
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Activity Center Memberships  
All College employees receive an individual/adult membership at no charge. For an 
additional fee, employees may upgrade their membership to a family membership. 
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Tuition Waivers  
Full-time employees or members of the employee’s immediate family can apply for a 
waiver of tuition for courses taken at the College. When authorized and pre-approved, the 
College will waive the tuition; fees and other miscellaneous expenses such as books will 
not be waived. This tuition waiver will be considered for the following: 

• Full-time employees and their spouses. 
• Children of full-time employees. 
• Retired full-time employees, their spouses and children. 
• Spouses and children of full-time employees who become deceased while 

employed. 
 
Enrollment of the above prospective students is subject to the same application criteria as 
students who are paying; the tuition-waived student will be processed in the same manner 
as a tuition-paying student would be processed. 
 
If the employee is required to attend other college credit courses (other than faculty who 
are pursuing their bachelor's degree or master's level classes as a condition of 
employment), continuing education unit courses, seminars, or certification tests, expenses 
for those courses will be reimbursed. Employees must earn a passing grade of “C” or its 
equivalent or obtain a certification to receive any reimbursement. Expenses must be 
validated by receipts, and a copy of the final grade card or certification must be presented 
to show hours or certification received. Instructors who have been hired with the 
expectation of completing either the requisite Baccalaureate degree (technical faculty) or 
18 credit hours of masters’ level courses (general education faculty) will complete these 
courses at their own expense. 
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Lactation/Breastfeeding  
For up to one year after a child’s birth, any employee who is breastfeeding her child will 
be provided reasonable break times as needed to express breast milk. The College has 
designated rooms for this purpose. A small refrigerator reserved for the specific storage 
of breast milk will be available. Any breast milk stored in the refrigerator must be labeled 



with the name of the employee and the date of expressing the breast milk. Any 
nonconforming products stored in the refrigerator may be disposed of. Employees storing 
milk in the refrigerator assume all responsibility for the safety of the milk and the risk of 
harm for any reason, including improper storage or refrigeration and tampering. Nursing 
mothers wishing to use this room must request/reserve the room by contacting Human 
Resources. Employees who work off-site or in other locations will be accommodated 
with a private area as necessary. 
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Chapter 6: Human Resource Policy Forms 
 
EMPLOYEE ACKNOWLEDGMENT AND RECEIPT OF ALL COLLEGE POLICIES 
AND PROCEDURES 
I hereby acknowledge receipt of the employee policies of State Technical College of Missouri. I 
understand and agree that it is my responsibility to read and comply with the policies. 
I understand that the policies provided to me are intended for informational purposes only. I 
understand that the policies and benefits communicated to me in any fashion, are subject to 
interpretation, review, removal, and change by management at any time without notice. 
 
_____________________________________ 
Employee’s Name in Print 
 
_____________________________________ 
Signature of Employee 
 
______________________________________ 
Date Signed by Employee 
 
NOTE: PLACED IN EMPLOYEE’S PERSONNEL FILE 
 
EMPLOYEE ACKNOWLEDGMENT AND RECEIPT OF HARASSMENT POLICY 
I have read and understand the company’s Harassment Policy. My signature below confirms my 
knowledge, acceptance, and agreement to comply with the policy. 
 
 
_____________________________________ 
Employee’s Name in Print 
 
_____________________________________ 
Signature of Employee 
 
______________________________________ 
Date Signed by Employee 
 
NOTE: PLACED IN EMPLOYEE’S PERSONNEL FILE 


