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POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Mission Statement

DATE ADOPTED: December 1991
DATEREVISED: March 1992, December 1993, Sept. 1994, NUMBER: 1.00

Sept. 1999

Themission of Ozarka College, apublic two-year inditution located in north central Arkansas, isto provide
its students and other citizens with qudity comprehensive higher education, technical education, adult
education, continuing education, workplace education, and cultura opportunities. Ozarka's primary
objective is to encourage development of academic, technica, economic, socid, culturd, and globa

awareness kills that leed to a positive, productive, and fulfilling life in an ever-changing world.

The College is committed to the following generd objectives:

1.

Through the Associate of Arts program, Ozarka students will gain the general education
information, skills, and attitudes which support successful transfer to a four-year college
or university.

Through the Associate of Applied Science programs, Ozarka students will gain the broad
range of knowledge, skills, and attitudes necessary for successful entry into the
workforce.

Through the Technical Certificate and Certificate of Proficiency programs, Ozarka
students will gain the specialized knowledge, skills, and attitudes required for entry level
positions in their fields.

Through the Adult Education program, adult learners throughout the service area will be
able to improve their academic and practical skills and complete a GED.

Through the Continuing Education program, citizens of Ozarka’s service area will gain



10.

11.

12.

the knowledge and skills they desire for personal improvement or community service.

Through the Business and Industry Outreach program, adult learners at local businesses
and industries will be able to upgrade job skills by accessing customized training
activities which promote workforce readiness and on-the-job success.

A low teacher-to-student ratio will promote comprehensive learningand understanding.

Learners will benefit from ease of access to educational facilities by provision of off-
campus sites.

Learners will benefit from being able to choose from a variety of technology-supported,
distance-education learning opportunities: web-based and telecourse instruction in
academic areas, compressed two-way video delivery, and expanded technological
access to library and research materials.

Expanded financial and scholarship assistance, as well as academic, vocational, and
personal guidance and counseling, will help students meet their educational goals.

The College will assist educational, civic, social, and cultural endeavors in the service
area by offering its facilities and professional staff in support.

The College is committed to assessment and evaluation to ensure that programs and
services grow and change with the needs of the service area.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Code of Ethics

DATE ADOPTED: March 1994 NUMBER: 1.01

Asapublicingitution of higher education, Ozarka College is committed to ethicd dedingswith its
condtituencies - faculty, staff, adminigtration, busnesses, industries, students, and other educationa
ingtitutions and agencies. We formaly adopt the following st of vaues to guide the direction and
operations of the College.

Integrity
We demand honesty, courtesy, decency, and fairnessin dl our dedlings with our congtituencies.
Respect must characterize dl of our interna and externd relationships.

Quality
Weingg that quality education be the guiding principlein dl our actions. This means a continua
evauation of our educationa product and methods.

Performance
We hold oursdves and each other, as individuals and as an inditution of higher education,
accountable for our results.

L eader ship
We are a leader, not a follower. We lead by innovation in meeting the changing needs of our
congtituencies.

Independence
We cherish our academic freedom. We recognize that this freedom, used responsbly, fostersthe
innovation and initiative which makes Ozarka College unique.

ThelIndividual
We know that the commitment and contributions of al employees and studentswill determine our
success.  Each employee and student must have the opportunity to participate fully, to grow
professondly, and to develop to hisor her highest potentid.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Nameand Authority

DATE ADOPTED: March 1994 NUMBER: 1.10
REVISED: May 1998, December 1999

A.

The Arkansas State Board of Higher Education, under the authority of Act 617 and Act
1244 of 1991 enacted by the Arkansas Generd Assembly, on July 1, 1991, designated
Ozarka Vocationa Technical School as a technica college which became part of the
Arkansas Technical and Community College System under the coordination of the State
Board of Higher Education.

Theinditution shal be known and distinguished by the name of Ozarka College (College).
(The origind name, Ozarka Technica College, was changed effective July 1, 1999.) The
Board of Trustees (Board) of Ozarka College shal be respongble for the administration
and operation of the College pursuant to the powers and dutiesenumerated by Act 1244 of
1991, Act 617 of 1991, and rules and regul ations adopted by the State Board and shall be
further responsible for the provison of services to meet the two-year postsecondary
educationa needs of those citizens located within the service area of the College.

The Collegewill not discriminate on the basis of race, color, gender, religion, ethnic origin,
age, maritd saus, or mentd or physicd disability inthe providing of educationa servicesor
in the admission to, employment by, or promotion within the College. The Board shdll

comply with TitlesVI and V11 of the Civil Rights Act of 1964, asamended; Title1X of the
Education Amendments of 1972; the Drug- Free Schools Act; Drug- Free Workplace Act;

Section 504 of the Rehabilitation Act of 1973; the Age Discrimination Act; the Americans
with Disabilities Act of 1990; the Family Educationd Rights and Privacy Act; the Student
Right to Know Act; the Campus Security Act; and dl other gpplicable state and federd

laws, rules, and regulations.

Statements of Assurance

(AAP/EEO)



Educational Programs, Activities, and Services (including Training, Retraining, and
Employment Development).

Ozarka College and its Board of Trustees assuresthat no person shall, on the basis of race, color,
gender, religion, ethnicorigin, age, maritd satus, or mental or physica disability (including disabled
veteransand veterans of the Vietnam Era) be excluded from participation in, be denied the benefits
of, or be subjected to discrimination in any program, activity, or service provided by Ozarka
College. Ozarka Collegeisan Affirmative Action Educational I ngtitution.

Employment Practices (including Hiring and Promotions).

Ozarka Collegeand itsBoard of Trustees assuresthat personnel decisionsare made without regard
to race, color, gender, religion, ethnic origin, age, marita status, or menta or physicd disability
(including disabled veterans and veterans of the Vietnam Era). Guiddines have been established
and will be followed in hiring and promotional procedures to ensure that Ozarka College remains
within federd Equa Employment Opportunity and Affirmative Action Program guidelines and
regulations. Ozarka College aso provides an effective system of monitoring hiring procedures for
AAP purposes. Ozarka College isan Equal Opportunity Employer.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Board of Trustees

DATE ADOPTED: March 1994 NUMBER: 1.20
DATE REVISED: September 2000

A.

Membership

1.

Membership. TheBoard of Trusteesshdl consst of seven (7) memberswho shal
be appointed by the Governor and subject to the confirmation of the Senate.

Term of Office. The term of office of board members shdl be seven (7) years.
Members missing three consecutive meetings may beremoved and replaced by the
Governor of the State of Arkansas.

Qudifications. Membersof the Board shdl bequaified dectorsof theservicearea
of the College and knowledgeable in business, labor, industry, or economic

development. No candidate for public office, holder of public office in the Sate,
certified or noncertified employee of a public school digtrict, classfied or non
classfied employee of any community college, vocationd-technica school, or
inditution of higher learning, or any member of a board of trustees of a school

digrict, community college, or inditution of higher learning, or his or her gpouse,
shall serve as amember of the Board.

Vacancies. When avacancy occursin the membership of the Board, thePresdent
of the College shal so notify the Governor who shal appoint a successor to the
person who vacated membership to serve the unexpired term of the person
succeeded

Officers

At itsfirg regular meeting after July 1 of each odd-numbered year, the Board shall eect
from its membership for atwo-year term, and until their repective successors have been
elected, aChair, Vice Chair, and a Secretary. The Board may designate amember of the
President's staff to serve as an assstant to the Secretary for the purpose of taking and
transcribing the minutes of board meetings.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Meetings and By-L aws of the Board

DATE ADOPTED: March 1994 NUMBER: 1.21
DATE REVISED: September 2000

A. Mestings

1.

Regular Meetings. Regular mesetings of the Board shdl be held quarterly. Each
regular meeting shdl be hdld at such time and place as the Chair may designate,
with notice concerning the time and place to be mailed to each member of the
Board by the President at least twenty (20) days in advance of the meeting date.

Specid Mesdtings. Specid meetingsof the Board may be caled by the Chair at his
or her discretion or upon the call of not fewer than four (4) members of the Board,
with notice concerning the time and place to be provided to each member of the
Board at leadt five (5) daysin advance of the meeting date. Noticefor emergency
meetings shall be as required by the Arkansas Freedom of Information Act.

Meetingsby Teleconference. Meetingsmay be by teleconference, provided every
party to the meeting and the public can hear what every other party says.

Open Mesdtings. Public notice as required by the Arkansas Freedom of
Information Act shdl begiven of dl meetings, including meetings by teleconference.
A.CA.25-19-106

By-Laws. The By-laws shdl be subject to amendment a any meeting of the
Board provided any such proposed changeisameatter of the agendain accordance
with the procedures outlined herein. policies and procedures gpproved by the State
Coordinating Board under its authority for the administration and operation of the
College shdl, where appropriate, become part of the By-laws governing the
powers and duties of the Board.

B. Agenda

1.

The agendafor aregular or specia meeting of the Board shall be prepared by the
President in consultation with the Chair. Members of the Board may submit items



to beincluded on the agenda by notifying the Presdent. All requestsfor incluson
of agiven item on the agendaof aparticular meeting should be made no later than
seven (7) days prior to the date of the meeting concerned.

A copy of the agenda for each regular meeting of the Board and, insofar as is
practicable, copiesof dl reportsand other materiasto be presented at the regular
mesting as a part of the agenda, shall be mailed to each member of the Board at
least five (5) daysin advance of the meeting. If practicable, acopy of the agenda
for gpecid mestings, with reports and other materials to be presented, shdl be
mailed to each member of the Board at least five (5) daysin advance of the specid
mesting.

Any item not on the mailed agenda of a regular or specid meeting shdl not be
considered without the approval of four (4) members of the Board.

Conduct of Business

1.

Quorum. A quorum for the conduct of business of the Board shdl consist of four
(4) members of the Board.

Presding Officer. TheChair shdl presideat dl regular and specid mestings of the
Board. Inthe absence of the Chair, the Vice Chair shal preside. In the absence
of the Vice Chair the Secretary shall preside.

Power to Vote. All membersof the Board may vote on al matters coming before
the Board for consideration, but no member may vote by proxy. It shal requirea
majority of the members present to take officia action on ametter.

Rules of Order. Except as modified by these By-laws, Roberts Rules of Order
(latest edition) shal condtitute therules of parliamentary procedure gpplicabletodl
mesetings of the Board and its committees.

Minutes

The Secretary shdl cause to be kept minutes of al meetings of the Board, which shdl be
filed, indexed, and preserved adong with any other papers and documents pertaining to the
business and proceedings of the Board. Within twenty (20) days after each mesting of the
Board, the Secretary shdl cause to be prepared the minutes of the meeting, which shdl be
mailed to each member of the Board.



Open Mestings

All meetings of the Board shdl be open to the public unless, condstent with the
requirements of the Arkansas Freedom of Information Act, ameeting isclosed to the public
for the consderation of personnel matters. Should any decison be made during an
executive session, the Board must reconvene in public session for officid action. A.CA.
25-19-106.

Committees

1

Standing Committees. The Board shdl establish an Academic Affairs Committee
and a Finance Committee, each to consst of three members chosen by the full

board to a two-year term, commencing with the first regular board mesting held
after dJuly 1. Each committee shdl sdect a Char from the membership of the
committee to serve a two-year teem.  The Academic Affairs Committee shall

consider matters concerning academic personnel, academic programs, and faculty
and student gppedls. Any proposa consdered by the Academic Affairs
Committee with respect to the College academic program shal have first been
reviewed by the Faculty Council and/or Curriculum Committee and the
Adminigrative Council. TheFinance Committee shal congder matters concerning
the budget, audit report review, construction, bond issues, non-academicpersonnd
and staff apped's, contracts, and real and persona property.

Specid Committees. Specid committees may be gppointed by the Chair of the
Board. Specid committees shall cease to exist when their functions have been
discharged. However, every specia committee shall cease to exist one (1) year
after the date of its creation, unless continued by affirmative action of the Board.

The agenda for any meeting shal be mailed to each member of the committee a
leadt five (5) daysin advance of the committee meeting. Public notice asrequired
by the Arkansas Freedom of Information Act shal be given of al meetings.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Powersand Duties of the Board

DATE ADOPTED: March 1994 NUMBER: 1.22
DATE REVISED: September 2000

The powers and duties of the Board shdl be asfollows:

A. Toacquire, hold and transfer real and persond property, to enter into contracts, to inditute
and defend legd actions and suits, and to exercise such other rights and privileges as may
be necessary for the management and adminigtration of the College.

B. To agppoint the Presdent of the College

C. To determine, with the gpprova of the State Coordinating Board, the educationa program
of the College.

D. To make rules and regulations consstent with Act 1244 of 1991 and congstent with the
rules and regulations of the State Coordinating Board as are necessary for the proper
adminigtration and operation of the College.

E May contract with the State Department of Workforce Education, a non-profit
organization, or aloca school board withinitsservice areato offer secondary level generd
academic and vocationd-technica courses and programs, and adult literacy courses.

F. Other powers and duties as provided by Act 1244 of 1991 and as delegated to it by
the State Coordinating Board.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Officersof the College

DATE ADOPTED: March 1994 NUMBER: 1.23
DATE REVISED: September 2000

A.

President

The President of the College shdl serve at the pleasure of the Board and by delegation of
the Board as the Chief Executive Officer. When a vacancy occurs in the office of
Presdent, the Board shdl initiate a search.

Other Officers and Staff

When avacancy occursin theteaching and adminigrative s&ff, the position shdl befilledin
accordance with the Board's faculty search, hiring, sdlary, and promotion policies, and in
keeping with dl applicable sate or federd laws, rules, and regulations.

Compensation of Faculty and Staff

The Board may set compensation levelsfor theteaching and adminidrative staff, condstent
with the provisons of sate law, applicable Sate regulations and the policies of the State
Coordinating Board of Higher Education with respect to faculty and adminidirative salaries
and gtaff professona development.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Coallege Organization

DATE ADOPTED: March 1994
DATE REVISED: Sept. 1994 September 2000 NUMBER: 1.30

Generd Organization

The overdl responshility for the operations of the College is assgned to the Presdent and shdl be
organized to provide adequate development and supervision of its mgjor functiond areas. Whileinput is
widdy solicited, a system of Councils and Standing Committees has been formed to help ensure legd

compliance and to provide broad participation and representation in the affairs of the College.

Faculty Council

The Faculty Council will have faculty members gppointed by their peers as representatives of the
various programs. This Council's standing committees shall each be chaired by a Council member
named by the Council asawhole. These committees are advisory on maitersinvolving professond

development, curriculum, ingtitutiond affairs, technol ogy-enhanced education, and student affairs.

Adminidrative Council

This council will consst of the Presdent, the three (3) Vice Presdents, the Personnd Officer,
Regigrar, Director of Continuing Education and Business Outreach, and Director of Computer
Services. The purpose of this council isto recelve and respond to matters brought before it from
the Faculty Council, to advise the president, and to enhance communication among al employees
and students a the College. The Adminigrative Council shal meet on aregular bassto discuss
matters relating to generd College operations and procedures and Board policy implementation.

General Information
The Faculty Council and its standing committees are advisory to the Presdent and the

Adminigrative Council, and each Council may establish ad hoc committees as required. Each
committee shdl be respongble for the maintenance of minutes and records of each meeting.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Accreditations

DATE: March 1994 NUMBER: 1.40
REVISED: January 1997 September 2000

Ozarka Collegeis accredited by the Commission on Ingtitutions of Higher Education of the North
Central Association of Colleges and Schools.

Ozarka College dso hasingtitutional accreditation through the Arkansas State Approving Agency
for Veterans.

Program approvas and accreditations:
The Practica Nursing Program is gpproved by the Arkansas State Board of Nursing.

The Automotive Service Technology Program isaccredited by the National Automotive Technician
Education Foundation (NATEF).

The Banking and Finance Option of the Business Technology Program is approved by the
American Ingtitute of Banking.

The Physcd Thergpist Assstant Program is accredited by the Commission on Accreditation in
Physica Thergpy Education of the American Physica Therapy Association.

The Culinary Arts program is approved by the Arkansas Hospitality Association.

The Certified Nursing Assstant program is gpproved by the Office of Long-Term Care of the
Arkansas Department of Human Services.

The Emergency Medicd Technician program is approved by the Arkansas Department of Hedlth,
Divison of Emergency Medicd Services.

TheEarly Childhood Edcuation program usesthe curriculum gpproved by the National Association
for the Education of Y oung Children.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Governance
POLICY/PROCEDURE: Review of Board Policies and Procedures M anual

DATE: March 1994 NUMBER: 1.50
DATE REVISED: September 2000

The development and review of Board Policies and Proceduresis an on-going process by theentire College
community. Appropriate action will be immediately taken to ensure that the Qollege is operating as
efficiently as possible and within al federd, state, locd, and college rules and regulations.

The Trustees will review the existing Board Policies and Procedures Manual, making and approving any
additions, deletions, corrections, or other modifications as needed.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Personnd Programs- General

DATE: March 1994 NUMBER: 2.00

It isthe generd policy of Ozarka College to promote effective employee rdations. Thefoundation for an
effective personne program lies in the development, communication, and adminigration of uniform
personnel policies and procedures.

Management personnd are charged with the respongbility of administering personnd policies ad
procedures cong stently and equitably in order for aharmoniousand congenia working environment to exist
within the College. Managers of College employees shdl be mindful that:

1 All individuds employed by the College shal be hired on the basis of ahility to perform needed
tasks.

2. Individuals shal be assgned duties and respongbilities and will be evaluated on the basis of thelr
performance related to these assgnments.  Evauations will be discussed with the individud
employee.

3. All employees will be equitably compensated in accordance with established pay practices and
procedures which are periodically reviewed by the State and the College.

4, Individuals shdl be treated at dl times with congderation and respect.

5. Each employee is expected to view higher work and relationship with the College with a sense of
persond respongbility and loyalty.

The policy and procedure statements that follow have been developed to conform with the generd policies
described above. The President should be advised, using norma adminitrative channds, if any personnd
policy, procedure, or practice appears to violate or compromise these policies.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Employee Recruitment and Selection

DATE: March 1994 NUMBER: 2.10
REVISED: September 1994, December 1999, September 2000

Ozarka College will make dl personnel decisions without regard to race, color, gender, religion, ethnic
origin, age, maritd satus, or mentd or physcd disability. Thefollowing guiddineswill beused indl hiring
for the College to ensure compliance with federal equa employment opportunity and affirmative action
regulations and guiddines, and to provide an effective sysem of monitoring proceduresfor affirmativeaction

PUrpOSES:

1. The employment process begins when an academic or support areaneedsto fill avacant postion.
Requests to fill a pogtion will be made to the Presdent, who will act on each request, either

approving or disapproving.

2. When authorization to fill afaculty, adminigtrative, or support saff vacancy is granted, for either a
new or vacant pogtion, the requesting supervisor shal, in consultation with the Personnd Officer,
prepare the job description which will contain, as aminimum, the following informetion:

-0 apop

g.

Title of pogtion

Pogition assgnment

Description of pogition duties

Date pogtion duties will commence

Required qudifications

A ligt of any person(s), by name and date solicited, to whom notice and gpplicationsareto
be submitted separate from advertisements.

Closing date

The job description will be sent to the Presdent for find gpprova. The personnd officer will then

a
b.

C.

d.

Prepare apogtion file

Advertise the position

Recave and file in the pogtion file dl inquiries, Ietters, goplications, and other materid
relating to the pogtion

Request from each gpplicant the necessary Affirmative Action information.,

2. All faculty and adminigrative staff appointments are required to be advertised and are expected to
reach qudified candidates of dl races, gender, or handicapped satus. All advertisementswill carry,



in a diginct type, the phrase "Ozarka College is an Equa Opportunity/Affirmative Action
Employer.”

The Personnd Officer, in the capacity of Affirmative Action Officer, shdl review the gpplications,
the candidates recommended for interviews, and al procedures used in the hiring process. The
Affirmative Action Officer may direct readvertising, additional persond contactsand referrals, or a
complete repest of the process if it is determined that affirmative action guideines were not
followed or no acceptable applicants were found.

The President will gopoint an interview committee which will review al materids received,

determine those candidates who meet stated minimum requirements of the position, and identify
goplicants to be invited for an interview. The Personnd Officer will schedule interviews. Upon
completion d the interviews, the interviewers will recommend to the President one or more
candidatesfor final consgderation. The President will authorize an offer of employment to be made
to the mogt qualified agpplicant. Upon fina approval, the applicant will be employed.

All costs for interviewing a candidate are to be paid from money budgeted for this purpose. All

out- of- state candidates brought to campus for interview will be reimbursed for actua expenses
according to College travel regulations and redtrictions. If an out-of-state candidate is offered
employment and regjects the offer, the College will not reimburse for any interview expenses. Itis
the respongibility of the interviewer(s) to notify the candidate of this policy prior to invitation to
interview.

The screening process must take stepsto ensure that no overt or subtle discrimination on the basis
of race, color, gender, rdigion, ethnic origin, age, marita status, menta or physicd disability, or
veteran's satusis agpplied.

The procedure for announcing classfied positions varies from that of academic staff, faculty, and
adminigration. Applicantsfor clerica, custodia, and secretarid positionsmay be solicited localy.
However, al other requirements set forth in this policy apply.

For each position advertised, the College must maintain records of al inquiriesin accordance with
the requirements described herein.

When vacancies occur which may cause mgor disruptionsin the college operation, an emergency
may be declared by the Presdent. The President will then move asexpeditioudy as possibletofill
the pogtion. Every effort will be made to provide for the consderation of equa opportunity and
affirmative action while filling the vacancy(s).



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policies and Procedures
POLICY/PROCEDURE: Job Vacancy Posting

DATE: March 1994 NUMBER: 2.11
DATE REVISED: September 2000

Ozarka College seeks to transfer and promote interested and qualified employees within the College
whenever possible. Job posting procedures are used to assure that current College staff are aware of and
have the opportunity to be consdered for position vacancies and newly creeted jobs which may provide
career advancement and dternatives. All vacancies will be posted for at least three (3) working days.

A.

NON-EXEMPT STAFF JOB POSTING PROCEDURES

All dlassfied gaff vacancies will be posted conspicuoudy in order to inform employees of such
vacancies and permit them to investigate the openings. To be considered for these positions, the
employee must follow these procedures:

1.

Upon reading the posted vacancy, the interested employee may discuss the
position with the Personnel Officer to determine continuing interest.

If the employee elects to be considered for the position, he/she shall advise the
current supervisor. This will in no way jeopardize the employee's current
position.

The interested employee shdl then advise the Personnd Officer of the desire to be
congdered for the position.

EXEMPT STAFF VACANCY POSTING PROCEDURES

As an exempt staff vacancy occurs, a description of the position and a list of the
minimum qualifications will be conspicuously posted.

1.

2.

Any daf member interested in invedtigating the position further should contact the
Personnel Officer by the deadlineto declareinterest in discussing the position. Thiscontact
shdl be made with the knowledge of the employee's current supervisor and shal not
jeopardize hisher current position.

Upon receipt of dl inquiries, the Presdent will review the list of gpplicants. All qudified
interna applicants will be considered for the position vacancy.

AUTHORITY OF THE PRESIDENT



The President reserves the right to re-structure and/or make employee trandfers within the
organization when it is determined to be in the best interest of the College. These moveswill bein
compliance with state and federa guidelines,

POLICIES AND PROCEDURES



OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Faculty Appointments

DATE: March 1994 NUMBER: 2.12
DATE REVISED: September 2000

A.

FACULTY CREDENTIAL DOCUMENTATION, VERIFICATION, AND EVALUATION

All recommendations for appointment to the Ozarka College faculty must be supported by afile
containing an gpplication, appropriate materid establishing expertise and qudifications, and vaid
transcript(s).  The credentids and qudifications of al faculty must be reviewed by te Vice
Presdent for Academic Affairs and recommended to the President for employment. The College
will vaidate faculty credentids.

AUTHORITY TO APPOINT AND REAPPOINT FACULTY

The Presdent, with authority of the Board of Trustees has find approva of dl faculty
gppointments. The precise terms and conditions concerning each gppointment shal be stated in
writing ontheofficid College Faculty Contract Form. Evauation of performancewill bean ongoing
part of the re-gppointment process and will be formdized to the extent that qudity ingtruction is
assured.

TYPESAND TERMS OF FACULTY APPOINTMENTS

1. Regular Faculty Appointments

The Presdent makes gppointments using guiddines outlined in BPPM 2.10. Regular
academic year gppointments are made for two successve semesters.

2. Adjunct Faculty Appointments

The President, with recommendation of the Vice Presdent for Academic Affairs, makes
adjunct appointments to persons who can give substantia contributions of time, expertise,
and participation in College programs. Adjunct faculty gopointmentsare not digiblefor saff
benefits and are executed on a semester by semester basis or other period for special
purposes.

CATEGORIES OF FACULTY APPOINTMENTS



Technica (180 Contract Days)

Collegiate-level programswhich aretwo (2) yearsin length, contain a planned, integrated
sequence of classroom and laboratory experiences, and which provideintensivetrainingin
a fidd of specidization and include communications, math, socid science, and related
science and computer gpplications or fundamentals. All associate of gpplied science
programs arein thisarea. Other programs may fall in this category.

Faculty in these programs shal hold an associate degree or sixty (60) semester hoursinan
gppropriate bachelor's program, nationd certification in the discipline, and/or three (3)
yearsof directly related work experience. A bachelor's degreeis strongly recommended.

Postsecondary Vocational, Non-degree (180 Contract Days)

Programs which do not lead to the awarding of an associate degree; courses are more
gpplied, and the program contains limited requirements in generd education or related
support courses. Faculty inthese programswill have 18 semester hours of postsecondary
education in the teaching field or nationd certification in the discipline or three (3) years of
directly related work experience. An associate degree is strongly recommended.

Academic (180 Contract Days)

This areaincludes (1) al courses designed for transfer to a senior inditution; (2) genera
education coursesin technica/non-degree programs, and (3) coursesinwhich themgority
of sudents trandfer to a senior indtitution.

Faculty shdl hold a master's degree with at least eighteen (18) graduate semester hoursin
the discipline taught.

Adult Education (180 Contract Days)

Programs which provide adults with indruction, including ABE and GED.

Faculty shal hold a bachelor's degree in an gppropriate discipline and meet Arkansas
teachers certificate requirements. A master's degreeis strongly recommended.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Non-Renewal of Faculty Appointments

DATE: March 1994 NUMBER: 2.13
DATE REVISED: September 2000

Regular Faculty

The action of non-renewd for regular faculty gppointments may be taken for disciplinary and
performance reasons or for other reasons affecting the need for the position such as declining
enrollments in a specific program, reduction in staff because of budgetary condtraints, eimination,
reduction, or modification of program offerings, etc. The Presdent and/or Vice Presdent for
Academic Affairs shdl inform faculty members, inwriting, of the non-renewal of their gppointment
by March 15. Included within this written notice shall be a statement of the reason(s) for nor+
renewd.

Adjunct Faculty

Adjunct faculty appointments are at the convenience of the College on aneed basis. Therece pt of
an adjunct gppointment shdl in no way obligate the College to renew or continue the gppointment
beyond the appointment date.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Employee Evaluation

DATE: March 1994 NUMBER: 2.14

Employee evauations areintended to serve asavehiclefor professonad development and not asapunitive
exercise. The process varies depending on the employee and may include criteria established by the
College or is designed to conform to guiddines developed by the state Office of Personnel Management
and/or the Department of Higher Education.

Written evauationswill be maintained aslong asthe person isemployed, unlessremoved by the supervisor
or in accordance with alegal/grievance proceeding, and for at least five (5) years after he/sheisterminated.
Frequency of job evaduationsmay vary. However, asaminimum, employees should be evauated prior to
the end of thefirgt ninety (90) days of full-time employment and annually thereafter and prior to anniversary
hire date.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Personnd Records

DATE: March 1994 NUMBER: 2.15
DATE REVISED: October 2000

A. MAINTENANCE OF EMPLOY EE INFORMATION AND RECORDS

1. Genera Procedures

a. Information and records compiled and maintained on employees will be
limited to that which is for legitimate business purposes and which is
required to comply with legal requirements and government regulations.

b. The Personnd Officer shdl be respongblefor properly compiling and maintaining
personnel records.

2. Procedures for Records Maintenance

The following College personnd forms and records must be compiled and maintained, as
appropriate, for al employees. Other information may beincluded at the direction of the
Presdent;

Employment Application
Resumée for Employment Inquiry
College Transcripts
Licenses/Certifications

Faculty Employment Contracts
Group Insurance Forms
Personne Action Forms (PAF)
Retirement Forms

Emergency Care Form
Personal Career History
Performance Evaudions
Letters of Counsding/Discipline
Unemployment Clams
Withholding Information

Time Report Forms

Exit Interview Form

Voluntary Payroll Deductions



Sdary Information
RECORDS RETENTION PROCEDURE

The following retention schedules and filing procedures are required where employment records,
gpplications, and personnd folders are maintained:

1. Employee Parsonnd File

Only information having a permanent or long-term effect on the status of an employee
should be retained in the employeesfile. It isimportant to note that al Personne Action
Forms processed during a person's employment should be retained in the individud's
personnel file to document employment history. Personnd files of terminated employees
will be retained seven (7) years.

2. Employment Applications

a Definition

An employment gpplication isany written request for employment such asaletter
of inquiry, resume, or aformal job gpplication.

b. Retention Period

The employment gpplication of an gpplicant who is hired should be filed in the
employegsfile and retained for seven (7) years after termination of employment.

The gpplication forms of al applicants consdered for employment mus be
maintained for at least Sx months. At the discretion of the President, gpplications
for employment may be retained for longer than one yesr.

RELEASE OF EMPLQOY EE INFORMATION

All requests for employee information require judicious and congstent handling. Accordingly, the
President will be responsible for the release of employeeinformation. Thefollowing guiddinesfor
both interna and external release of information have been established:

1. Procedure for the Internal Release of Information

a Only appropriate management personnd with legitimate "need-to-know™" will be
alowed to review employee records.

b. The Presdent will determinethelegitimacy of the " need-to-know" request and will
assure thet only relevant information is shown to management.



Such areview of the employee's records will normaly take place in the Office of
the President, and care will betaken to assure that thefileisnot atered in any way.

Upon request, an employee has the right to review and copy hisher own
information.

Procedure for the External Release of Information

The following procedures will be followed in handling externa requests for information
concerning current and former College employees:

a

Information will not be given to any person until after his’her identity has been
definitely established.

Information will not be given to any person without a legitimate reason for
requesting the information.

Persons making requests will be advised to make a written request, or the
information may be supplied on a"cal back" bass.

If identity has been dearly and definitely established, information may be givenin
response to a request for reference check. Such information will be limited to
verification of employmert dates and position(s) held at the College.

Informetion as to the evaluation of performance will not be released without the
written request or permission of the employee and the approva of the President.

Rdease of Information to Outs de Organizations and Agencies

The amount and type of information which can be released on any College employee
depends on the type of organization requesting the information and its legd rights,
jurisdiction, and powers to secure such information. Requests for information from such
organizations as the Federal Bureau of Invedtigation, U.S. Department of Labor, U.S.
Internal Revenue Service, Equal Employment Opportunity Commission, or Federd, State,
County, and Loca courts and Police will be honored only after a subpoena, affidavit, or
other legal notice and/or identification has been produced.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Employment Classifications

DATE: March 1994 NUMBER: 2.16
REVISED: September 1994

All postions at Ozarka College are identified as ether ? Classfied? or ? Non-Classfied.? Classfied
positions are subdivided into ? Exempt? and ? Non-Exempt,? depending on whether or not the positionis
covered by the Fair Labor Standards Act (FLSA) of 1983. This law is intended to insure fair

compensation for [abor and achievesthis by establishing the minimum wage, defining overtime, and setting
requirementsfor compensation for al hoursan employeeisrequired or permitted towork. Ozarka College
began complying with FLSA effective April 15, 1985.

Non-dassfied
Non-cdassfied employment categories for Ozarka College include the following:

13.  Adminigraive- personswho are engaged inthe generd adminigtration of theingtituionand
under the direction of the Presdent.

14.  Faculty - persons employed under written work agreements outlining specific terms of
employment gpproved by the Ozarka College Board of Trustees and who are directly
engaged in teeching. This category includes the librarian.

15. Managerid/Professond - persons who have a specific area of respongbility or who
supervise a particular area.

Classfied

Classfied postionsaretypicdly those other than faculty, adminigtrative, or managerid/professond, such as
secretarid, clericd, plant maintenance, etc.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Probationary Period for Full-Time Employees

DATE: December 1997 NUMBER: 2.17

All new gppointmentsto full-time positions are subj ect to a12-month probationary period. During thistime,
the College or the employee or both may, with proper notice, terminate employment. At the discretion of
the President, the probationary period may be extended one or more additiona years.

In addition, a probationary period may be reindtituted after more than one year of employment if afull-time
employee receives an unsatisfactory job performance evauation (see BPPM 2.18)



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Resignation, Termination, and Dismissal of Employees

DATE: December 1997 NUMBER: 2.18
Resgnations
1 Classified employees who resgn their employment with Ozarka College are expected to give

notice of their resignation at least 10 working days prior to leaving the campus. Failure to give
notice may result in forfeiture of accrued annud leave.

Faculty and administrative staff employed under the provision of awritten work agreement are
expected to coincide with expiration of that agreement, with notice being given when new work
agreements are issued.

Termination

1.

Personnel may beterminated for cause when it isdetermined that the employee?sjob performance
or behavior isbe ow acceptable and customary stlandards of performance, including, but not limited
to, the following reasons. excessve tardiness, excessve absence, inadequate job performance,
unwillingness to respond to supervision (insubordination), dishonesty, theft, fraud, reporting for
work under the influence of drugs or acohol, or mord turpitude.

When theannud performance evauation of anadministrativeor managerial/pr ofessional saff
member indicates unsatisfactory performance, the results will be fully communicated to the
employee, and both the employee and the supervisor will attest to the communication by Sgnatures.

Asareault of unsatisfactory evauation, the employee may be terminated at the end of the current
work agreement or may be placed on probation for the following school year with future renewa
based on the results of three periodic evaluations to be conducted during the year. Should these
evadudionsindicatealack of substantia improvement, theemployeewill beterminated a theend of
the work agreement period.

When the annud peformance evaudion of a faculty member indicates unsatisfactory
performance, the results will be fully communicated to the employee, and both the employee and
the supervisor will attest to the communication by signatures.

Asaresult of unsatisfactory eva uation, thefaculty member may beterminated or may be placed on
probation for the following semester or school year. Should further evadluation indicate alack of
subgtantial improvement, the faculty member will be terminated at the end of the work agreement

period.



If during the evauation period the supervisor determines that a classified employee?soverdl
performance has falen below the mid-level standards, the employee will be placed on probation.
The supervisor must document the below-acceptable performance, and the employee must be
informed of the probationary status, which is established at 30 days. During the probationary
period, the supervisor will counsdl the employee on progress or lack of progress.

At the end of the probationary period, the supervisor will conduct a forma evauation of the
employee.  If mid-level standards have not een met, the supervisor and hisher immediate
supervisor will decide whether to recommend an extension of probation or termination of the
employee. If probation is extended for an additional 30 days, the supervisor will provide and
document additiona counsding.

At theend of the second probationary period, the supervisor will conduct another forma evauation
of theemployee. If mid-level standards of performance have not been met, the employee will be
recommended for termination.

In the event the College receives an appropriation of State funds in Allotment ? A? below the
100% levd, the College reservestheright to lay off or terminate employeesto absorb shortfalsin
revenue.

To maintain an efficient operation, the College reserves the right to terminate employment in areas
which are over-staffed based on budgeted student enrollment.

If the decision is made to phase out a program area, activity, or service provided by the College,
the indtitution reserves the right to terminate employees affected by the phase out.

Dignisds

1.

When it becomes necessary to terminate the employment of Administrative Personnel (Chief
Officers or President), theindividud will be given written notification stating the date on which
that personwill berelieved of adminigrative responghility, the effective date for terminaion, andthe
reason(s) for the action. Such notification will advise the individua of the right to apped. If this
right is exercised, such gpped will be made within 5 working days and in writing to the Board of
Trustees, which will review the action and make a recommendetion.

A request for reessgnment of administrative personnel may be made, and upon mutua
agreement between theindividua and the President and/or Board of Trustees, theindividua may be
assigned to an available pogtion authorized by the legidative act. This action is not subject to
procedures followed in the normal employment process.

Inthe event afaculty member?swork agreement isnot being renewed and conditions of renewal
are not stated in the work agreement, the faculty member will be notified in writing by March 15.
Such natification will indicate the reason for non-renewd of thework agreement and will advisethe
faculty member of the right to gpped.



If this right is exercised, a written request for appeal must be filed with the Personnd Officer no
later than five (5) working days after receipt of notification of non-renewd. Faluretofilewithinthe
prescribed time will result in forfeiture of the right to gppeal. Within 24 hours following receipt of
the written request for gppedl, the President will schedule ameeting with the faculty member to take
place within a maximum of five (5) working days.

If an agreement cannot be reached, the appeal will be taken to the Board a the next regularly
scheduled meeting. The Board will review the gpped and make afind decison.

When it becomes necesssty to terminae the employment of a classified or

managerial/professional employee, theemployeewill be notified in writing, sating the effective
date of termination and reasonsfor the actions. Thenoticewill aso advisethe employee of theright
to appedl the decision to terminate.

If thisright is exercised, awritten request for gppeal must be filed with the President no later than
five (5) working daysafter receipt of notification of termination. Faluretofilewithinthe prescribed
timewill result in forfeiture of the right to gpped. Within 24 hours following receipt of the written
request for apped, the President will schedule a meeting with the employeeto take placewithina
maximum of five (5) working days.

If an agreement cannot be reached, the appeal will be taken to the Board a the next regularly
scheduled mesting. The Board will review the appeal and make afina decison.



POLICIESAND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Compensation and Classification of
Non-Faculty Staff

DATE: March 1994 NUMBER: 2.20

Classified personnel are employed and paid in accordance with the College A ppropriation Act gpproved by
the Arkansas Genera Assembly and guidelines established by the Arkansas Department of Higher
Education and other agencies of the state concerned with classified personnd.

The Appropriation Act sets the grade for specific positions and the number of such postions that are
avalabletotheCollege. A sdary schedule, gpproved by the Generd Assembly, determinesthepay level of
al dassfied positions and the maximum leve of a specific job title.

Each employee may be dligiblefor apay increase on higher anniversary date esch year. Pay increasesare
determined by adminigtrative action, giving condderation to legidative approvas, the availability of funds,
and an eva uation of each employeeswork performance. A pay increase may aso berecommended for an
employee who has been promoted to a position which carries ahigher classfication.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policiesand Procedures
POLICY/PROCEDURE: Compensation and Categorization of Faculty

DATE: March 1994 NUMBER: 2.21
DATE REVISED: September 2000

Full-time Faculty

Full-time faculty at Ozarka College are categorized and compensated according to guiddines established
and monitored by the Board of Trustees. These guiddines are based, in part, on suggestions from the
Arkansas Department of Higher Education, asdirected by the Generd Assembly. Information about salaries
is available from the Presdent.

Evaluation Criteriafor Salary Schedule Placement-Current and New Hires

A. Postsecondary Education

In the evaluation of postsecondary education, the College will be guided by the
minimum training and experience requirements for faculty personnel as promulgated by
the respective accrediting bodies. In granting credit for various degrees, the degree
earned by the faculty member must have a direct relationship to the course content of
the subject field in which the faculty member is to teach.

1

A certificate or diplomagranted by a postsecondary ingtitution will be counted as one (1)
or two (2) years of postsecondary education, depending upon the required length of the

program.
An associate degree will be counted as two (2) years of postsecondary education.

A bachédor'sdegree will be counted asfour (4) years of postsecondary education. Credits
earned toward a bache or's degree may be recognized by granting one (1) year for thirty
(30) semedter credits or forty-five (45) quarter credits; two (2) years for sixty (60)
semester creditsor ninety (90) quarter credits, and three (3) yearsfor ninety (90) semester
credits or one hundred thirty-five (135) quarter credits. Credit will be granted in one (1)
year increments only for credits earned toward abachelor's degree.

A master's degree will be counted asfive (5) years of postsecondary education.

A specidigt’s degree will be counted as six (6) years of postsecondary education.



6.

A doctorate will be counted as seven (7) years of postsecondary education.

Teaching Experience

1

A minimum of two semesters (three quarters) and a maximum of three semesters (four
quarters) of full-time teaching will be consdered as one (1) year of creditable teaching
experience provided that it wasin, or directly related to, the subject field or job assgnment
for which the applicant isbeing considered. Part-time creditable teaching experience shal
be equated to full-time teaching experience on a pro rata bass. The relevancy of the
teaching experience to the position for which the gpplicant is being considered isthe most
important criteria

Full credit shal be granted for postsecondary teaching experiencetotally in the subject fied.
Other teaching experience at thislevel may be credited on a pro rata basis asthe subject
matter taught would gpply to the faculty member's subject field.

One-haf (1/2) credit shdl be granted for secondary or dementary teaching experience
totdly in the subject fied.

Other teaching experience may be credited as appropriate, with documentation and
judtification demondirating the relevance of the faculty member's subject fidd.

Work Experience

The criteriafor granting work experience credit is the occupationa value of the work experience
and itsrelevanceto thefaculty member's subject field. Creditable work experience over aperiod of
years should indicate that it was progressively more complex and of increasing responghility.

Military work experience may be just as creditable in certain fields of endeavor as civilian
experience.

1

Work experience shdl be carefully evauated for its relevance and credit granted
accordingly.

2. Twelve (12) calendar months shall be considered as one (1) year in crediting
work experience. Part-time creditable work experience shall be equated to full-
time work experience on a pro rata basis.

Sday Advancement

For asdary increase, afaculty member must meet certain educational and experience requirements.
Credits used for advancement must be approved by the President prior to receiving the credit.



Courses must be approved by the President or his/ her designee and credits must be
earned subsequent to achieving basic qualifications. College credits must be
documented by an official transcript of credits earned for advancement and meet one
of the following criteria:

1 Graduate hoursdirectly related to the teaching field which were earned after achieving basic
qudifications.

2. Graduate-levd college creditsin education courseswhich are directly related to communty
college ingtruction or college adminigtration.

3. College credits (undergraduate or graduate) which are directly related to the trade or
teaching field for individuas with less than bache or's degree.

4, Education courses on curriculum design, testing, methods of teaching, etc.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Overtime Policy

DATE: March 1994 NUMBER: 2.22
DATE REVISED: September 2000

The policy regarding overtime at Ozarka College is based on the Federad Fair Labor Standards Act, the
Compensatory Time Act 695 of 1981, and the related policy statement developed by the Office of
Personnel Management and the Department of Finance and Adminigration. By definition, compensatory
time shdl be granted in lieu of payment for overtime hours.

Compensatory time is intended for use only on those rare occasions when it is necessary for an digible
employee to work in excess of the regularly scheduled work week to accomplish specific tasks.

Specific elements of the policy include:

1.

7.

8.

Compensatory time may be earned only with theprior approval of the appropriate Vice President
and the President.

All employess peforming qudifying nontexempt work within a work week will accrue
compensatory time at the rate of one and one-hadf timesthe number of hoursworked in excess of
forty hours.

Compensatory time must be earned before it can be used.

Used compensatory time will be paid at the employee's base hourly rate of pay.

Compensatory time may be used in lieu of Sick Leave and should be used until the balance is
depleted before usng Annua Leave.

No employee may accumulate compensatory timein excess of one hundred sixty (160) hours, two
hundred forty (240) hours at time-and-a-hdlf.

Compensatory time should be used during the caendar year in which it was accrued.

Work performed on officid holidays will be handled under the standard leave poalicy.

Policy proceduresinclude the following:



1. Theemployee'simmediate supervisor will determinethe need for overtime and submit arequest for
approva of compensatory time to the appropriate Vice President.

2. The Vice President will provide a copy of the form to the Presdent for approva prior to the
employee's working the overtime.

3. Complete and accurate records regarding compensatory time earned and used shall be maintained
and included as a separate category on the employee's time sheet or leave records.

Any questions regarding this policy or these procedures may be discussed with the appropriate Vice
President or the President.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Pay Proceduresfor Emergency Closing
of College Facilities

DATE: March 1994 NUMBER: 2.23

Whenever, because of emergency conditions, the President determines that any College facility is closed,
full-time employees will be entitled to pay asfollows

1. Faculty

Faculty will receive norma pay for any day, or portion thereof, afacility isclosed. Because of the
requirement to complete certain ingruction for students during a specific semedter, ingtruction
missed because of emergency closing of afacility may haveto be made up. Under such conditions,
faculty members are expected to satisfy such requirements without additiond pay.

2. Adminigrative and Classfied Employees

Adminigrative and classfied employees will normaly report for work unless notified by the
Presdent or their designated supervisor that they should not attempt to comein. Employeeswho
choose not to report for work on such days will be required to take annud leave or, if dl annua
leave has been exhausted, leave without pay.

Seedso BPPM 3.33.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Quality of Work Life

DATE: March 1994 NUMBER: 2.30
REVISED: December 1999

Ozarka College recognizes that employees deserve the respect and cooperation of those with whom they
work. Tothisend, the College emphasizesthe need for aquality work environment free of harassment and
prgjudice of any kind. Prgudice can include but is not limited to prgudice againg race, color, gender,
religion, ethnic origin, age, marita status, or mentd or physica disability. Employees are prohibited from
making statements or taking actions that are potentialy offensive and embarrassng to other employees,
students, or visitors. Failure to adhere to the normal standards of courtesy and consideration may lead to
disciplinary action.

The Callegewill make every effort to provide assurancesfor aqudity work environment asoutlined in Titles
VI and VII of the Civil Rights Act of 1964, Title IX of the Educaion Amendments of 1972, the
Rehabilitation Act of 1973, and the Americans With Disabilities Act of 1990.

Any experience or observance of harassment or prgjudice of any kind at the College must beimmediately
reported to the Affirmative Action Officer and the President.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Gross Misconduct

DATE: March 1994 NUMBER: 2.31

Gross misconduct is that type of serious, improper behavior which the College cannot condone even if a
warning was issued.  Gross misconduct threstens ongoing College operations, the hedth and safety of
others, or individua hedlth and safety. Gross misconduct may lead to immediate termination without
counseling. No ligt of specific misbehavior can contain dl types of misconduct which might occur. The
following are just afew examples of behavior which will not be tolerated:

1

Insubordination - refusing to follow supervisor's directions or refusing to perform in the
manner which the supervisor requests or directs

Mistrestment or endangering safety of others - College employee, student, or visitor
Damaging College or Foundation property by serious negligence or awillful act

Reporting to work or representing the College under the influence of dcohol and/or drugs
or in possession of acohoal or drugs, firearms, or other dangerous devices

Commitment of a serious misdemeanor or any felony



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnel Policiesand Procedures
POLICY/PROCEDURE: Employee Grievance Procedure

DATE: March 1994 NUMBER: 2.32
DATE REVISED: September 2000

GENERAL

The College seeks to treat each employee fairly. All employees are encouraged to bring to the
attention of their immediate supervisor legitimate complaints perceived by them. Supervisors will
providetimefor such complaint conferences as soon as possible and within one (1) week of notice
of the employee complaint at the latest. The intent of these conferences is early and informal
discussion of the issue in order to reach atimely and mutua resolution.

An employee who believes that a discussion with the employeg's immediate supervisor would be
futile may eect to request a complaint conference with a higher line supervisor, which conference
will be held as soon as possible and at least within one (1) week of notice of the complaint. Such
conferencesareto be conducted in proper sequence of supervisors. Grievancesmay cover matters
such asthe gpplication of College policiesand practicesto the grievant, but the existence or content
of the policies may not be grieved.

DISCIPLINARY PROCEDURES

Supervisors are concerned with preventing personnel problems from occurring, as well as
correcting misconduct or poor performance. Generdly, aninformd reminder isdl that isnecessary
for an employee to correct a behaviord or job performance problem. However, if informa

counsdling isunsuccessful in solving aproblem, or if the problem issevere, formd disciplinary seps
may be necessary. Theseforma disciplinary steps include, but are not limited to:

- averba reprimand

- averba reprimand with aletter of warning
- awritten reprimand with aletter of warning
- suspension without pay

- termination

If theemployeefed sthat he/she has been trested unfairly, and dl atemptsfor aninforma resolution
have been exhaugted, a grievance may then befiled.

GRIEVANCE PROCEDURE



Any Collegeemployee shdl havetheright, at any timewithin five (5) working daysafter theincident
out of which the grievance arises, to present a grievance. Any such grievance shal be handled in
accordance with the following procedure:

1.

Any College employee may present a grievance (ordly) to hisher supervisor. If the
supervisor's response is not given within two (2) work days after the presentation of the
grievance, or if the answer is not satisfactory to the complainant, the complainant may
proceed with step two.

The College employee shdl, within three (3) working days thereafter, submit the grievance
inwritten form to the Affirmative Action Officer, with one copy to be presented to hisher
immediate supervisor.

TheAffirmative Action Officer and the grievant shdl meet within five (5) working daysinan
attempt to reconcile the grievance. If, within three (3) working days from the hearing, the
grievance is not reconciled, then the grievance may be submitted to the President.

In the event the grievant (who must be present at this hearing) is dissatisfied withthe
decison of the Presdent, then the grievant may, in writing and through the President,
petition the Board of Trustees to review the case. The decision rendered by the Board
shdl befind.

Employees who fed they have been subjected to Civil Rights violations may contact the
Office of Civil Rights directly.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Personal Appearance

DATE: March 1994 NUMBER: 2.33

There are many different work environments at the College. Somejobsreguireworking with the public or
sudents, whileother jobsarelessvighble. Itisimportant that employees maintain aprofessond standard of
dress and grooming that reflects postively on the College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Employment of Relatives

DATE: March 1994 NUMBER: 2.34

The College may employ qudified personsrdated to another employee. Family membersinclude spouse,
parent, child, abrother or sister, grandparent, grandchild, aunt, uncle, niece, nephew, cousin, sep-relative
or hdf-raive, and in-laws. No family member may be under the adminidrative control and direction of
another family member, either directly or indirectly. No employeecaninitiate, participatein, or influencein
any way, College decisons regarding a related gpplicant or employee. Completion of Form F-4 must be
completed and approved before hiring afamily member.



POLICIESAND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Whistleblowing Protection

DATE: September 2000 NUMBER: 2.35

The policy of Ozarka College regarding the Arkansas Whistle-Blower Act is congstent with Arkansas
Code Annotated 21-1-601 through 609.

It isthe policy of Ozarka College that an employee will be protected from discharge or retdiation because
the employee reportsin good faith the existence of any waste of public funds, property, or manpower or a
violation or suspected violation of State law, rule, or regulation. This policy excludes federd funds,

property, or manpowe.

No adverse action will be taken against an employee or a person authorized to act on behdf of the
employee, in the following Stuations:

1. If an employee alleges a violation under this Act, and does so in good faith;

2. If an employee alleges a violation under this Act, and does so in good faith, and
participates or gives information in an investigation, hearing, court proceeding,
legislative or other inquiry, or in any form of administrative review; and/or

3. If an employee alleges a violation under this Act, and does so in good faith, and has
objected to or refused to carry out a directive that the employee reasonably believes
violates a law, rule, or regulation adopted under the authority of the State.

Anadverse action isdefined as discharging, threatening, discriminating, or retdiating againg theemployeein
any manner that affects the employee’'s employment, including compensation, job location, rights,
immunities, promations, or privileges.

Good faith is lacking when the employee does not have persond knowledge of the waste or violation or
when the employee knew or reasonably should have known that the report ismdicious, fase, or frivolous.

Thereport of waste or violation should be made verbdly or inwriting to one of theemployee’ ssuperiorsor
to an appropriate authority, such as

1. Astate, county, or municipal government department, agency, or organization having
jurisdiction over criminal law enforcement, etc;

2. A member, officer, agent, investigator, auditor, representative, or supervisory



employee of the body, agency, or organization; or

3. The office of the Attorney General, Auditor of State, Arkansas Ethics Commission,
Legislative Joint Audit Committee, Division of Legislative Audit, or prosecuting
attorney’s office.

Thereport by the employee of such waste or violation must be made prior to any adverse action by Ozarka
College. Additiondly, the report is to be made at a time and in a manner which gives Ozarka College
reasonable notice of need to correct the waste or violation.

An employee who alleges a violation of the Act, and believes that Ozarka College has acted
adversely towards him/her because of the allegations, may utilize approved grievance or
mediation procedures. The employee may subsequently bring a civil action in chancery court
within 180 days of the alleged violation of the Arkansas Whistle-Blower Act. Should such civil
action occur, the employee has the burden of proof in establishing that he/she has suffered an
adverse action for an activity protected under the Act. Additionally, Ozarka College shall have
an affirmative defense if it can establish that the adverse action taken against the employee
was due to employee misconduct, poor job performance, or a reduction in workforce unrelated
to a report made concerning violations under the Act.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Standards of Conduct

DATE: March 1994 NUMBER: 2.40
DATE REVISED: September 2000

Asapublic inditution, the College must conduct its businessin a manner which is beyond reproach. The
actions of College employees must be, and must appear to be, proper.

1.

Gifts or Favored Treatment

Employees should not accept agift from someone not employed by the College nor accept favored
trestment from anyone, internd or externd to the College. This may give the gppearance of
impropriety and, depending on thesituation, it may, infact, beillegd. In either case, acceptance of
agift or favor is not gppropriate.

Confidentidity

Asapart of employee responghbility one may be aware of confidentid information. It isessentid
that thisinformation be trested properly and not released to unauthorized persons. Betrayad of this
confidence on the part of any employee may result in disciplinary action.

Opinion Palls

Employees must not spesk as an agent of the College unlessit is part of their designated duties.
The public may interpret a statement from an employee as an officid statement from the College.
Also, employees should not conduct or take part in non-College sponsored pollsthat would seem
to show the attitude of the staff or sudents. Of course, oneis not redtricted from participating in
polls conducted among the generd public where the College is not represented. Under norma
circumstances, the President is charged with representing the College to the public and, therefore,
must gpprove any statements and/or materids designed for public disclosure.

Political Activities




The Collegeisapublic body of the State of Arkansas. As such, employees are restricted by law
from using a College position or the College namein any form of palitical persuasion or influence.
While acting as a representative of the College, an employee cannot engage in palitical
activities.

An employee must not use a College position for palitica influence or give the impresson that
he/she is doing so. The politica activities listed below are unacceptable to the College and are

illega;

a An employee must not give the impression that a politica party, a political candidate, a
political issue, or a partisan activity has the officia or unofficia support of the College.

b. An employee must not use a position with the Collegeto directly or indirectly influencethe
voting or politica affiliation of co-workers or students.

C. An employee may not cause any co-worker or student to givetime, money, loans, or gifts
to the support of any political organization or cause.

d. An employee cannot engage in any politica activity during normaly scheduled working
hours or any other time while performing assigned College responsibilities.

No Solicitation or Distribution

Employeesor outside congtituencies must not solicit, distribute, or post any unauthorized written or
printed materid to any employee during working time and on College premises without the express
permission of the Presdent. Staff should report dl solicitations, distributions, or other transactions
to the President or the Vice Presdent for Finance immediately.

Conflicts of Interest

As a gtate public ingtitution, the College is keenly aware of its duty to protect the assets of the
taxpayersof Arkansas. The Collegeisrequired by law to give public notices of certain meetings, to
follow a public bidding process in certain cases, and to disclose information which is normaly
confidential. Because of these dutiesto the public, employees must exercise extreme carethat they
conduct themsdalvesin amanner which is proper--and which appears proper.

College Assts and Persond Business

Employees will use College assats only while performing assgned duties unless specificaly
authorized by the President. Employees must not use College assets or employ the College name
or other officid materids such asthe sedl, logo, etc., in order to conduct persona business.



8. Outsde Employment

Whiledl full-timeemployees are expected to devote their time and efforts primarily to the College,
it is recognized that alimited amount of outside work can sometimes be desirable. Outside work
which will contribute to professona development or update technica skillsis to be encouraged.
Such employment, however, must not interfere with the discharge of the employee's duties at the
College. Itisexpected that employeeswill make clear, in dl instances, that outsde employment is
their individua respongibility and thet the College is not being represented.

If individual conduct does not meet appropriate standards, corrective action may be necessary. Except for
gross misconduct, thefirst step isnormally counseling by the immediate supervisor. For more information
see BPPM 2.32.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Smoking Palicy

DATE: March 1994 NUMBER: 2.41
DATE REVISED: October 2000

Purpose

The College sncerely desires to accommodate the wishes of those who choose to smoke and those who
wish to work and learn in a smoke-free environment. With this consideration paramount, the College has
adopted the following policy, effective November 1, 2000:

Palicy

1 Smoking is prohibited in al buildings unless otherwise designated.

2. Smoking is not alowed in any classrooms, laboratories, or restrooms.

3. Students, employees, and visitors may smoke outside. All trash, such as packaging and

extinguished cigarettes, must be deposited in appropriate receptacles. Smoking is not permitted
within ten (10) feet of the front doorways of academic or adminidrative buildings.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Copyright Policy

DATE: March 1994 NUMBER: 2.42

It isthe intent of Ozarka College to comply with the U.S. Copyright Law (Title 17, U.S. Code,
Sect. 101, et seg.). Thispolicy represents a sincere effort to observe this law.

Employees are prohibited from copying copyrighted work unless the action is authorized by (a)
specific exemptionsin the copyright law, (b) the principle of fair use, (c) the fair-use guidelines, or
(d) licenses or written permission from the copyright owner.

Employees are prohibited from "performing” copyrighted works unless the performance is
authorized by (a) Title 17, U.S. Code, Sect. 110(1),(4), or (8), (b) performance licenses, ()
purchase order authorization, or (d) written permission from the copyright owner or the owner's

agent.

Employees who willfully disregard this policy do so a their own risk and assume dl liahility,
induding the possibility of dismissal for perastent copyright infringements.

See also BPPM 4.69



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Payrall

DATE: March 1994 NUMBER: 2.43
DATE REVISED: September 2000

Time Report Forms

Classified employees must record time worked and use of leave on a Time Report Form for
approvd by his’her supervisor. Failureto submit aproper Time Report Form when due may result
indisciplinary action, and may delay recelving pay. Any falureto accurately record work time, or
any fddgfication of a Time Report Form is grounds for immediate dismisd.

Absence or Lateness

Working hours are set by the College. It is important that an employee be a work on time
according to those hours. Tardiness or absence affects co-workers and College services. The
immediate supervisor must be natified if an employeeisto be late or absent from work. A faculty
member who must be late or absent should contact the Vice President for Academic Affairs or
designee as soon as possible before a scheduled class so that a substitute can befound. Failureto
inform a supervisor may result in denid of leave-pay benefits, and may dso result in disciplinary
action.

Payroll Procedure

Payroll policies and procedures at the College may vary depending on employment
group and type and may be amended by state guidelines. Information regarding pay
periods, frequency of pay periods and alternatives may be obtained from the Payroll
Officer or the Vice President for Finance.

Payroll Deductions

Certain payroll withholding isrequired by law and some may be authorized by theemployee. The
law requires the College to withhold any income taxes, and, in certain circumstances, Socid
Security.  Also under certain circumstances, the College will withhold amounts due to legd
garnishment, wage assgnments, or qualified domegticrdationsorders. If digible, an employeemay
authorize certain limited payroll deductions. Some of these deductions may be made on apre-tax
bass. Information regarding these deductions is available from the Personnd Officer.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnéd Policies and Procedures
POLICY/PROCEDURE: Safety at the College

DATE: March 1994 NUMBER: 2.44
DATE REVISED: September 2000

In order to reduce or eliminate accidentsin the workplace, the College has committed severa resourcesto
ensure compliance with federal standards and provide a safe workplace for al staff, students, and the
public.

1. College Safety Committee

The College Safety Committee is comprised of at least one (1) faculty member, one (1)
mai ntenance Saff member, one (1) classified saff member, and one (1) administrator. The
committee conducts an annud ingpection of dl College facilities and reportsits findingsto
the President. The report identifies any unsafe conditions and the steps recommended or
taken to eiminate those conditions. The committeeisaso responsiblefor certain postings,
OSHA reports, and information distribution. The Committee aso investigatesany incidents
in which students or employees have been put at risk because of unsafe conditions on
campus.

2. Condition of Premises

Each employeeisresponsiblefor the condition of the College premises and is accountable
for identifying, correcting, or reporting unsafe conditions in office areas, classooms,
laboratories, work areas, or grounds.

All employees are respons ble and accountable for accurately reporting al injuries to the
Personnd Officer. Thisincludesinjuriesto students, visitors, or co-workers. One should
report injuries promptly. Late clam reporting can jeopardize the payment of aclam and
delay the correction of an unsafe condition.

3. College Vehicles

The safeuse of Collegevehiclesisbasicto any safety program. Only properly licensed and
insured employees gpproved by the President or the Vice President for Finance are
alowed to operate College vehicles.

Employees mugt report immediately any accident or injury involving a College vehide.



College vehiclesmay be used for College business only, unless otherwise authorized by the
President. Unauthorized tripsfor persona reasonsor trangporting unauthorized personsin
aCollegevehicleisamisuse of College property which may lead to disciplinary action, up
to and including termination of employment.

See dso BPPM 3.31 and 3.34.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Communicable Disease Policy

DATE: March 1994 NUMBER: 2.45
DATE REVISED: September 2000

Prevention of disease tranamission a work is the responsbility of the College and individua employees.
The College will follow the recommendation of the Arkansas State Board of Health when a documented
communicable disease that can be transmitted at work occurs.

The College will move quickly to:

1 Obtain reliable evidence of the presence of the disease.
2. Request guidance from the Arkansas State Board of Hedlth.
3. Act on Arkansas State Board of Health recommendations.

In addition, the Occupationd Safety and Hedth Adminigtration (OSHA) has set Bloodbor ne Pathogens
Standards which are designed to limit occupationa exposure which could result in transmisson of
bloodborne pathogenswhich could lead to disease or desth. These standards became effective on May 5,
1992 and require the College to develop a plan which must be updated annualy.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: College AIDS Education and Prevention

DATE: March 1994 NUMBER: 2.46
DATE REVISED: September 2000

The Occupationa Safety and Hedth Adminigtration (OSHA) requires the College to provide employees
with education about AIDS. As required, this education includes

1. Definition, cause, transmisson, and incidence of AIDS.
2. Behaviorsthat put individuasat risk of exposureto AIDS and precautionsthat reducerisk.
3. Universd precautions and location of barrier precautionsfor safely dedling with accidentd

blood and body fluids at work.
4, College AIDS policy and local AIDS resources.
5. Acceptance of co-workers and students with AIDS.

Thelaw requiresdl employees (full- and part-time) to participatein thisgenerd education programand dso
requires documentation of their participation. The Ozarka Safety Committee will work to provide this
information.

Bendfits

HIV infection and AIDS are treated as other life-threatening conditions with regard to medica coverage,
insurance, disability, and leave.

Universd Precautions Information - Center for Disease Control (CDC)

An employee may be exposed to a body fluid spill from a co-worker or student while at the College.
Because blood and body fluids contaminated with blood are routes of transmisson for the AIDS virus
caled HIV, exposuresto these fluids are potential exposuresto HIV. In order to prevent thetransmission
of HIV, the following information will be given to dl employees:

1 Universal Precautions guiddines for safdy deding with these accidentd exposures
(induding "handling expasures resulting from spills’)

2. Location of barrier precautions

3. Exposure report form

Review of College AIDS policy

»



Conggtent with the Arkansas State Board of Hedlth guidelines, Universal Precautionsarerequired to be
used with all spills of/or accidental exposures to blood or other body fluids. The ACA requires that
employeeswho fall to use required Universal Precautions will be disciplined. 1n compliance with OSHA,
norma College disciplinary procedures will be followed.

AIDS and HIV Prevention Training

This policy requires specialized training for those groups of employees who are at greater risk of
exposureto blood or other body fluids, especidly those contaminated with blood, during their work at the
College.

Availability of HIV Teding

The College will refer individuds who have documented College-related exposures to appropriate
counseling designed to assess the need for HIV testing. The Management of Exposures & HIV Testing
Guiddineswill begppliedinal casesof documented exposuresat the College. The Collegewill record thet
this counsdling and test information has been offered.

Resources

The Collegewill usethe Universa Precautionsand guiddinesthat arerecommended by the Arkansas State
Board of Hedlth asthefoundation for AIDS education and training. TheInter-Agency Training Program,in
conjunction with the Arkansas Department of Hedlth, provides educationd programs concerning HIV and
AIDSinthe Workplace. Questions about available training programs should be addressed to the College
Safety Committee.

AIDS and Handicap L aw Section 504 of the Federa Rehabilitation Act of 1973

Ozarka College is an Affirmative Action/Equa Opportunity inditution and will protect the rights of
employeeswith disabilitiesincluding those with AIDS. The Collegewill make reasonable accommodations
for employees with disabilities.  Any College action for ressonable accommodation will take into
condderation the well-being of the affected individud, fellow employees, sudents, and the College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Drugand Alcohol Free Workplace

DATE: March 1994 NUMBER: 2.47
DATE REVISED: October 2000

Pursuant to Public Law 101-226, entitled Drug Free School and Communities Act Amendment of
1989, the College is committed to maintaining a drug and acohol free workplace for employees and
dudents. Thisis an essentid part of ensuring the safety of employees and students while a work and
school, and eliminating poor job performance, inefficient operations, Collegerule violaions, and unethical
behavior.

Drug abuse and use a the workplace are subjects of immediate concern in our society. These
problems are extremely complex and ones for which there are no easy solutions. From a safety
perspective, the users of drugs may impair the well-being of dl employees, thepublic a large, and resultin
damageto Sate property. Therefore, itisthe policy of the State of Arkansasthat the unlawful manufacture,
digtribution, dispensation, possession or use of a controlled substance in a state agency's workplace is
prohibited. Any employeesviolating thispolicy will be subject to discipline up to and including termination.
The specifics of this policy are asfollows.

1 State agencies will not differentiate between drug users and drug pushersor sdlers. Any
employee who gives or in any way trandfers a controlled substance to another person or sdls or
manufactures acontrolled substance while on thejob or on agency premiseswill be subject to discipline up
to and including termination.

2. Theterm "controlled substance’ meansany drug listed in 21 U.S.C. Section 812 and other
federd regulations. Generdly, these are drugs which have ahigh potentid for abuse. Such drugsinclude,
but are not limited to, Heroin, Marijuana, Cocaine, PCP, Methamphetamine and "Crack.” They aso
include "legd drugs' which are not prescribed by a licensed physcian.

3. Each employeeisrequired by law to inform the agency in writing within five (5) days after
heor sheisconvicted for violation of any federd or state crimina drug statute where such violation occurred
on the agency's premises. A conviction means afinding of guilt (including a plea of nolo contendre) or the
impaosition of a sentence by ajudge or jury in any federd court, state court or other court of competent
jurisdiction.

4, Ozarka College must notify the U.S. government agency with which the contract was made
within ten (10) days after receiving notice from the employee or otherwisereceivesactua notice of sucha
conviction.



5. If an employeeisconvicted of violating any crimind drug statutewhilein theworkplace, he
or shewill be subject to discipline up to and including termination. Alternatively, the agency will requirethe
employee to successfully finish a drug abuse program a . Bernard's Regiond Behaviord Hedth in
Jonesboro (1-800-800-0496), or another approved private or governmentd ingtitution.

6. Asacondition of further employment on any federd government contract, the law requires
al employeesto abide by this palicy.

7. In addition, employees may not manufacture, distribute, possess, sdll, use, or be under the
influence of acohol a a College facility or while conducting officid College business

All employees of Ozarka College must certify that they have received a copy of this
agency's policy regarding the maintenance of a drug free workplace and that they realize that
the unlawful manufacture, distribution, dispensation, possession or use of alcohol or a
controlled substance is prohibited on this agency's premises. Refusal to formally acknowledge
receipt of this policy is grounds for dismissal from the College.

Violationsof thispolicy will be congidered gross misconduct and will result inimmediatedisaplinary
action that includes one or more of the following:

a A written reprimand with warning
b. Temporary suspension without pay for College employment
C. Termination from College employment.

Drug and Alcohol Free Awareness Program

The College Safety Committee will be responsible for offering a Drug and Alcohol Free Awareness
Program each year to which al paid employees will have access. Topicsfor this program may include:

College Alcohol and Drug Free Workplace policy

Safety at work related to controlled substance or drug abuse for employees and sudents
Hedlth effects of controlled substance or drug abuse

Community resourcesfor employee rehabilitation from drug or controlled substance abuse.

A wbdpE



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Sexual Harassment

DATE: March 1994 NUMBER: 2.48

It isthe policy of Ozarka College that sexua harassment (as defined under 29 CFR Ch X1V, subsection
1504.11, Section 703 of Title V11 of the Civil Rights Act of 1964, as amended, and Arkansas Act 563 of
1985) isintolerable and unconscionable and will not betolerated. Personswho commit and/or knowingly
permit acts of sexud harassment will be subject to disciplinary action up to and including immediate
dismissa. No employeeor student at the College may attempt in any way to retdiate against aperson who
makes aclam of sexua harassment.

Definition
Sexud harassment isdefined as unwel come sexud advances, requestsfor sexuad favors, or other verba or

physical conduct of a sexud nature when

1 Submission to or toleration of such conduct on or off campusis made aterm or condition
of ingruction, employment, or participation in other College activities.

2. Submission or rgection of such conduct by anindividud isused asabassfor evduationin
making employment or academic decisons affecting the individud.

3. Such conduct has the purpose or effect of unreasonably interfering with an individua's
academic or employment performance or creating an intimidating, hogtile, or offensve
college environment.

Procedures

Students or employees who believe that they have been sexudly harassed should first seek an informa

resolution of this problem as outlined below. If that is not effective, such individuds than should pursue
forma resolution of their complaint. All complaints must be made within five (5) days of the occurrence of
the dleged harassment.



Informal Resolution. Employees who believe that they have been subject to sexua harassment should
report the problem promptly to their immediate supervisor or to a supervisor higher in the chain of
command. Students who believe that they have been subjected to sexua harassment should report the
problem promptly to the Vice Presdent for Academic Affairs. The person receiving the complaint shall
promptly beginanimpartid consderation of the complaint and make athorough investigetion. If amutudly
agreeable answer or settlement has not been obtained within fourteen (14) calendar days from the date of
the complaint, the complainant may initiate the forma procedure. During al informa attemptsto resolvea
problem, to the extent practicable, effortswill be made to keep theidentity of the complainant confidentid.

Formal Resolution. If aproblem cannot be resolved through informa attempts a conciliation and if the
complainant wishes to pursue the matter further, he or she mus file a forma complaint with the Vice
President for Academic Affairs, in accordance with the Grievance Procedure outlined in BPPM 2.32. All
forma complaintswill be given afull, impartid, and timey investigation. During such investigetions, while
every effort will be made to protect the privacy rights of dl parties, confidentiaity cannot be guaranteed.

Sanctions. If investigation of a reported occurrence of sexud harassment reveds that the complaint is
without reasonable foundeation, both parties will be so informed and will also be informed that no further
action iswarranted. If, however, anindividua isfound to have violated the College's policy againgt sexud
harassment, disciplinary action appropriate to the severity of the offense will be recommended, including,
but not limited to, reprimand, suspension, reassignment of respongibilities, termination of employment, or
expulson from the College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Chemical Right to Know

DATE: March 1994 NUMBER: 2.49

In compliance with Act 556 of 1991, Ozarka College Safety Committee provides a written hazardous
communication program for itsemployees. All employeeswill be given aninitid communication program
and an up-dated program annudly. The College will aso provide the hazardous chemica communication
programfor new employees. Through the program, employeeswill recelveinformeation as needed for each
hazardous chemica they might contact in the line of work during norma operating conditions and in
foreseeable emergencies.



POLICIESAND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Holidays

DATE: March 1994 NUMBER: 2.50
DATE REVISED: September 2000

Following gtate law, dassfied and adminidrative saff shdl be granted time off to observe the following
regularly scheduled legd holidays:

1 New Year's Day Jan. 1
2. LeegKing's Birthday 3 Monday in January
3. George Washington's Birthday 3 Monday in February
4, Memorid Day Last Monday in May
5. Independence Day duly 4
6. Labor Day 1st Monday in September
7. Veteran's Day November 11
8. Thanksgiving Day 4" Thursday in November
9. The Employee's Birthday Discretionary
10. Chrigmas Eve December 24
11. Chrigtmas Day December 25

The Governor, by Executive Proclamation, may grant additional days in observance of special
events or for other reasons at his/her discretion.

Except for the Employegs Birthday, Lee's/King's Birthday, Washington's Birthday, and V eteran's Day, the
College will be closed on the above named holidays. These holidays may be taken at any time with prior
College gpproval.

Faculty members will receive dl scheduled academic recessesin lieu of holidays.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Annual Leave

DATE: March 1994 NUMBER: 2.51
DATE REVISED: September 2000

All dassfied and adminigrative Seff are digible for annud leave with full pay. Annud leave shdl accrue
each month in accordance with the following schedule:

Employment Monthly Annudly
0-3years 1 day 12 days
4 - 5years 1 day, 2 hours 15 days

6- 12 years 1 day, 4 hours 18 days

13- 20 years 1 day, 6 hours 21 days

Over 20 years 1 day, 7 hours 22.5 days

Faculty members will receive adl scheduled academic recessesin lieu of annud leave.

Any annud leave in excess of thirty (30) days must be used by December 31 or it will beforfeited by the
employee. Employees who are on leave of absence without pay do not accrue annud leave. Upon
termination, resignation, retirement, deeth, or other action by which a person ceases to be an active
employee of the State, the employee or hisher estate will be paid alump sumfor al unused annud leave up
to amaximum of thirty (30) days. Employeestrangferring between state agencieswithout abresk in service
retain dl accumulated leave.

The minimum anud leave amount an employee can use is fifteen (15 minutes.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Sick Leave

DATE: March 1994 NUMBER: 2.52
DATE REVISED: September 2000

The College provides protection for those days an employeeisunable to work because of health concerns.
Sick leave dlows for paid time off to care for persond hedth and the hedth of an immediate family
member.

All dassfied full-time employees earn Sick leave a the rate of eight (8) hours per month, with amaximum
accrua of 960 hours. All faculty earn sick leave at the rate of six (6) hours per month based on 9-month,
10-month, or 12-month assgnments, withamaximum accrud of 720 hours. In addition, faculty may convert
one day per semester and one-haf day per summer term (maximum of 3 days per year) into "persond

leave' to conduct persona business and other activities as may be required. Hours not used for persona

leave during any semester do not carry forward as persond |eave but do accumulate as unused sick leave.
All other non-classified personnd who are employed for forty (40) hours per week earn Sick leave a the
rate of eight (8) hours per month based on the length of the contract in months, with amaximum accrua of
960 hours.

Sick Leave may be used by employees because of illness, injury, or for medicd, dentd, or optica
treatment. Sick leave may be granted to employees due to the death or seriousillness of amember of the
immediate family. Immediate family meansfather, mother, sister, brother, spouse, child, grandparents, in-
laws, or any individua acting as parent or guardian of an employee.

An employee may be asked to provide medica proof of illnessor injury. The minimum sick leave amount a
classfied employee can useisfifteen (15) minutes. When an employeeisunable because of illnessor injury
to report for work, he or she must notify the immediate supervisor by 9:00 am. or within one hour of the
usud time to begin to work. Failure to observe this requirement may result in loss of Sck pay.

Absenceduetoillness, except in the case of maternity leave, ischarged againgt earned leavein thefollowing
order: (1) earned Sick leave, (2) earned annud leave, and (3) leave without pay.

Employees are not paid for unused sick leave when they leave the College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Catastrophic Leave Bank for Non-Classified
and Classified Employees
DATE: December 1993 NUMBER: 2.53
DATE REVISED: September 2000

l. PURPOSE: This policy establishes a Catastrophic Leave Bank Program to be administered by
Ozarka College as authorized by Arkansas Code Annotated (A.C.A.) 21-4-214 and 6-63-602.
The Ozarka College Catastrophic Leave Bank Program creates no expectation or promise of
continued employment with Ozarka College, and is intended smply to assst employees during
medica emergencies.

CATASTROPHIC LEAVE BANK: A catastrophic leave bank isapool of accrued annual and
sck leave voluntarily donated by employees which may be gpproved for use by employees who
meet catagtrophic iliness digibility requirements.

1.  ELIGIBILITY REQUIREMENTSFOR CATASTROPHIC LEAVE:

a.

The applicant must be a regular, non-faculty, benefits-eligible, full-time,
employee of Ozarka College. A person who works less than full time (forty
hours per week) is excluded from this definition and as such is ineligible to
participate as a donor or recipient in the Ozarka College Catastrophic Leave
Bank Program. Requests for exceptions may be submitted to the Department
of Finance and Administration, Office of Personnel Management, for review.

The employee must have been employed by Ozarka College for more than two
(2) years in a regular, full-time position.

If the illness or injury is that of an employee and is covered by workers’
compensation, the compensation based on catastrophic leave when combined
with the weekly workers’ compensation benefit received by the employee shall
not exceed the compensation being received by the employee at the onset of
illness or injury.

The employee has not been disciplined for leave abuse during the past two (2)
years.

No employee shall be eligible for approved catastrophic leave in excess of (6)
months (1,040 hours) unless it can be ascertained that the employee has been



denied disability retirement or Social Security benefits. However, the employee
has the option of reapplying for additional leave at the conclusion of the
catastrophic leave period.

f. No employee shall be approved for catastrophic leave unless that employee is,
or is reasonably expected to be, on leave-without-pay status as a result of the
catastrophic illness.

g. In no case shall the employee be granted catastrophic leave beyond the date
certified by a physician as the date when the employee is able to return to work
because the health of either the employee or the qualifying family member has
sufficiently improved.

h. No employee shall be approved for catastrophic leave unless that employee has
provided an acceptable medical certificate from a physician (or other individual
as provided by A.C.A. 21-4-201 et seq. and 6-63-602) supporting the continued
absence and setting forth that the employee is, and will continue to be, unable to
perform the employee’s duties due to acatastrophic illness of the employee
or a qualifying family member. Information about the employee’s assigned
duties shall be made available to the physician and to the Catastrophic Leave
Committee.

i For purposes of this program, the following definitions apply:

Catastrophic lllness means a medical condition of an employee or spouse or parent
of the employee or of a child of the employee which may be claimed as a dependent
under the Arkansas Income Tax Act of 1929, as certified by a physician that requires an
employee’s absence from duty for a prolonged period of time and which, except for the
catastrophic leave program, would result in a substantial loss of income to the employee
because of the exhaustion of all earned sick, annual, and holiday.

Prolonged Period of Time means a continuous period of time (minimum of thirty (30)
working days) whereby a medical condition prevents the employee from performing the
employee’s duties.

Medical Condition means a personal emergency limited to catastrophic and
debilitating medical situations, severely complicated disabilities and/or severe
accidents of the employee or a qualifying family member which cause the employee to
be unable to perform their job, require a prolonged period of recuperation and/or require
the employee’s absence from duty as documented by a physician or other individual as
provided in A.C.A. 21-4-201 et seq. Disabilities resulting from the elective surgery do
not quality for catastrophic leave.



V.

Dependent Child Certification: Complete the “Dependent Child Certification Form”
sign and attach to the catastrophic leave request. If the child was acquired after the
most current income tax filing, provide other proof, i.e., birth certificate, adoption order,
etc.

Substantial Loss of Income means a continuous period of time where the employee
will not be compensated by Ozarka College due to a medical condition after the
exhaustion of all earned sick, annual, holiday and compensatory leave.

DONATIONS OF LEAVE TO THE OZARKA COLLEGE CATASTROPHIC LEAVE
BANK

The President of Ozarka College shall screen leave donated by the employees of
Ozarka College to ensure that the following criteria are met:

a. Accrued leave may only be donated to the Ozarka College Catastrophic Leave
Bank in one (1) hour increments.

b. No employee of Ozarka College shall be allowed to donate leave to the Ozarka
College Catastrophic Leave Bank is such donation will reduce that employee’s
accrued sick and annual leave balance to less than eighty (80) hours. This
restriction does not apply to employees who are terminating their employment.

C. Annual and/or sick leave which has been donated to the Ozarka College
Catastrophic Leave Bank may not be restored to the employee who donated
the leave time.

d. Approved donations of leave shall be transmitted to the Ozarka College
Catastrophic Leave Bank by submitting an approved donor form.

OZARKA COLLEGE CATASTROPHIC LEAVE COMMITTEE:

Membership: The Committee shall be comprised of at leave five (5) members
representing a cross section of the College and appointed by the president of the
College. The Committee shall elect a chairperson from the committee membership.

Responsibility: The purpose of the Committee will be to review all catastrophic leave
requests, ensure that all eligibility requirements are met, and make recommendations
to the President of Ozarka College. The Committee shall make determinations of
continuing eligibility.

CATASTROPHIC LEAVE BANK ADMINISTRATION: TheOzarkaCollege Catastrophic
Leave Bank will be administered in accordance with the following guidelines:



Applications for catastrophic leave shall be reviewed on a first filed, first
reviewed basis. Approval does not guarantee that a catastrophic leave
applicant will receive leave should there be a zero balance in the Ozarka
College Catastrophic Leave Bank.

Membersof the Committed will review applicationsfrom employeesfor catastrophic leave
and make recommendations to the requesting employee’ s supervisor.

The College Presdent shdl review determinations by the Ozarka College Catastrophic
Leave Committee.

The College President cannot grant catastrophic leave exceeding that recommended by the
Ozarka College Leave Bank Committee; however, the employee may regpply for
additional hours.

The College President’ s decison isfind and binding on dl parties

Only digible employees may participate in the Ozarka College Catastrophic Leave Bank
Program.

Catastrophic leave may be granted or donated in one-hour increments only.
Catagtrophic leave shall not be awarded retroactively.

Catadtrophic leave which would result in a negative baance in the Ozarka College
Catastrophic Leave Bank shall not be approved.

Employees on catastrophic leave will continue to accrue leave in accordance with existing
date leave policies and will receive the normd gate benefits, such as contributions to
insurance and retirement. Employees on catastrophic leave will dso continue to receive
their norma rate of pay. Catastrophic leave will not change an employee's increase
digibility date; however, theaward of the next merit sdary increase will be delayed beyond
the anniversary date for the same number of work days that the employee was on leave
without pay and/or catastirophic leave.

Inthe event that an employee on catastrophic leaveisterminated, retires, dies, or returnsto
work prior to expiration of previoudy approved catastrophic leave time, dl unused
catastrophic leave shall be returned to the Ozarka College Catastrophic Leave Bank.

Leave earned while an employee ison catastrophic leave shall, asacondition of voluntary
participation inthe program, be assigned to the Ozarka College Catastrophic L eave Bank,
and any restrictions concerning the maintenance of minimum leave balances shdl not apply



to such assgnment. If an employeeison catastrophic leavefor even oneday in an accrud
period, al leave earned during that period shdl be returned to the Ozarka College
Catastrophic Leave Bank. Exceptions may be made for employees avarded intermittent
leave.

An employee may be dismissed if such employee fails to report to work promptly at the
expiration of the period of approved/granted catastrophic leave. Nothing, however, shdl
prevent Ozarka College from accepting satisfactory reasons provided by theemployee, in
advance of the date the employeeis scheduled to return to work, and from granting leave
without pay statusto an employee prior to or after the expiration of such catastrophic leave
if in the view of the College President such action is warranted. Supervisors should not
take disciplinary action for such leave until the gpplication has been formaly approved or
denied.

Alleged or suspected abuse of the Ozarka College Catastrophic L eave Bank Program shall
be invedtigated, an on a finding of wrongdoing, an employee shdl repay d of the leave
hours awarded from the Ozarka College Catastrophic L eave Bank and shall be subject to
such other disciplinary action asis determined by the College President.

VI. RECORD KEEPING: TheOzarkaCollege Catastrophic L eave Bank record keeping procedure
will track the following:

a.

The amount of leave donated by each employee, the rate of pay and dollar value
of such donated leave at the time of donation;

The amount of Catastrophic Leave awarded, including the name of the recipient, pogtion
number, rate of pay and SSN; and

Any other such date as required by the Director of the Department of Finance and
Adminidration.
POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Family and Medical L eave

DATE: March 1994 NUMBER: 2.54
DATE REVISED: September 2000




The Family and Medical Leave Act of 1993 requires employersto provide up to 12 weeks of unpaid, job-
protected leave to digible employees for certain family and medical reasons.

Eligibility

Employees are digible if they have worked for the College for a least one year, and for 1,250
hours over the previous 12 months, and if there are at least 50 employees within 75 miles.

Reasons For Taking Leave

Unpaid leave will be granted for any of the following reasons:

1

2.

Regquirements

To care for the employee's child after birth, or place for adoption or foster care.

To care for the employee's spouse, son or daughter, or parent, who has a serious health
condition.

For a serious health condition that makes the employee unable to perform his or her job.

The employee ordinarily must provide 30 days advance notice when the leave is
foreseeable.

The College may require medicd certification to support arequest for leave because of a
serious hedlth condition and may require second or third opinions (at the College's expense)
and afitness for duty report to return to work.

Whileon FMLA leave, theemployee must first usedl avallablesick leave dlowance. The
employee then has the option of using al or a portion of available vacation days.

For theduration of FMLA leave, the College will maintain the employeg's hedth coverage
under its group hedth plan. In addition, aslong as the employeeisin pay satus, vacation
and sck leave will continue to accrue.

Upon return from FMLA leave, employees will be restored to their origina or equivalent
positions with equivaent pay, benefits, and other employment terms.

Useof FMLA leavewill not result in theloss of any employment benefit that accrued prior
to the start of an employee's leave.



7. The College will not interfere with, restrain, or deny the exercise of any right provided
under FMLA.

8. The Collegewill not discharge or discriminate againgt any person for opposing any practice
made unlawful by FMLA or for involvement in any proceeding under or relaingto FMLA.

0. The U.S. Department of Labor is authorized to investigate and resolve complaints.

Additiond informeation is available from the Personnd Officer.
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OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Bereavement L eave

DATE: March 1994 NUMBER: 2.55

A full-time employee may request up to three (3) days of sick leave without loss of pay for the death of a
family member as defined in BPPM 2.52. Such requests must be approved by the Presdent and shdl be
deducted from the employee's accumulated sick leave.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: L eave of Absence

DATE: March 1994 NUMBER: 2.56
DATE REVISED: September 2000

Occasondly, an employee may need to be absent for an extended period because of ilIness, disability, or
other compelling persond reasons. The detalls of aleave vary, depending on the nature of the absence.
See dso BPPM 2.53, 2.54, and 2.55.

Maternity Leave

Maternity leave will be treated as any other leave for sckness or disability, except that the
employee may dect to take leave without pay without first exhausting any accumulated annua or
sck leave,

Leave Without Pay

Under certain conditions, an employee may ask for an unpaid, persond leave of absence without
pay. All suchleave must be approved in advance by the President and may be granted for aperiod
of oneyear or less. Leave without pay status will not take effect until al accrued annud leave has
been expended.

During aleave of absence the employee must pay dl of the monthly group insurance premiumsfor
sdf and any digible dependents through the College's extended benefits. Sick and annud leave
time do not accrue while on leave of absence.

The College cannot guarantee reemployment for employees returning from aleave of absence. It
will, however, consder such an employee for job openings suitable to the employee's skills and

experience.

Disciplinary Leave Without Pay

Seriousviolaion of schoal policy or repeated infractions of regulations may result in an employee's
being placed on disciplinary leave with out pay. This action will be taken only upon written
recommendation from the employee's supervisor and with the approvd of the President.



During periods of disciplinary leave without pay, the employee will not earn vacation or Sck leave
but will be digible to continue participation in the group insurance program if participating prior to
the disciplinary action. Totd cost of the insurance program will be the responghility of the
employee.
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SUBJECT AREA: Personnel Policies and Procedures
POLICY/PROCEDURE: Legally Required Absences

DATE: March 1994 NUMBER: 2.57
DATE REVISED: September 2000

Vating
The College encourages employees to exercise their voting rights in dl nationd, state, and local
elections. The College, therefore, alows one hour in pay dtatus for voting. If additiond timeis
needed to vote, the President may gpprove up to three (3) more hours in non-paid hours off.

Jury or Witness Service

The College gives ful-time employees time off with pay for jury duty required by the courts. If an
employeeis subpoenaed for legd testimony, he/she will be paid when thereisno direct interest in
the outcome of the trid. An employee will need a statement from the court to be paid for the
period of absence. Full pay isaso authorized if the College directs the employee to be present in
the courts.

Time off for court gppearances of apersona nature must be taken as vacation or time off without
pay.

Military Service

A yearly short-term leave of absence may be granted to full-time employeeswho are members of
the Nationd Guard or any Reserve branch of the Armed Forces. An employee must request a
short-term military leave by completing an Application for Leave of Absence and including acopy
of the military orders. The Presdent must approve the leave. If approved, the employee will be
paid during the period of the leave.

A long-term military leave of aosenceiswithout pay, and may last upto four years. The President
must aso approve the gpplication.

An employee who is discharged under honorable conditions and asks for a reingtatement within
ninety (90) days of release from active duty will be re-employed in the same or comparable

position.
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SUBJECT AREA: Personnd Policies and Procedures
POLICY/PROCEDURE: Retirement Benefits

DATE: March 1994 NUMBER: 2.60
REVISED: Sept. 1994, September 2000

The State and the College have anumber of retirement benefitsand optionsavailabletoitsemployees. An
informational booklet concerning the retirement system will be provided to each employee by the benefits
supervisor. Any changesin coverage, contributions, deductions, and dates of vesting will be communi cated
to the employee.

Retirement Sysems
A. Alternate Retirement Plan
6% Employee Contribution
10% State Contribution

B. Public Employees Retirement System (Grade 17 and below)
6% Employee Contribution (Optiond)
12% State Contribution

C. Teachers Retirement System
6% Employee Contribution (Optiond)
12% State Contribution

D. Social Security System
All employees are covered under the Socid Security System as of July 1, 1952.
Taxes are deducted &t the federally- mandated rate on aspecific annua Maximum
Wage Base. The Maximum Wage Base and/or rate may be changed by law each
year.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Personne Policiesand Procedures
POLICY/PROCEDURE: Insurance Coverage

DATE: March 1994 NUMBER: 2.61
DATE REVISED: September 2000

The State and the College offer a variety of insurance programs and continudly explore new ways to
improve and manage employee benefits. The primary god isto provide dl employees with qudity hedth
care and other kinds of insurance coverage at areasonable cost. Specific details regarding al forms of
insurance coverage are available from the Personnel Officer. Basic information isincluded below.

Group Insurance

Life Insurance and Hospital and Surgicd Insurance are available under agroup plan to dl
employees of Ozarka College except those who normaly work lessthan 1500 hours per year and
those whose employment is considered seasond or temporary. The Collegeautomaticaly makesa
contribution, subject to annua amendment, and employees’ contributionsare made through payroll
deduction. The employee contribution to Hedlth Insurance may be placed in atax-free deferred
compensation plan under ARCAP. Also, medical and child care may beincluded under ARCAP.
Employee payments and payment schedule may be obtained from the benefits supervisor.
Participation under this plan is voluntary and enrollment must be requested by the employee.

All employees have a basic $20,000 life policy included in the hedth plan and are offered an
optional amount up to a maximum of $100,000 &t term rates. At age 70 benefits are Sgnificantly
reduced.

The specific coverage of the Hospitalization and Surgical coverage is contained in the
brochure on group insurance. An employee is eligible for insurance on the first (1st)
day of the month following employment. If the employee enrolls for insurance on or
before the thirty-first (31st) day following the day of eligibility, the employee will be
insured on the first (1st) of the month following the date of enrollment and no evidence
of insurability is required. However, pre-existing conditions are not covered for twelve
(12) months.

The employee must gpply for insurance within thefirst (1) thirty-one (31) days after employment
to be covered on higher digibility date.



An employee who retires before reaching age 65 may continue the health insurance
coverage in effect at the time of retirement at his or her own expense. Retirees past
the age of 65, until they become eligible for Medicare, may continue the health
insurance coverage in effect at the time of retirement at his or her own expense.

Worker's Compensation

State employees are covered by Worker's Compensation. Coverageis available for job related
injuriesand illnesses. Financid and medica aid isaso avalable.

Unemployment Insurance

In duly, 1973, unemployment insurance was extended to State employees with benefits becoming
availablein April, 1974. Unemployment insurance is designed to asss individuas who become
unemployed through no persond fault. To determine digibility or for further informetion, the
employee should contact the local Employment Security Office directly.

Liahility Insurance

The College maintainsacomprehensve ligbility insurance policy which protectstheCollegein case
of negligence. Thisgpplies only "whilethe employeeis acting within the scope of hisher dutiesfor
the College." It provides bodily injury and property damage coverage to the injured as well as
coverage for lega defense of auit for the College or employee.

Long-Term Disahility Insurance

In December 1993, long-term disability coverage becameavailableto qualified Ozarkaemployees.
This coverage is desgned to assist individuas who suffer a long-term condition which prevents
them from carrying out their job respongibilities. To determinedigibility, benefits, and procedures,
employees should consult the program bookl et.

POLICIESAND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: L egislative Budget Request

DATE: May 1994 NUMBER: 3.00
REVISED: September 2000




The College prepares alegidative budget request as aplan of operation for the legidative funding period.
Thisbiennia budget request isthe forma College financid document and plan which, after gpprovd by the
Board of Trustees, is presented to the Arkansas Department of Higher Education, and ultimately to the
Arkansas Generd Assembly. Theend result of thisrequest isthe authorized budget legidation gpproved by
the General Assembly. This legidation becomes the basis for the internal budget process.

Thelegidative budget document containsgenerd narrative addressing the mission and godsof the College.
A generd history and description of the College are included to assist reeders in further understanding the
budget request.

Thelegidative request for capita funding needs addresses new congtruction, land acquisition, facility repair
and rehabilitation, and mgor equipment acquisition. An introductory summary Statement provides
information concerning each capital request whichis prioritized according to Collegegodsand needs. Data
by project areincluded with pertinent information concerning need, relationship to the srategic plan, other
capital improvement projects, impact on space usage, expected contribution to educationa services, and
cost computations.

The legidative request for operating funds addresses the expenditure estimates by magjor object and
functiond categories dong with estimated sources of income supporting the educationd services of the
College.

Thebiennia budget format isdictated by ingtructionsfrom the Department of Higher Education. Theformat
and presentation of data may be expected to vary to comply with their indructions as well as to
accommodate College management in formulating budget documentation to best present the needs and
objectives of the College.

POLICIESAND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Annual Internal Budget




DATE: May 1994 NUMBER: 3.01
REVISED: September 2000

The College internal budget is prepared on an annua basis. Theinterna budget is a planning document
used to ensure the optimum alocation of Collegeresourcesfor ingtructiona programs and support services.
The process necessarily reflects the consummated legidative budget request in regard to Sate
appropriations and legidative intent relative to sudent fee increases and wage and sdary adjustments.

Current budget development procedures utilize a modified base plus concept. Non-recurring expenditure
budget adjustments (carry forward, etc.) are excluded from the base year. Increases are provided for
added cogt arising from expans on, sdlaries and wages, employee benefits, utilities, |eases, and suppliesand
equipment. Increases are aso provided for program improvement or specia areas of serviceswhich are
consgtent with the overdl College plan considering the established god's and mission.

The budget buildup as well as the find budget composite provides for expenditures by generd object
category. Current generd expenditure objects include salaries/wages, staff benefits, genera suppliesand
expense, unavoidables (utilities and leases), and capita equipment.

Data are solicited from adminigration on dl relevant budget matters.  This includes concurrence with

approved personnd staffing schedules, fringe bendfit programs, exchange of information concerning changes
in unavoidable expenses, aswell asplansfor plant expanson and specid programimprovement needs. The
data are reviewed to ensure compliance with established interna goas and exterrd legiddiveintent. The
expenditure budget must not exceed the established revenue budget which incorporates revenue from

student fees, state gppropriations, and miscellaneous sources. The appropriations amount is the result of

legidative action, while forecasted fees are derived from prior year enrollment and Board- of- Trustees-

approved fee schedules.

After the annuad budget document is reviewed by College adminigiration, it is presented to the Board of
Trustees for gpprova before forwarding to the Department of Higher Education.

POLICIES AND PROCEDURES

OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Retention of Financial Records

DATE: May 1994 NUMBER: 3.10




The College will retain dl origind financid documents for a minimum period of five (5) fiscal years for
reference by Collegefinancid personnd, state, and federa auditors, and other authorized persons. Thefive
(5) year retention period will start with and include the fiscd year last audited. In regard to grants and
contracts, the five (5) year retention period starts when the final financia tatus report is submitted to the
funding agency.

If any litigation, claim, or audit is Started before the expiration of the five (5) year period, the recordsshdl
be retained until dl litigations, claims, or audit findings involving the records have been resolved.

The current year and previous fiscal year are to be retained on Site in the financia areato facilitate repid
retrieval. Thefilesfor years prior may be archived.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Accounting System

DATE: May 1994 NUMBER: 3.11
REVISED: September 2000

Generd Destription

The College operates a fund accounting system. Fund Accounting isamanner of organizing and managing
the accounting by which resources are classfied for financid accounting and reporting.  This is in
accordance with activities or objectives as specified by donors, regulations, restrictions, or limitations
approved by sources outside the ingtitution, or with directionsissued by the Board of Trustees.

A fund is a sdf-baancing group of accounts consisting of assets, liabilities, revenues, expenditures, and a
fund baance. Each fund is separated in the financid records of the College and islimited to aspecific use.
This separation ensures the integrity of the individua funds and provides the necessary fiscd control over
each fund group.

A fund group is divided into two types of funds, Restricted and Unrestricted. Restricted funds are those
fundsthat are provided by donors or externa agenciesfor specific purposes, programs, or departmentsfor
which these funds may be expended. Unredtricted funds are those funds available tothe Collegefor usein
genera operations and which have not been designated by the Board of Trustees for other purposes.

The College operates the following fund groups:

l. Current Funds

. Loan Funds

1. Endowment Funds
V. Plant Funds

V. Agency Funds

Current Funds

The Current Fund group accounts for those economic resources which are expendable for the
purpose of performing the primary mission of the College and which are not restricted by externd
sources or designated by the Board of Trusteesfor other than operating purposes. Thisfund group
contains three (3) basic subgroups.



A. Unrestricted Current Funds (Operations Fund)

The operationsfund accountsfor the generd operation of the Collegein fulfillingitsmisson.
The operations fund has the following: assets, revenue, expenditures, liabilities, and fund
balance.

B. Redtricted Current Funds

Redtricted Current Funds arethose availablefor financing operations, but which arelimited
in use by external agencies and other donorsto specific purposes, programs, or functions.
Thesefundsinclude, but are not limited to, Sponsored Program Funds and Financia Aid.

C. Auxiliary Enterprise Funds

An Auxiliary Enterprise Fund provides a service either directly or indirectly to students,
faculty, or gaff. An objective of the Auxiliary Enterprise Fund is to become sdf-
supporting.  After an Auxiliary Enterprise Fund becomes sdlf-supporting and excess
revenue is generated, this excess can be used to supplement the general operations of the
College.

Loan Funds

Loan Funds account for those resources that are available for loans to students.

Endowment Funds

Endowment Funds are those funds which, by donor stipulation, require the principa of the gift to
remain intact and beinvested for the purpose of generating current and futureincome, which may or
may not be restricted as to purpose.

Plant Funds

The Plant Fund group accounts for new congtruction, repair and rehabilitation of exigting facilities,
retirement of indebtedness, and acquisition of long-term assets.

Agency Funds
Agency Funds accounts for the resources held by the ingtitution as custodian or fisca agent for

students, faculty organization, or governmenta agencies. An Agency Fund conssts of only assets
and liabilities



Thereisaso aseries of Holding Accounts. Theseinclude but are not limited to

General Cash Account - for College cash which reflects activity in the General Bank Account.

Depodtory Clearing - for the collection of revenue sources.

Student Fee Clearing - for the collection of student fees before being distributed to the gppropriate
revenue accounts.

ummary

1 Responsibilities
The Vice Presdent for Finance is charged with the responsbility of completing al financid
transactions in accordance with federal and state laws and guidelines and to maintaining adequate
records for management and audit purposes. All matterswhich involve the exchange of fundswill
ultimately be reflected in accounting records and therefore shall be in compliance with recognized
accounting procedures, including those transactions involving externd grants.

2. Fee Collection
All student fees shall be collected, deposited, and accounted for by the Finance Office.

3. Student Financial Aid

Dishursement of al types of student financid aid shdl be made by the Finance Office after proper
certification of each student's records.

4, Financial Reports

All reports reflecting the expenditure of Ozarka College funds from any source, unrestricted or
restricted, shall be prepared or transmitted through the Business Office.

5. Payroll
All payrolls are prepared on a bi-weekly basis according to time sheets or contractsonfile. Only

those items dlowed by the State will be withheld. Checks are disbursed by the Payroll Officer
every other Thursday.



Grants and Contracts

Grantsand contracts shall be monitored by the Finance Officeto assist in the proper expenditure of
those funds and subsequent submission of correct financia reports.

Cash Management

The Finance Office has the responshbility to ensure that State Treasury and Cash funds are
expended in budget categories asalocated by the State Department of Finance and Adminigtration.
Avalable cash funds shdl be invested to obtain the highest yield possible.

Audits

The Finance Office workswith and providesinformation and records asrequested by various Sate
auditors. Audits are completed by the Legidative Audit Divison of the State of Arkansas.

Fixed Asset Records
The Finance Office maintains complete inventory records on al equipment owned by the College.

Records include date of purchase, vendor, description, cost, and actud location. Any transfer of
equipment to another department must first be reported to the Finance Officefor inventory control.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Student Tuition and Fees

DATE ADOPTED: May 1994
DATE REVISED: Sept. 1994, April 1997, September 2000 NUMBER: 3.20

All students, as a condition for completing registration, are required to pay or to make
arrangement for payment of all feesand charges assessed at registration.

Student Tuition and Fees

Tuition and feesare assessed to assst in the funding of astudent's cost of education. The Board of Trustees
establishes the fee rate schedule each year. The current fees authorized by the Board are:

1 Tuition - Tuition is assessed to dl studentsto assist in supporting the cost of providing a
student's education.

2. Late Registration Fee - This fee is assessed to help cover the extra clerica work
involved in changing or adding classes after the normal registration period.

3. Transcript Fee- Thisfeecoversthecost of producing and mailing officid transcripts. The
first copy requested by a student is provided at no cost.

4, Grade Recording Fee - Thisfeeis pad by a sudent who is awarded credit through
demondtration of advanced skill in aspecific fidd, rather than by taking and completing a
class.

5. Laboratory Fees- Studentsin technical, science, or computer courses are assessed fees
to cover the cogts of expendable supplies.

6. Physical Education Fee - Studentsin physical education classes are assessed afee to
cover the cost of replacing required equipment.

7. Testing Fees - Studentstaking CLEP tests, placement tests, and LPN or PTA licensure
preparatory Assessments at Ozarka College must pay afeeto cover the expense of testing
supplies and adminigtration.



10.

11.

Graduation Fee - Thisfeeisassessed to cover award printing costs and the cost of caps
and gowns.

Arkansas Assessment Fee - Thisfee coversthe costs of the state- mandated assessment
of student academic achievement, in accordance with Arkansas Higher Education
Coordinating Board.

Infragtructure/Technology Fee - This fee is assessed to help cover the costs of
continuoudy upgrading computer services and other technology on the campus.

Drop/Add/Withdraw Fee- Thisfee coverssome of the costsinvolved in updating student
records to reflect changesin enrollment status and aso provides sudents with an officid
record of such changes.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Travd and Per Diem

DATE: May 1994 NUMBER: 3.21
REVISED: September 2000

Ozarka College recognizesthat travel by various staff membersis necessary and/or desirablein order that
the College fulfill its misson. The College's basic trave regulations are issued by the State of Arkansss.

1.

All travd, for which reimbursement by the College is expected, must be approved at least one (1)
working day prior to the proposed travel. Authorization to travel and for reimbursement must be
obtained from their immediate supervisor.

2. No full-time employees shall receive compensation for travel to and from
work.

Reimbursement for travel in private vehicles is computed at the rate established by the state by
using thestandard mileegetable. Vicinity travel mileage may be damed withinthelocationvisited if
Substantial and necessary.

4. Travel reimbursement limitations may be placed into effect at any time
by the College.

The College abides by the following Arkansas regulations governing trave:

a Fines assessed for traffic violations will be the responsbility of the traveer and will not be
reimbursed by the College.

b. Mesdls can only be reimbursed when overnight lodging is required.

C. The maximum daily alowance for medls and lodging will conform with the current state
policy.

d. Reimbursement is to be daimed for actua expenses for meds and lodging within the
limitations set by law and the maximum must not be claimed unless actua expendituresfor
such purposes were actudly made. The College does not provide a "per diem," only
reimbursement for actud expenses up to the maximum alowance.



Travel expensesincurred in border areas, such as Memphis or Texarkana, are defined as
indate travel.

When privately-owned motor vehicles are used for authorized travel on College business,
the owner can dam reimbursement a the approved state rate. The maximum milesge
dlowed will be determined by the shortest mgor highway route. Any vicinity mileage
clamed should be listed separately from the "to and from™ mileage onthe TR-1Form. If
morethan onetraveer istrangported in the same vehicle, only the owner can dammileage
reimbursement. The College assumes no responghility for any maintenance, operationa

cog, accidents, fines, or tollsincurred by the owner of the vehiclewhile on officid business
for the State.

If a privately-owned arplane is used for officid business of the College, the rate for
reimbursement will be equa to the date rate for automobile travel with mileage to be
determined by the shortest mgor highway route.

Collegeoil company credit cardsmay be used only for gasoline, oil, and emergency repairs
to College vehicles. They may not be used to pay for meds, lodging, or commercia
cariers.

Reimbursement will be dlowed to pay for necessary locd telephone calson thetraveler's
room bill, regigtration fees for workshops, conventions, etc., and taxi fares or limousine
sarviceif traveler presentsreceipts with TR-1. No reimbursement will be dlowed to any
traveler for entertainment, tips, vaet services, flowers, laundry, and the like.

For out-of-gaetrave when traveling by ether aprivately- owned automobile or aCollege-
owned vehicle, reimbursement for mealsand lodging shdl belimited to actud expenditures,
not to exceed the established state rate provided 350 or more miles are traveled per day.
For example, a trip covering 1400 miles alows the traveler to be reimbursed for a
maximum of four (4) days while traveling to degtination.

Each travder must complete dl clams for travel, and payment will be made only to the
traveler who incurred the expense, even though ancther traveler may have actudly paid for
theitem. A good example involves two College employees sharing aroom and only one
paying the entire amount. Each person must dlam his’her share on the TR-1.

All necessary forms and copies must be properly completed or the processng of travel
gpprova or reimbursement will be delayed.

The traveler will be held directly responsible for abuse of any of these provisons. Any
questions concerning policy should be directed to the Vice President for Finance.



The Collegeisredtricted by the State of Arkansasrulesand regulationsregarding reimbursement of
expenses incurred during travel on College business.

Authorized representatives of the College may be permitted to travel in response to and on behalf
of the College'sbusinessin accordance with pertinent laws and regulations. Careshdl beexercised
that necessary, and approved, travel shall be performed in the most economical and appropriate

manner, and pooling of transportation for a number of individuas with smilar destinations is
required.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Purchasng

DATE: May 1994 NUMBER: 3.22
REVISED: September 2000

Introduction

1. Authorized Officials

The Presdent and the Vice Presdent for Finance, or their designeg(s) are the only employees
authorized to obligate funds of the College. The Vice President for Finance serves asthe College
Purchasing Officid.

2. State L aws and Regulations

All State laws and resulting regulations gpply to the College, and, therefore, procedures for
procuring needed services, supplies, and equipment must be in conformity. Bidding requirements
vary by the tota amount of the purchase and type of procurement.

3. Pur chase Request

A purchase request must be used to request the purchase of needed supplies, equipment, and
services. Employeesdesiring to review new materias on approva must dso completethe purchase
request. Ozarka College purchase orderswill not beissued "after thefact” if proper approvd has
not been first obtained, and the employee will be persondly responsiblefor thefinancid obligation.
No purchase requests should be authorized without first determining if sufficient budgetary unit
fundsare avalable.



Office Supplies

The condtitution of the State of Arkansas specifically mandates that al office supplies including
printing shal be bid by the office of State Purchasing in Little Rock and awarded to vendors who
will sarvice the entire sate. Because of this, the College receives a congderable discount on
needed items, but the delivery timeisgenerdly longer than if ordering directly from the manufacturer
or aloca retailer. Therefore, employees should plan ahead and notify the Finance Officeasfar in
advance as possible for anticipated needs if large quantities are required.

Definition of Equipment

Any item which costs less than the current approved rate by the State of Arkansas and has alife
expectancy of two (2) years or more is classfied as equipment. Components that each cost less
than the amount alowed by law but make up a set which costs more than the amount alowed by
law in total and has alife expectancy of two (2) years or more may be considered equipment.

Petty Cash

Emergency itemswhich are not listed on Statewide Purchasing Contract, and which cost lessthan
$25 may be purchased fromaloca vendor by theemployeeand later reimbursed through the Petty
Cash Fund housed in the Finance Office. Receipts must be presented for reimbursement.

Conaultants

When the services of aperson or firm outside the College are needed and the total amount for fees
and expenses exceed what isalowed by state law, a Professiona Consultant's Services Contract
must be completed through the Office of the Vice President for Finance and subsequently approved
by the President. Certain contracts must aso be approved by State Building Services and/or the
Legidative Council. Theapprova processand timing are complex, and often up to two (2) months
is required for the find approval. For those contracts less than what is dlowed by date law, a
purchase order will suffice. The guiddinesfor consultants contracts change periodicaly; therefore,
the Vice Presdent for Finance should be contacted before making any plans which include the
services of aconsultant.

When in doubt about any purchasing procedures, the employee should check with the
Vice President for Finance.

Congtruction



10.

11.

Any major construction project requires the approval of the Board of Trustees as well
as State Building Services. The President and the Vice President for Finance shall
administer progress of the work.

Ordering New Materials

New materials may be acquired by completing a purchase request and routing it to the Vice
President for Finance or designee for processing.

Occasiond purchase of materials may be done locdly by the ingtructor or staff member in

emergency Stuations, but may not be donewithout aprevioudy approved purchase order number
and appropriate Sgnatures on apurchase request. Standard office suppliesare generdly obtaingble
only through Arkansas State Purchasing and are not to be purchased locdlly.

The Finance Office is not authorized to make purchases for any individua or nonCollege
organizetion.

All expenditures must bewithin gpproved budget alocations except for those specifically authorized
by the Department of Higher Education.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Student Refunds

DATE: Sept. 1994 NUMBER: 3.23
REVISED: September 2000

Refunds of tuition are normaly made according to the following schedules:

Before first clasS MEEIING. .......coiiiieeie e 100 percent
First tWO WEEKS OF SEIMESEN .....c.ee ettt r e n e e sneenes 75 percent
Third and fourth WeekS Of SEMESLEN .........coiiiieee e e 50 percent
ATLEN FOUMN WEBK ...t No refund

Refunds will be made to Federd Financia Aid Programs according to the following priorities: 1) Federd
Family Education Loan Program, 2) Arkansas Student Assistantship Grants, 3) Pdll Grants.

However, sudents who are atending Ozarka College for the first time and who are digible for Title IV

financid aid programs may receive arefund of apro-ratashare of ther tuition if they withdraw from aclass
or classes, thereby causng their enrollment status to fal below full-time. Therefund is gpplicable through
the tenth week of thefirs semester in which the sudentsare enrolled. After thefirst semester of enrollment
at Ozarka, all sudentswill be governed by the preceding schedules.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Endowment Management

DATE: December 1998 NUMBER: 3.24

The Board of Trustees works in cooperation with the Ozarka College Foundation to assure the prudent
investment, preservation, and use of any endowment funds accruing to the College?s benefit. Inkeeping
with that responghility, the following policies are established:

16.

17.

18.

19.

20.

21.

Acceptance or non-acceptance of any gift or bequest to establish or enhance an endowment requires
action by theBoard of Trustees. Donors must complete asigned Standard Donor Agreement before
such action will be placed on a Board agenda.

The Chair and the Secretary of the Board of Trustees (or their designees from among the other
members of the Board of Trugtees) shdl serve on an Investment Committee which aso includestwo
(2) members of the Foundation Board who are knowledgeabl e about investmentsand the Chief Fiscal
Officer of the College. The President of the College will serve as a non-voting ex officio member of
the Committee.

The purpose of the Investment Committee will be to develop and manage an investment Strategy,
acceptable to both the Board of Trustees and the Foundation Board, which appearslikely to protect
and enhance the value of the endowment.

The Board, in consultation with the Foundation Board, may delegate day-to-day responshbility for
fund adminigtration to one or more officers of the College.

The Board of Trustees shdl take no action in regard to the endowment which will result in apersond
financia benefit to amember of that Board, the Foundation Board, the Investment Committee, any
College employee, or any member of the immediate family of the aforementioned individuds.

The College Finance Office will account for al endowment funds, subject to the annud Legidative
audit. This Office will maintain accurate records identifying donors, amounts and dates of gifts,
purpose of gift, and limits on investments or uses and will prepare and file dl required sate and
federd tax returns.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Facilities - General

DATE: May 1994 NUMBER: 3.30

It shall be the policy of the College to provide adequate facilities for ddlivery of its educationa programs.
To further this philosophy it is necessary to maintain afoca point where information pertaining to facilities,
property, and equipment will be readily available to asss in decison making regarding this area of
respongbility. Datashdl include, but not be limited to, acquigtion, disposd, trandfer, utilization, inventory,
and safety, and be under the direction of the Vice President for Finance.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Safety Officer

DATE: May 1994 NUMBER: 3.31
REVISED: September 2000

It shdl bethe policy of the Collegeto conform to the provisons of the Occupationa Safety and Health Act
as they apply to the operations of the College and specificdly to maintain aworkplace free from hazards
that might cause desth, serious physical harm, or diseases in connection with work performed.

The Vice Presdent for Finance, in the capacity of Safety Officer, shdl have the authority for adminigtration
of Safety and Health Regulations as stipulated by the Occupationd Safety and Hedlth Act of 1970. It shall
be the respongbility of the Safety Officer to ensure that conditions in al College facilities conform and
adhere to the conditions established by al appropriate regulatory bodies.

The College Safety Officer shal interpret, or causeto beinterpreted, dl provisonsof gpplicableregulations
and shdl be empowered to enforce such regulations in the name of the College.

See dso BPPM 2.44 and 3.34.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Use of College Facilitiesfor Other than
College Activities

DATE: May 1994 NUMBER: 3.32
REVISED: September 2000

Gengrd

College facilities may be used for other than College activities by nonCollege persons, groups, or
organizations when such use is deemed in the best interests of the College and the local community.

Governing Conditions

Respongibilities

Procedure



Reservation of College facilities for certain non-College uses and/or by non-College requesters must be
approved by the President, or designee. Approva of the function does not necessarily guarantee that the
function can be scheduled at the time and place requested. Space availability will be checked and cleared
as soon as possible.

The use of College facilities by outside groups for nonCollege activities must be in accordance with the
overal misson of the College as specified and is subject to gpprova by the President.

A fee may berequired of for-profit users not affiliated with the College. Thedeposit feg, if required, must
be submitted to the Finance Office according to an agreement made at thetime the facilities are scheduled.

1. Liability Insurance

Ozarka Callege will not be held respongiblefor any injuriesto outside users. Damage to the property
of the College during the use of any facility is the respongbility of the user.

2. Normal Daysand Hours

Collegefacilitiesarenormally availablefor use 7:30 am. to 9:00 p.m. Monday through Friday, except
during some holiday periods. The President may approve other days and times.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Emergency Closing of College Facilities

DATE: May 1994 NUMBER: 3.33

When emergency conditions exist because of inclement westher or other reasons, all or part of the College
facilities may be closed under the authority of the Presdent by taking either of the following actions,
depending on the severity of the emergency:

1. Cancdlation of Classes - Under thisdetermination, the staff, unlessindividually advised, is expected
to report for and remain on duty. Faculty may be required to make up cancelled classes at alater
time

2. Closing of Facility - Under thisdetermination, the facility will beclosed. Thisdeterminationincludes,
but is not limited to, the cancellation of classes. Staff and faculty are not expected to report for work
or remain on duty unlessindividually advised to do so.

The decision to close or cance classes will be made only after dl available sources of informéation are
researched. After adecision hasbeen madeit isimportant that al concerned students, staff, and faculty be
notified as expediently as possible.

In the absence or unavailability of the President, the decision to close or cancel classes will be made in
consultation with and in the order of authority of the following:

Vice Presdent for Finance
Vice Presdent for Academic Affairs
Vice President for Planning and Assessment

Closing and cancellation procedures are available for dissemination as appropriate.

Seedso BPPM 2.23.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Campus Security

DATE: May 1994 NUMBER: 3.34

The President has designated the Vice President for Finance as Chief Security Officer. Generd campus
security services and watchman functions are provided during College operationd hours.  The
security/watchman services are based on the philosophy that students, employees, and campusvisitorsare
encouraged to be responsible for their own security and the security of others.

Locd and statelaw enforcement personnd are, by invitation, respongble for enforcement of local and Sate
laws on campus. Incidents, including accidents, involving local and date laws are to be referred to the
gopropriate loca authorities for digposition by the Chief Security Officer.

Any event involving campus security, induding on-campus accidents which may or may not result in
persona injury to person or property, shall be reported to the Chief Security Officer or the Presdent as
soon as possible.

Seedso BPPM 2.44 and 3.31.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Guiddinesfor Law Enforcement Contacts

DATE: May 1994 NUMBER: 3.35
REVISED: September 2000

Purpose

Ozarka College is an educationd indtitution which attempts to serve the many educationd needs of its
cientde. It istheintention of the College that this process go uninterrupted to the extent possible.

Pdlicy




POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Parking Regulations

DATE: May 1994 NUMBER: 3.36
REVISED: September 2000

Ozarka Collegeis an open-parking campus. Exceptionsto thisrule are:

A. No Parking Zones

B. Loading Zones

C. Service Aress

D. Reserved Spacesfor Vistors
E Handicapped Spaces

Vehicles should be parked within designated parking boundaries and in no case overlep into or onto a
roadway or crosswak. Parking in any manner as to impede the norma flow of vehicular or pedestrian
traffic is not alowed.

Vehicles parked in unauthorized parking areas, blocking or impeding the normad flow of vehicular or
pedestrian traffic or creating an unsafe condition will beissued aparking violation ticket and may betowed
away a the owner's expense.

In dl instances, respect for the rights of others should be exercised.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: L oan of College Property

DATE: May 1994 NUMBER: 3.40

In rare instances it may be gppropriate to grant individuas and/or groups use of College equipment or
physica property for non-College activities. In those events, it must be properly checked out and
authorized.

College staff must request use of equipment or physica property through their immediate supervisor for
approva by the Vice Presdent for Finance or the President.

Community groups or individuds must Sgn the Equipment Checkout List and complete a Property Loan
Reguest and be approved by the Vice President for Finance or the President.

Any individua or group who isloaned temporary use of College property will be required to reimbursethe
Collegefor any lossor damageto the property borrowed. Amount to be reimbursed will be determined by
the replacement cost at current market value as determined by the Vice President for Finance.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Disposal of College Property

DATE: May 1994 NUMBER: 3.41

The College mugt follow certain guidelinesfor disposa of dl property from inventory. The Finance Office,
according to the State A ccounting Procedures Manua, processesinventory rdleaseforms. Any equipment
or property that isto be sold or that has been logt, stolen, or destroyed should be reported to the Finance
Office.






POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Finance and Administration
POLICY/PROCEDURE: Keys

DATE: May 1994 NUMBER: 3.42
REVISED: September 2000

Staff will be issued appropriate keys for the buildings to which they need access. If additiona keys are
needed, staff may make request to the Vice President for Finance.

All keys mugt be returned upon resignation or termination of employment during the exit interview as a
condition of recaiving any find pay.

Unauthorized duplication of keys by any employee will result in disciplinary proceedings.
POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Principles to Guide Curriculum Reform
and Development
DATE: May 1994 NUMBER: 4.00
REVISED: September 2000

To enable the College to offer occupational, technical, and transfer education supportive of the
rapidly changing needs of its students and area employers, the College will be guided by the
following principles in the review and reform of current curricula and development of new
curricula.

PRINCIPLES FOR DEGREE AND CERTIFICATE PROGRAMS

1. Certificate and degree curricula will follow guidelines set forth by the College and, to
the extent possible, those established by the National Council for Occupational
Education, the American Association of Community Colleges, and the Commission on
Institution of Higher Education of the North Central Association of Colleges and
Schools.



Degree programs will be based on recognized academic disciplines.

Certificate programs will be occupationally specific and will have their own objectives.
They are not necessarily one-half of an A.A.S. program.

Degree and Certificate curricula will be developed using specific objectives and
performance standards, recognizing that the College is an open-access institution.

Ozarka provides core classes to instill general education knowledge, skills, and
attitudes which are then reinforced throughout the academic and technical curriculum.
The goal of general education is to give students the ability to:

a. Communicate accurately and convincingly in written, spoken, and nonverbal
forms;

b. Apply perspective, collect relevant information, and weigh evidence to
develop solutions to the problems and complexities of life;

c. Understand physical and cultural history as shaping the present and pointing
to the future;

d. Discover and modify ideas, drawing on the best that humanity has
produced,;

e. Apply higher-level mathematical reasoning and the scientific method to
solve both physical and social problems;

f. Use technology to discover, organize, and manage knowledge for
academic, personal, and vocational purposes; and

g. Recognize and appreciate global multicultural viewpoints.

The general education core requirements are consistent with Ozarka's mission to
encourage development of academic, technical, economic, social, cultural, and global
awareness skills that lead to a positive, productive, and fulfilling life in an ever-changing
world. Requirements vary from 6 to 44 hours, depending on whether a studentisin a
technical certificate program, an Associate of Applied Science degree program, or an
Associate of Arts degree program.

Certificate programs will incorporate a general education curriculum designed to
provide each student proficiency in communication skills and mathematics.



10.

11.

12.

A.A.S. programs will incorporate one or more technical specialties. The courses
included in each technical specialty should be designed to provide the technical
foundation of knowledge and skills within a specific field needed to become gainfully
employed in that occupation and to continue learning in that field.

Certificate and Degree programs should incorporate a reasonable amount of flexibility
in allowing the College to meet unique needs.

Certificate and A.A.S. Degree programs should allow for the incorporation of the needs
of the workplace in the development and implementation of the curriculum.

Acceptance into a Degree program presumes proficiency in basic academic abilities
and technical skills at a level commensurate with college-level study.

Acceptance into a Certificate program presumes proficiency in the skills of reading,
writing, and computation appropriate to the occupational program.

Programs should be designed to encourage articulation with other institutions and their
programs both upon entry and upon exit from Ozarka College.

PRINCIPLES FOR CERTIFICATES OF PROFICIENCY AND SPECIAL SHORT
COURSES

13.

14.

For courses to be offered for academic credit, they must be related to the basic
mission of Ozarka College.

Certificates of Proficiency are awarded for planned sequences of credit courses,
totaling 7 to 16 credits that train students for specific occupations.

PRINCIPLES FOR CONTINUING EDUCATION

15.

Courses which are not directly related to the basic mission of the College may be
offered on a continuing education or community service basis and not for academic
credit.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Guidelines for Degree and Certificate
Programs
DATE: May 1994 NUMBER: 4.01
REVISED: September 2000

General curriculum guidelines provide a basic framework for the development of all College
degree and certificate programs.

To comply with the requirements of BPPM 4.00 the following standards are established for the
Technical Certificate, the Associate of Applied Science Degree, and the Associate of Arts
Degree:

T.C. A.A.S. AA.
Credits Credits Credits
General Education
English/Speech 3 6 9
Mathematics 3 3 3
Social Sciences 0 3 15
Life/Physical Sciences 0 0 8
Humanities 0 0 7
Computer Science 0 3 0
Physical Education 0 0 2
Subtotal, General Education 6 15 44
Technical or Transfer Education
Specialty Curriculum 24-30 45-57 18
TOTAL CREDIT HOURS 30-36 60-72 62

The Technical Certificate in Practical Nursing requires a total of 56 credits in order to meet the
requirements of the Arkansas State Board of Nursing. This program requires three semesters
for completion. Other Technical Certificate programs require two semesters.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Developmental Education Program

DATE: May 1994 NUMBER: 4.02
REVISED: September 2000

Purpose

The Developmental Education Program includes courses and services to develop and
refine basic academic skills such as reading, writing, communication, mathematics, and
problem solving. Basic academic skill courses, tutoring, and work in the Learning Laboratory
strengthen academically deficient students to prepare them to meet general education course
entry requirements.

Policy

The College assumes within its mission the responsibility to offer basic academic skills
instruction and services designed to assist students in gaining the skills and knowledge to
succeed in their program of study and enter the job market or pursue further higher education.
When a student demonstrates through diagnostic testing or classroom performance that he or
she does not possess the basic skills and knowledge necessary to complete the desired
course or program successfully, that student will be enrolled in a developmental education
course or courses. In some cases, students may be advised to complete preparatory work in
the Learning Laboratory before entering into formal coursework.

Procedures

Services provided include diagnostic testing and assessment, tutoring, computer-aided
instruction, academic advisement, financial aid counseling, and career counseling. The
College identifies academically deficient students through testing or assessment and
recommends their proper placement into courses that will best prepare them to pursue and
successfully complete their program of study. Tutorial services and computer-aided instruction
are provided in the basic skills subject areas. Academic advisement is available to students
to ensure appropriate course placement. Financial aid counseling is provided to students to
ensure their understanding of becoming a financial aid recipient. The College provides career
counseling to potential students and to current students to assist them in making program and
career choices that are realistic and congruent with their interests and aptitudes.



Developmental education courses carry no credit and meet no requirements of the Associate
of Arts degree or any baccalaureate degree. Completion of a specific course may, however,
satisfy a requirement for a certificate or Associate of Applied Science program. Students
should consult the Ozarka catalog and their academic advisors for specific program
requirements. Developmental education courses are provided through traditional classroom
instruction, individualized instruction, and computer-aided instruction.

Developmental education instruction contributes to the credits and courses for determining
student status for most financial aid programs.

See also BPPM 4.10 on Institutional and Student Assessment.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Program Review and Development

DATE: May 1994 NUMBER: 4.03
REVISED: September 2000

Ozarka College shall abide by all rules and regulations as set forth by the State of Arkansas
and the Arkansas Higher Education Coordinating Board as they relate to program review and
development.

Arkansas Code Annotated (ACA) of 1987 6-61-208 charges Arkansas Higher Education
Coordinating Board with the responsibility to "request, receive, evaluate, and approve
proposals for all new units of instruction, research, and public service, consistent with
established role and scope designations."

Under section (2)(B) of ACA 6-61-208, the AHECB is not required to consider every program
modification or initiation, but must establish a system whereby program modifications of all
types may be monitored and under which the term new unit of instruction, research. or public
service is explicated. These criteria are under constant scrutiny and review. Criteria in effect
at the time of program proposal submission will be followed.

State law requires that the AHECB consider no new program proposal that has not been
formally approved by the President and Board of Trustees. Compliance is ensured by a
comprehensive review by the Faculty Council/Curriculum Committee, the President, and the
Academic Affairs Committee of the Board prior to submission to the full Board.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Maintenance of Master Course Inventory

DATE: May 1994 NUMBER: 4.04
REVISED: September 2000

The College master course inventory is the official list of all courses offered by the College.
The inventory defines the courses for which students may register and for which grades are
recorded on student records. The master course inventory is maintained by the Registrar.

Procedures

1.

Adding degree-credit, general education, and transitional education courses to the
course inventory is accomplished through the Curriculum Committee and the Faculty
Council. Any person proposing a new course or program must submit to the
Curriculum Committee a proposal which includes course objectives, a topical outline,
suggested texts, and suggested instructional materials, along with a rationale for the
course. If a course is approved by that body, it is then submittedto the Faculty Council
for approval. The proposal then goes to the Vice President for Academic Affairs for
presentation to the Administrative Council, which determines if the proposed course or
program is feasible in terms of cost and staffing. If the course is authorized, the
Registrar then adds it to the master course inventory.

Agency Determined Programs (ADP) Courses

ADP courses are those in which the content and structure of the course are determined
primarily in response to external agencies. They can be single courses or a sequence
of several courses, leading to a specific outcome. ADP courses are added to the
course inventory in the same manner as described above.

Course Syllabi




1. Identifying material: course title, course number, location, semester, instructor,
college phone number, and college fax number.

2. Office hours, office location, email address (can be obtained from Director of
Computer Services), and Ozarka’s web page address or the course web page
address.

3. Course description: the description found in Ozarka’s Catalog.

4. Rationale: why the class is being offered, why such classes exist.

5. Prerequisites: what courses must be taken or skills mastered to succeed n

this class. If there are no prerequisites, this should be stated.
6. Textbook and other required materials.

7. Student outcomes: the concepts, skills, knowledge, etc., students should have
after successful completion of this course.

8. Methods of instruction: how information will be presented, e.g., lecture,
discussion, hands-on activities, etc.

9. Evaluation: how the grade is determined.

10. Grading scale. College grading should reflect the quality of performance and
achievement of competency by students who complete one or more courses.
Although Ozarka College does not required fixed grade percentages in
individual classes, equitable grading requires certain rough proportions which
should, in normal cases, approximate the normal grade curves. See BPPM
4.20 and 4.31.

11. Academic dishonesty policy. See BPPM 4.34.

12. Make-up policy. See BPPM 4.35.

13. Attendance policy. See BPPM 4.33.

14.  Disability clause.

15.  Special needs.

16. Important dates: test dates, assignment due dates, drop dates, withdraw dates,
college breaks, etc. should be listed.



Providing a schedule of daily assignments, material to be covered, tests, deadlines for
reports, papers, projects, etc., as an addendum, would be helpful if the course lends itself to
such a schedule.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Program Evaluation

DATE: May 1994 NUMBER: 4.05
REVISED: January 1997, May 1998, Sept. 2000, May 2001

Purpose

The purpose of program evaluation is to provide accountability measures for the instructional
process of the College and to improve the quality and productivity of technical and transfer
education offered by the College in fulfillment of its mission.

Scope

Program evaluation primarily serves the internal need of the College to assess its instructional
process. It also assists, however, in meeting the requirements of external agencies (such as
programmatic accrediting agencies, AHECB, and NCA) for evaluation. To the extent possible,
internal evaluation procedures will support and assist with evaluation by external agencies,
with the College integrating as many requirements as possible to minimize data collection and
reporting.

Program evaluation offers opportunities for faculty, staff, and administrators to participate in
the improvement of education offered at the College. For College administrators, the system
identifies perceived strengths as well as areas needing improvement within programs, thus
enhancing effective planning and resource allocation.

Annual in-depth evaluation of every program is neither possible nor necessary. The College
will instead concentrate efforts where attention is most needed, avoiding unnecessary
evaluation of programs which are basically effective. Each program will, however, undergo
comprehensive review in keeping with an established schedule.

Procedure

Review Criteria

Each instructional program will be evaluated regularly by the Vice President for Academic
Affairs using fourteen specified criteria and focusing on the fall and spring semesters. Data

necessary for evaluation will be collected throughout the school year beginning at least three
years in advance of scheduled program review.



The screening criteria follow:

22.

23.

24.

25.

26.

27.

28.

Faculty Credentials - All faculty must meet the same credentialing requirements
whether they are part-time, full-time, on-campus, or off-campus. All relevant
degrees must have been earned from accredited institutions of higher
education. Persons teaching in a Certificate of Proficiency or Technical
Certificate program should have at least an associate degree or certificationby
a national credentialing organization in the trade or profession. Persons
teaching in an Associate of Applied Science degree program should have at
least a bachelor’'s degree. Persons teaching in the Associate of Arts degree
program (or teaching transferable courses within any technical program) should
have at least a master's degree. The only exceptions should be for persons
providing laboratory or clinical instruction under the oversight of a fully-qualified
faculty member.

Professional activity - Faculty members are expected to participate in at least
two professional development activities each year. Examples include formal
on-campus workshops; workshops and seminars offered at the state, regional,
or national level; summer employment related to the teaching area; and
enrollment in for-credit courses related to the teaching area.

Number of faculty - The number of full-time-equivalent faculty teaching in the
program shall be sufficient to support the College’s goal of a FTE student: FTE
faculty ratio of no more than 25 : 1.

Hours in the major and the program - Hours in each major and program will align
with recommendations of the Arkansas Higher Education Coordinating Board.

Advisory Committee and Curriculum Committee recommendations - Curricular
change will reflect Advisory Committee input, where applicable, and
consultation with the College’s Curriculum Committee.

Frequency of course offerings - Courses will be offered frequently enough to
allow students to complete programs within standard time periods: one
semester for Certificates of Proficiency, one year for Technical Certificates
(except three semesters for Practical Nursing), and two years for Associate
Degrees (except for courses with the CJL prefix, which are recorded as
students complete requirements and are not normally taught as part of the
regular schedule).

Library holdings - Students and faculty will find library holdings adequate to
support instructional needs of each program, as indicated on annual Student
and Employee Opinion Surveys. As part of the review process, the library will
provide a list of resources related to the program under review and indicate the
number of items added to the collection in each of the last three years.




29.  Eacilities and equipment - Students andfaculty will find facilities and equipment
adequate to support instructional needs of each program, as indicated on
annual Student and Employee Opinion Surveys. As part of the review process,
programs will provide a description of facilities and equipment related to the
program under review and indicate any changes or additions during the past
three years.

30.  Number of majors - An unduplicated headcount of majors for each of the three
preceding years will show stable or growing enroliment.

31. Number of graduates - All programs will meet the productivity standard of at
least three graduates per year, as set by the Arkansas Department of Higher
Education.

32. Assessment of student learning - An assessment program using multiple
measures will evaluate student learning outcomes. Elements may include
standardized tests, licensure rates, course evaluations, alumni surveys,
employer surveys, holistic grading of essays, pre- and post-testing, and other
components as determined by the faculty.

33.  Transfer/placement effectiveness - The percent of freshmen who, by the next fall
after their initial enroliment, transfer will meet or exceed the state average for
two-year colleges. At least 50% of Associate of Arts graduates will enroll in a
senior institution the year following gaduation. At least 65% of technical
program graduates will be employed in their field of study within a year of
leaving Ozarka.

34.  Alumni satisfaction - Graduates will indicate a high degree of satisfaction
with their program, with at least 80% positive responses to program-specific
survey questions.

35. Employer satisfaction - Employers of technical program graduates will indicate
a high degree of satisfaction, with at least 80% positive responses to program-
specific survey questions.

These evaluative criteria collectively serve as screening indicators to identify any problem
areas within programs. Accordingly, whenever program review reveals any problems, that
program will develop a Program Improvement Plan.

Program Improvement Plan

The purpose of the Program Improvement Plan (PIP) is to explore reasons for the results
obtained in Program Review and, where appropriate, identify strategies for correcting
deficiencies.



The purpose of the PIP is to strengthen programs and--ultimately--the College. We believe
that this can happen when administrators provide active support, faculty display a willingness
to change (teaching practices, curriculum or course content, job responsibilities, e.g.,
participating in recruiting, fund-raising, etc.), and staff recognize that some programs may
need continuous support.

The process begins with formation of a PIP Committee, which should include 1) up to four on-
campus faculty teaching in the program, whether full-time or adjunct, 2) the Vice President for
Academic Affairs, 3) the Director of Student Services/Registrar, and 4) other knowledgeable
persons, such as Advisory Committee members, employers, etc., as necessary.

This Committee has several responsibilities, including 1) meeting regularly, 2) keeping
minutes, 3) developing a plan of corrective action, including implementation dates, costs, and
responsible personnel, 4) overseeing implementation of the plan, 5) monitoring results in
relation to curriculum revision, faculty development, recruiting, retention, and cost containment,
and 6) recommending program continuation or closure.

Any corrective action needed will be implemented as soon as possible, and the PIP
Committee will monitor the process during the next academic year. By the spring semester,
the PIP Committee will report to the President whether 1) the program is making adequate
progress and monitoring can cease, 2) insufficient progress has occurred and further
monitoring is recommended, or 3) the program should be closed. In closing a program, the
College will take into consideration any measures needed to allow all currently enrolled
students to complete graduation requirements. The PIP Committee will be dissolved when the
program has met its identified goals or has been slated for closure.

Review Schedule
All programs will be reviewed at least every five years, with those evaluated by an outside

agency reviewed in connection with that agency’s schedule. Because General Technology is
a cognate program, it is not subject to separate review.



1999-2000

2000-01

2001-02

2002-03

2003-04

2004-05

2005-06

2006-07

2007-08

2008-09

Program

Physical Therapist Assistant
Certified Nursing Assistant

Business Technology

Medical Transcription
Licensed Practical Nursing

Automotive Service Technology
Certified Nursing Assistant

Culinary Arts
Criminal Justice Leadership

General Studies

Licensed Practical Nursing
Certified Nursing Assistant
Physical Therapist Assistant

Business Technology

Medical Transcription
Certified Nursing Assistant

Automotive Service Technology

Licensed Practical Nursing
Certified Nursing Assistant

Culinary Arts
Criminal Justice Leadership
Certified Nursing Assistant

General Studies
Physical Therapist Assistant

Licensed Practical Nursing
Certified Nursing Assistant

Award

Associate of Applied Science
Certificate of Proficiency

Associate of Applied Science
Technical Certificate
Associate of Applied Science
Technical Certificate

Associate of Applied Science
Technical Certificate
Certificate of Proficiency

Technical Certificate
Associate of Applied Science

Associate of Arts
Technical Certificate
Certificate of Proficiency

Associate of Applied Science

Associate of Applied Science
Technical Certificate
Associate of Applied Science
Certificate of Proficiency

Associate of Applied Science
Technical Certificate
Technical Certificate
Certificate of Proficiency

Technical Certificate
Associate of Applied Science
Certificate of Proficiency

Associate of Arts
Associate of Applied Science

Technical Certificate
Certificate of Proficiency



INSTRUCTIONAL PROGRAM REVIEW

Program: Evaluation Year:

CRITERIA 1, 2, and 3- FACULTY CREDENTIALS, PROFESSIONAL ACTIVITY, AND FULL-TIME EQUIVALENCY

Please attach a table showing all faculty teaching in the program during the last three years, number of credit hours
taught, degrees/certifications earned, and degree- or certification-granting institution. For each year, calculate the
number of FTE faculty (hours taught per year/30).

CRITERION 4 - HOURS IN MAJOR AND PROGRAM

Required/Technical Core Hours Elective Hours Total Hours in Program

Have the hours changed in the last 3 years? No Yes (explain briefly)

CRITERION 5 - COMMITTEE RECOMMENDATIONS

Please attach a summary of Advisory Committee (where applicable) recommendations for the past 3 years. Also
provide a summary of curricular changes the program has taken to the Curriculum Committee and the resulting
actions.

CRITERION 6 - FREQUENCY OF COURSE OFFERINGS

Please attach a table showing how frequently each course in the program has been offered in the past three years.

CRITERION 7 - LIBRARY HOLDINGS

Please attach a list (available from the librarian) of all holdings related to your program. Number added in the last 3
years:

Yrl Yr2 Yr3
Student satisfaction with holdings Faculty satisfaction with holdings
Yrl Yr2 Yr3 Yrl Yr2 Yr3

CRITERION 8 - FACILITIES AND EQUIPMENT

Please attach a description of the facilities used by the program. Include number and size of offices, classrooms, and
laboratories, seating capacity, and locations. Also summarize the type and amount of equipment available for faculty
and student use. Indicate any changes or additions in the past three years.

Student satisfaction with equipment Faculty satisfaction with equipment

Yrl Yr2 Yr3 Yrl Yr2 Yr3

CRITERIA 9 and 10 - NUMBER OF MAJORS AND GRADUATES
Per Year: 1st Prev  2nd Prev 3rd Prev

Majors

Associate Degree




Technical Certificate

Certificate of Proficiency

CRITERION 11 - ASSESSMENT OF LEARNING
Please attach a list of assessment instruments used by the program and a summary of outcomes.
CRITERION 12 - TRANSFER/PLACEMENT EFFECTIVENESS
Please complete the appropriate items.
Per Year: 1stPrev  2nd Prev 3rd Prev

Freshman who transferred

AA graduates who transferred

AAS graduates placed in field

Technical Certificate graduates

Cert. of Proficiency graduates

CRITERIA 13 and 14 - ALUMNI AND EMPLOYER SATISFACTION

Please complete the appropriate items, referring to the program specific section of any Alumni and Employer Surveys
completed in the last three years.

s

Alumni satisfaction rate

Employer satisfaction rate

FOR COMPLETION BY VICE PRESIDENT FOR ACADEMIC AFFAIRS
The following criteria have not been met:

Recommendation:

Members of PIP Committee:



Vice President for Academic Affairs Date

POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Use of Adjunct Faculty

DATE: May 1994 NUMBER: 4.06

Purpose

Ozarka College demands instructional quality and academic integrity in its various curricula and
programs. Itis understood that these are generally best achieved through the hiring of a highly
qualified full-time faculty. Ozarka recognizes, however, that under certain conditions the hiring
of adjunct faculty can best serve the College in achieving its mission.

Policy

It is the policy of Ozarka College that to protect instructional quality and academic integrity
adjunct faculty members must meet at least the minimum requirements for academic
credentialing of full-time instructors in the teaching field. It is a goal of Ozarka College that
adjunct faculty teaching on campus should constitute no more than one-half the total faculty
teaching on campus.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Ratio of Contact/Credit Hours

DATE: May 1994 NUMBER: 4.07
REVISED: September 2000

Purpose

Contact/credit ratios ensure that credit hours are appropriately awarded for educational activity.
Contact hours also ensure consistent faculty loading.

Policy

Mode Ratio:

Science 2:1 Organized and pre-planned learning experience, under close
Laboratory supervision, typically in a laboratory, with frequent
evaluation based on structured projects, worksheets,
experiments, problem solving, case studies, model building,
diagnosis, etc., and reinforced by related classroom
instruction.

Clinical 4:1 Supervised and evaluated training conducted in an on-the-job
environment. Provides direct faculty-supervised clinical
experience.






POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Institutional Assessment

DATE: May 1994 NUMBER: 4.10
REVISED: Sept. 2000, May 2001

Purpose

Ozarka College is committed to educational quality and to meeting the needs of its students.
The only way to determine the extent to which these purposes are being met is through an
assessment plan that identifies strengths and concerns and then uses that information for
institutional improvement.

Rationale

The main thrust of the Institutional Assessment Plan is to develop and implement a variety of
assessment tools to be used in determining and documenting institutional effectiveness.
Focusing on the Mission Statement, assessment is a means for determining the
accomplishment of these identified goals.

Although measurement of student academic achievement is emphasized in the plan, student
outcomes are not the sole criteria on which institutional effectiveness rests. Institutional
outcomes are also assessed to determine how effectively the College is accomplishing its
mission.

Operational Definitions

In order to maintain clarity and consistency and to avoid misunderstandings, the following
definitions will be used in reference to the College Assessment Plan:

1. Institutional Outcomes - all the results or consequences of College programs,
classes, services, and activities.

2. Institutional Outcomes Assessment - an organized attempt to measure and
document the extent to which the College mission is being met.

3. Student Outcomes - all the results or consequences of education; student
achievement.



4. Student Outcomes Assessment - the use of multiple measures in an

organized attempt to measure and document as many educational outcomes as
feasible.

Given these definitions, the following assumptions operate throughout the plan:

1. Not all student outcomes can be measured directly or accurately, but that does
not mean learning has not occurred. Therefore, some measures will be
objective and quantified, others subjective and qualitative.

2. Subjective evidence will be more useful if it is recorded, dated, and made
available for periodic review and inclusion in assessment reports.

3. Some items are suitable to locally developed or commercially available testing
instruments, while other items are best measured by opinion polls and
preference or perception surveys.

4. Still other items are best assessed by gathering evidence from those who
receive Ozarka College students (other colleges and employers) and from state
or national agencies that test graduates (licensing and regulatory
organizations).

Assessment Implementation and Review

Although assessment is a shared responsibility, the Institutional Assessment Plan will be
administered by the Vice President for Academic Affairs, who will monitor, collect, coordinate,
review, and disseminate assessment data.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Assessment Standards

DATE: Sept. 1994, May 2001 NUMBER: 4.11

Faculty, staff, and administration at Ozarka College patrticipate in selecting the specific area
outcomes they wish to see assessed as a part of the Institutional Assessment Plan. These
outcomes must flow directly from the Mission Statement and Institutional Objectives.

For each area outcome selected, those persons directly involved in that area will select 1 to 3
assessment procedures to measure whether or not the desired outcome has been achieved to
a satisfactory degree. To the extent possible, a numerical component will be built into the
assessment procedure so that results can be analyzed and measured.

Standards should be set to stimulate continuous improvement without being so high as to be
unrealistic and discouraging. If longitudinal studies indicate that particular standards are too
high or too low, they may be adjusted by the relevant person(s) directly concerned with that
particular area, acting in consultation with the Vice President for Academic Affairs.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Grading

DATE: May 1994 NUMBER: 4.20
REVISED: September 2000

Purpose

College grading should reflect the quality of performance and achievement of competency by
students who complete one or more courses. Although Ozarka College does not require fixed
grade percentages in individual classes, equitable grading requires certain rough proportions
which should, in normal cases, approximate the normal grade curves.

Grades are reported to the Office of the Registrar twice during the term -- at midterm for
counseling purposes and the final grade at the end of the term. Midterm and final grade
reports are electronically accessible to the student, counselor, advisor, financial aid officer,
and Vice President for Academic Affairs. In addition, final grades will be mailed at the end of
the semester.

Policy

Faculty are responsible for determining and assigning both grades and status based on
objective appraisal and evaluation of student performance. Grading standards and
methodologies must be provided to students in writing at the beginning of the course.

The College wses a four-point (4.00) grading scale. Grade points are awarded on the
following basis: A -4 points, B - 3 points, C - 2 points, D - 1 point, and F- 0 points. No other
grade designations carry quality points.

See BPPM 4.31 for Grading Policies.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Advising

DATE: May 1994 NUMBER: 4.21
REVISED: September 2000

Purpose
The purpose of advising is to provide students with information regarding program

requirements and career options. Direct personal contact with an interested faculty member is
the key to a good college retention rate.

Policy

Full-time faculty, along with some designated professional staff and administrators, as part of
their professional responsibilities, will serve as academic advisors for the student body.

1. At the beginning of each semester, the Registrar will provide each advisor with a
list of his or her new advisees.

2. Advisors will contact each new advisee at the beginning of the semester to assist with
registration.

3. Advisors will inform all advisees of their office hours and any other times they e
available to assist students.

4. Advisors will make every effort to meet with each advisee at least twice a semester.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Faculty Absence from Class

DATE: May 1994 NUMBER: 4.22

Purpose

Class attendance by faculty is essential for appropriate educational activity to occur.
Policy
All faculty are required to meet their contractual agreement.

Classes may be canceled or rescheduled only with the approval of the Vice President for
Academic Affairs.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Student Privacy Rights

DATE: May 1994 NUMBER: 4.23

Purpose

Ozarka College is an educational institution covered by the Family Educational Rights and
Privacy Act (MPPM-B-13,C-57), more commonly referred to as the Buckley Amendment. The
purpose of the Act (Section 438 of the General Education Provisions Act, 20 USC 1232g) is
to protect the privacy of students and their parents in regard to access to and disclosures of
students' records maintained by the College.

Policy

Itis the policy of Ozarka College to comply with the provisions of the Family Educational Rights
and Privacy Act (FERPA) and to inform students of their rights under FERPA. The following
notice of student rights under FERPA shall be published in the College Catalog, which is
provided to all students annually.

A student at Ozarka College has the following rights with regard to his or her education
records:

A. Thatthe following personally identifiable student information is considered to
be directory information and will be subject to public disclosure unless the
student informs the Registrar in writing before the end of the first week of
classes each semester that he or she does not want any or all of these types
of information designated as directory information:

Name

Address

Telephone number

Date and place of birth

Major field of study

Participation in officially recognized activities

Dates of attendance

Degrees and awards received

The most recent previous educational institution attended
10.  Other similar information

COeNOOGTRWNE

B. Toinspect and review all education records pertaining to him or her.






C. To request the amendment of his or her education records to ensure that
they are not inaccurate, misleading, or otherwise in violation of his or her
privacy or other rights.

D. To consent to disclosure of personally identifiable information contained in
his or her education records except to the extent that FERPA authorizes
disclosure without consent.

E. To file a complaint with the U. S. Department of Education concerning an
alleged failure by the College to comply with the requirements of FERPA.

F. To obtain a copy of the College's FERPA policy upon payment of a copying
fee.

Any disclosure of student information other than directory information outside of the College
shall be with prior consent of the student unless health and safety considerations necessitate
the dissemination of such information. Faculty and staff shall exercise sound judgement and
fairness in maintaining the confidentiality of student information, regardless of the source,
including written records, reports, and computer databases, etc.

If students wish to gain access to their academic records, the Office of the Registrar will assist
them. All questions about student records should be directed to the Registrar.

If students wish to release personally identifiable information (not directory information) from
their educational records, they must complete a consent form. Persons other than the student
who wish to request such information must complete a request form. Both forms are available
from the Office of the Registrar.



CONSENT TO DISCLOSE INFORMATION FROM EDUCATIONAL RECORDS

Name of Student

Social Security Number

l, , hereby give authority to
OZARKA COLLEGE to disclose personally identifiable mformatlon from the educational
records of the above-named student as provided below.

Records to be disclosed:

Purpose or purposes of the disclosure:

Party or class of parties to whom the disclosure may be made:

This disclosure is authorized only on the condition that the party to whom the information is
disclosed will not disclose the information to any other party without the prior written consent of
a party with authority to give consent.




Signature

Date



REQUEST FOR PERSONALLY IDENTIFIABLE INFORMATION

FROM EDUCATIONAL RECORDS

Student's
Name

Student's Social Security

Records Requested:

Number

Legitimate interest in Record:

Name of Requesting

Party

Signature of Requesting Party

Date

*kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkx

APPROVAL OF REQUEST

The personally identifiable records specified above are disclosed only on the condition that the
party to whom the information is disclosed will not disclose the information to any other party
without the prior written consent of the student or other party with authority to consent to the

disclosure.



Signature of College Official

Date



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Non-Discrimination

DATE: May 1994 NUMBER: 4.24
REVISED: May 1998, December 1999, September 2000

Purpose

Ozarka College is an equal opportunity/affirmative action college.

Policy

The College seeks to develop degree credit programs, courses, and community service
offerings and to provide open admission, counseling, and placement services for all persons,
regardless of race, color, gender, religion, ethnic origin, age, marital status, or mental or
physical disability, or veteran status.

Procedures

Faculty are expected to fulfill their educational responsibilities in compliance with this policy.
Cases of perceived discrimination should be reported promptly to the Personnel Officer. All

reported occurrences will be investigated and appropriate corrective action taken, if
necessary.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Faculty Loading

DATE: May 1994 NUMBER: 4.25
DATE REVISED: April 1996, September 2000

Purpose
Established productivity standards are essential to effective strategic planning.
Policy
The following loading standards are established for full-time faculty at Ozarka College:
FALL AND SPRING SEMESTERS*
--225 student semester credit hours (SSCH) per semester with a minimum of
15 credit hours.
or
--225 SSCH with a minimum of 24 contact hours per week
*Posted Office Hours TBA. However, a minimum of eight (8) hours per week should be
established and posted for student appointments.

SUMMER TERMS(5 Weeks)

--no minimum. Faculty who choose to do so may teach in summer school under
the same terms as adjunct instructors.

FOR SUMMER TERM/FALL AND SPRING SEMESTERS
*Adjunct contracts will be at the request of the College.

*A full-time (100%) faculty member is expected to work a 30 hours per week. For the
vast majority, these hours are on-campus.

*Adjustments for special assignments or external regulations may be made with the
approval of the Vice President for Academic Affairs.



ADULT EDUCATION FACULTY:

The following loading standards are established for full-time adult education faculty at Ozarka
College:

FALL AND SPRING SEMESTERS

Full-time adult education faculty are assigned to a classroom and/or laboratory setting
a minimum of thirty (30) contact hours per week. Faculty may be assigned to any
combination of day, evening, on-site, or satellite classes to achieve the 30 contact hour
minimum.

SUMMER TERM

Summer Supplemental Contracts may be awarded at College request for
demonstrated need.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Academic Freedom

DATE: May 1994 NUMBER: 4.26
REVISED: September 2000

Academic freedom is the right of the individual faculty member to interpret his/her findings and
to communicate conclusions without being subjected to any interference or penalty because
these conclusions are at variance with those of constituted authorities or organized groups
outside the College. Of necessity, faculty members must determine, in keeping with their own
good judgment and maturity, the responsibilities of a college faculty member. Academic
freedom and academic responsibility are inseparable.

College faculty are citizens, members of a learned profession, and representatives of an
educational institution. When they speak or write as citizens, they should be free from
institutional censorship or discipline. However, their special position in the community
imposes special obligations. As a people of learning and educational, representatives, they
should remember that the public may judge the profession and their institution by their
appearances. Hence, they should at all times be accurate, should exercise appropriate
restraint, should show respect for the opinions of others, and should make every effort to
indicate that they are not institutional spokespersons unless otherwise instructed to do so.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Approval of Polls and Questionnaires

DATE: May 1995 NUMBER: 4.27

Any polls, questionnaires, interviews, etc., using the name of Ozarka College in any partby any
employees must have prior approval of the Vice President for Academic Affairs.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Standards for Graduation

DATE: May 1994 NUMBER: 4.30

Purpose

The College's degree structures and standards for graduation identify program levels which
are recognized by the College and the process for receiving recognition for their completion.

Policy

1.

36.

The College will officially recognize, and honor with the conferring of degrees or
certificates during graduation ceremonies, individuals who meet matriculation and
graduation requirements for four formal instructional awards: the Associate of Arts
(A.A.) degree, the Associate of Applied Science (A.A.S.) degree, the Technical
Certificate (T.C.), and the Certificate of Proficiency (C.P.). The College also
recognizes at its graduation ceremonies those individuals who have completed
requirements to receive the General Education Diploma (G.E.D.).

Requirements for students seeking a degree or certificate include

a. Successful completion of all courses in program with a minimum cumulative
grade point average of 2.00.

b. Successful completion of the required number of credits.

C. For degree-seekers, completion of 18 of the last 24 degree credits as a regular

student of Ozarka College; for certificate-seekers, completion of 9 of the last 15
degree credits at Ozarka.
d. Satisfaction of all financial obligations due the College.

Students may choose the Ozarka catalog under which they complete graduation
requirements. Non-transfer students must choose to complete requirements under the
provisions of the catalog in force at the time they entered the College or in any
subsequent catalog, provided they were enrolled at Ozarka during the year the catalog
was in effect. Transfer students must choose to complete graduation requirements
under the provisions of the Ozarka catalog in force at the time they first enrolled in any
college or any subsequent Ozarka catalog, provided that catalog was not over 4 years
old at the time they entered Ozarka College and provided they were enrolled in college
either at Ozarka College or elsewhere during the year in which the catalog was in
effect.



4. If a student shifts from a degree program to a certificate program, that student
must maintain a 2.00 average only in required certificate courses.

5. Students who complete coursework for a degree or certificate with a gradepoint
average of at least 3.50 will be designated as graduating with honors. Students with a
3.75 average or better will be designated as graduating with high honors. An
appropriate seal will be affixed to the diploma of each honor graduate.

Procedure

1. Students requesting consideration for graduation will complete Intent to Graduate
form at the beginning of the final semester/term prior to graduation.

2. The Office of the Registrar will ensure that students applying for a formal instructional
award (A.A., A AS., T.C,, and C.P.) have met graduation requirements.

3. The Finance Office will confirm that all financial obligations have been met.

4. The appropriate award will be prepared once fulfillment of all graduation requirements

has been confirmed.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Grades and Status

DATE: May 1994 NUMBER: 4.31
REVISED: September 2000

Purpose

The purpose of the College's grading policies and procedures is to differentiate between

g
a

rades and status, to provide guidelines regarding their interpretation, and to identify actions
nd procedures which influence grades or status designation.

Policy

1.

The College grading system will consist of letter grades A-F and status conditions
(described below) which are determined and assigned by faculty based upon appraisal
and evaluation of student performance.

Reports reflecting grades and status conditions are issued by the College to students
for the Fall Semester, the Spring Semester, and the Summer Term(s).

Developmental Education courses are assigned grade designations, but quality points
and quality hours are generated only when such a course satisfies requirements of an
Associate of Applied Science degree or Technical Certificate.

No grade other than "I" may be changed after it is recorded unless a faculty member
finds that a grade has been erroneously recorded. The faculty may correct the grade
by submitting a written request and explanation of the error to the Vice President for
Academic Affairs.

The Registrar determines whether credit may be transferred from another institution of
higher education. The Registrar may consult, if necessary, with appropriate faculty
members. Credits to be considered for transfer must have been earned at a post-
secondary institution accredited by a regional accrediting agency, and the student must
have earned a grade of "C" or better in the course(s) involved. Transferred credit is
included in earned hours, but does not affect the grade point average (students who
transfer credits to Ozarka must, therefore, still earn a 2.00 cumulative GPA on all hours
taken at Ozarka to be eligible for graduation). Final authority for transfer credits rests
with the Vice President for Academic Affairs.



6. Test-out credits are not included in credit computations for financial aid programs.
Credit awarded is included in earned hours but does not affect the grade point
average.

7. Credits taken more than five (5) years prior are subject to review by the Vice
President for Academic Affairs, in consultation with the Registrar, if
applied to a degree or certificate objective. This policy applies to
credits accepted in transfer from another institution and to credits taken
at Ozarka College prior to declaring the new degree or certificate
objective to which the credits apply.

8. Grade Designations:
Grade Description Quality Points
A Excellent 4
B Good 3
C Average 2
D Poor/Below Average 1
F Failing 0
9. Status Designations:
Status Code Description Quality Points
I Incomplete 0
w Withdrawal 0
AU * # Audit 0
P **# Pass 0
* Must be declared during the normal registration period.
* Available only for credit by examination, advanced placement and/ or

high school articulation
# Does not qualify for financial aid eligibility

Procedures for Assigning Status Designations

1. | - Incomplete (A designation received by a student who has actively pursued a
course, is doing passing work at the end of the course, but has not completed the final
examination and/or other specific course assignments.)

a. The student must meet with the instructor and make arrangements to complete
the course requirements within a specified time period not to exceed the end of
the following spring or fall semester.



The faculty member must submit the grade by the end of the semester following
the one in which the "I" designation was received.

The College must change the "I" designation to a grade of "F" if a grade is not
assigned within the specified time period.

Petitions for extension (not to exceed one year) may be granted due to
extenuating circumstances if a written request is submitted to and approved by
the Vice President for Academic Affairs.

Students may not re-register to take a course for which an "I" designation has
been received unless the designation has been converted to an "F".

W - Withdrawal (A status assigned for drops or withdrawals during the permitted time
periods as listed in the College catalog.)

a.

The student must provide formal notification to the Office of the Registrar by
completing a Petition to Change Current Registration or a Withdrawal Form.
Students may drop one or more courses, but not their total course load,
between the eleventh class day and the end of the eleventh week of the
semester (or the first seventeen days of a summer term). The Petition must be
signed by the student's advisor, the Counselor, any involved faculty, and the
Reqistrar.

Withdrawal removes the student from all courses and must be completed by the
end of the fifteenth week of the semester (or before the day preceding the final
examination during a summer term). The Withdrawal Form must be signed by
the student's advisor, the Counselor, Librarian, Financial Aid Officer, Vice
President for Finance, and Registrar.

A grade of "F" will be assigned to a student who discontinues attendance
without officially dropping or withdrawing. If a student discontinues attendance
during the final two weeks of a semester or the final week of a summer term, the
Vice President for Academic Affairs may waive the requirement that grades of
"F" be recorded if the circumstances justify special consideration.

Withdrawals with a "W" may not be submitted after the fifteenth week of the
course has been completed except under extenuating circumstances, which
must be documented by the student in writing and approved by the Vice
President for Academic Affairs.

AU - Audit (Enrollment in a course for no grade or credit.)

a.

The student must declare the audit during registration. Auditing a course
requires approval of the Vice President for Academic Affairs and the instructor
involved. Audit will be permitted on space available basis.






The student will pay the same fees as assessed for a class taken for credit.

Students auditing courses are subject to the same regulations as other students
with regard to registration and attendance, but they neither take examinations
nor receive credit for the course.

A student may change from taking a course for credit to audit or audit to credit
during the normal registration period with the approval of the instructor and the
Vice President for Academic Affairs. Additional fee charges may result from
making a change in registration.

An auditing student who does not wish to complete the course(s) must complete
official withdrawal/drop procedures.

P - Pass (A status assigned to designate successfully gaining credit for a course by
approved methods other than normal attendance in a scheduled course. Although no
grade is assigned, creditis earned.) Designation of "P" will count toward degree and
certificate graduation requirements.

a.

The student must initiate the request for credit by informing the Registrar of his
or her desire to exercise this option. The Registrar will then schedule a meeting
including the student, Counselor, and the appropriate faculty member to
determine if the studentis eligible. If it is determined that the student is eligible,
the Registrar will authorize the appropriate faculty member to carry out the
appropriate assessment.

If the student is successful, the faculty member will notify the Office of the
Registrar that the student should be assigned credit for the course. The faculty
member will also notify the student, his or her advisor, and the Counselor.

The student must pay the grade recording fee at the Finance
Office before the course credit will be recorded on his or her
transcript.

T - Transfer Credit (Credit for courses taken at another regionally accredited post-
secondary institution for which the student has earned a grade of "C" or better.)

a.

Any student who wishes to submit a transcript for consideration of previously
earned credits must have the other institution send an official transcript to the
Office of the Registrar.

The Registrar may forward information to the appropriate department for review
(in which case, the department will make recommendations regarding credit
transfer), and the Registrar will record transferred credit as earned hours on the
student's official permanent record by no later than the end of the term during



which the courses are submitted for evaluation. Only those courses indicating
an earned grade of "C" or better will be considered for transfer credit.

C. The student may be asked to supply pertinent course descriptions or copies of
college catalog(s) if further documentation is needed to facilitate credit review.

d. The transfer student will be considered to be making satisfactory progress at
the time of transfer to the College.

Grade/Status Code Designation Table

All courses assigned grades and status codes are reflected on the term report. These course
credit hours will generate earned, attempted and/or quality hours and quality points, depending
on the grade or status condition assigned.

Earned Attempted  Quality Quality
Grade/Status Credits Credits Hours Points

A X X X X

B X X X X

C X X X X
D X X X X
F X

I X

wW X

AU X

P X X



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Standards of Progress

DATE: May 1994 NUMBER: 4.32
REVISED: September 2000

Purpose

The College's Standards of Progress provide details regarding minimum standards,
intervention strategies/action to be taken when minimum standards are not met, dismissal
action to be taken when satisfactory progress is not restored, and details regarding
President's List eligibility.

Policy

The College establishes Standards of Progress to maintain academic standards and
standards for financial aid eligibility, to provide details regarding intervention strategies to be
implemented when minimum standards are not met, and to document appeal rights.

A.

General Definitions

Standards of progress, as defined by this section, apply to all students enrolled in a
course of study within an approved program who are working toward a degree or
certificate.

1.

A student's grade point average is the cumulative average of grades for all
Ozarka College course work taken, with the exception of Developmental
Education courses which do not satisfy program requirements and courses
where the grade is recorded as “P.” (Status codes do not involve the
assignment of quality points and have no impact upon the grade point average.)

The higher of two grades is computed in the grade point average when a
student repeats a course for credit. Only with special permission from the Vice
President for Academic Affairs may a student repeat a course more than once.

Courses excluded from the cumulative GPA calculation because the course has
been repeated are no longer counted as earned credits and cannot be used to
satisfy program requirements. They will continue to appear on the permanent
record.



7.

A freshman will be placed on academic probation whenever the semester
grade point falls below 1.50 unless the cumulative grade point at Ozarka
College is 2.00 or higher. A sophomore will be placed on academic probation
whenever the semester grade point falls below 2.00 unless the cumulative grade
pointis 2.00 or higher. Students in some technical programs may be placed on
probation if they make a grade of "F" or "D" in any technical course. These
criteria also apply to entering transfer students. A student who is on probation
must work out an individual plan with his or her advisor to improve academic
performance.

A student who fails to maintain satisfactory academic progress will be subject to
a series of intervention activities and related restrictions until such time as
he/she restores satisfactory progress or is dismissed as a degree/certificate
seeking student due to repeated unsatisfactory progress.

A student who is suspended for unsatisfactory academic progress normally
faces one term of non-enrollment as a certificate or degree/declared student
prior to resuming progress toward that certificate or degree, at which time re-
enrollment is allowed on a probationary status. A student receiving a second
academic suspension will be eligible to seek readmission one year from date of
suspension. A student who believes extenuating circumstances exist which
would justify earlier readmission must appeal to the Vice President for
Academic Affairs. Students who meet the semester/year stipulation must file a
request for readmission.

A student who in a probationary semester fails to achieve a grade point

allowing removal from probation but who earns a 1.25 semester grade
point if a freshman, or a 1.75 semester grade point if a sophomore, may
continue on probation for the following semester.

8.

10.

A student who is dismissed twice for unsatisfactory academic progress may be
given the opportunity to participate in an extensive Developmental Education
program to correct academic deficiencies.

Satisfactory academic progress is restored when a student successfully earns
at least twelve (12) credit hours with a grade point of 1.50 if a freshman and
2.00 if a sophomore, or, in either case, by raising the cumulative grade point
average to 2.00 or higher.

The College names to the President's List any student in good standing who
has earned 12 or more credit hours in a given semester, a 3.50 term GPA, and
who has no "D" or "F" grades for the term involved. Although they do not carry
transferable credit, Developmental Education course grades will be considered
in determining President's List eligibility.



11. The College is required under Title IV of the Higher Education Act to define and
administer Standards of Satisfactory Progress for students receiving financial
aid. Recipients must maintain sufficient progress to assure successful
completion of their educational objectives as measured by quantitative and
gualitative standards.

A recipient enrolled in a one-year program who fails to meet the Standards of
Progress, as measured by the qualitative and/or quantitative standards at the
end of the first semester, will be placed on financial aid probation for the
following semester and will not be able to receive financial aid.

A recipient enrolled in a two-year program who fails to meet the Standards will
be placed on financial aid probation for the following semester, and his or her
grades during that semester will be closely monitored. These students may still
receive financial aid during the probationary semester. If these students do not
meet the standards by the end of the probationary semester, however, they will
not be able to receive financial aid in the third semester but may re-establish
eligibility for financial aid for the fourth semester by meeting the Standards of
Progress by the end of the third semester.

The law prescribes a maximum time frame for degree and certificate programs
and minimum grade point average requirements. Specific details are available
from the Office of Financial Aid.

12.  The progress policy for Practical Nursing students requires that an average of
76 percent or above be maintained ineach course taken. Failure to maintain at
least a 76 percent average in each course may result in dismissal from the
program. Physical Therapist Assistant students must make an average of 75%
in the course grade, which is determined by combining the lab and lecture
grades, in order to continue in the program and enter clinicals. The individual
lab grades must be 83% or higher to successfully complete the labs and
proceed into clinicals. Students who do not make 83% on a clinical rotation
must repeat it.

13.  Generally, a student on suspension for either academic or disciplinary reasons
from another college or university must meet the eligibility standards for
readmission from that college or university before being considered for
admission to Ozarka College.

B. Procedures
1. A student's grade point average (GPA) is determined by dividing the total

number of quality points by the total number of quality hours. (The same
procedure is used for determining the term and cumulative GPA.)



All course work completed with assigned grades of A, B, C, D, or F is to be
considered in calculating the cumulative GPA, except for grades in
Developmental Education courses which do not satisfy program requirements.

Intervention strategies and related restrictions for any student who does not
maintain satisfactory academic progress are initiated in accordance with the
following procedures:

a.

A freshman who has a semester GPA under 1.50 or a sophomore with a
semester GPA under 2.00 must meet with his/her academic advisor to
work out an academic improvement plan for the following term.

A student who does not achieve the minimum cumulative GPA of 1.50 on
a total of 30 or fewer hours or 2.00 for 31 or more hours will be placed on
Academic Probation for the following term. A transfer student will be
able to enroll for his or her first term at Ozarka College on Academic
Probation with the understanding that he/she must raise the minimum
cumulative GPA by the end of that term.

A student on Academic Probation who does not meet Standards of
Progress and does not improve by the end of his or her first term on
Academic Probation will be suspended and will not be allowed to
register as a degree- or certificate-seeking student for the following
term, and (if applicable) financial aid will be denied. No improvement
means that the student has not achieved the applicable minimum
cumulative GPA required in accordance with the Academic Standards
Policy. Return is allowed after a term of non-enrollment as a degree or
certificate seeking student in accordance with Academic Standards.

Intervention procedures which may be initiated for students who are on
Academic Probation may include one or more of the following:

1)
()

(3)
(4)

Restriction of enrollment to a probation registration period

Course load limited to 12 semester hours during any probationary term
with the College.

Required attendance at special counseling sessions

Enroliment in Developmental Education classes

A student determined not to be making satisfactory progress in accordance with

guidelines may appeal to the Vice President for Academic Affairs for review of
that determination based upon the possibility of administrative error or
extenuating circumstances.



A financial aid recipient who reaches the maximum number of hours attempted
for calculating maximum time frame without having completed his/her declared
course of study will be terminated from financial aid regardless of changes of
program or educational objective initiated.

Reinstatement is possible only if one objective has been completed and
subsequent enroliment leads to another degree or certificate. In that case, all
hours previously earned which apply toward that subsequent objective will be
counted toward the maximum time frame for the new degree or certificate.

Afinancial aid recipient who is terminated may restore eligibility by meeting any
one of the following conditions:

a. Enroll at least half-time at his/her own expense and receive a minimum
2.00 term GPA while meeting the quantitative standards of progress for
term progress and maximum time frame.

b. Enroll at his/her own expense and raise the cumulative GPA to 2.00 or
higher while meeting the quantitative standards of progress.

C. Return after an absence of twelve or more consecutive months, resume
enrollment with financial aid on a probationary status, and raise the
cumulative GPA to 2.00 or higher.

The College may elect to address individual mitigating circumstances
administratively, with appropriate documentation to justify continuation of
academic and/or financial aid eligibility. The student may always exercise
his/her right of due process.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Adding or Changing Classes

DATE: May 1994 NUMBER: 4.33
REVISED: September 2000

Students can add courses to their schedules or change from one class to another during the
first 5 days of the fall or spring semesters or the first 2 days of the summer term. Students may
enroll in night classes until the second class meeting. If it becomes necessary for students to
drop courses after late registration, arrangements must be made through the Registrar's
Office.

Courses added, changed, and/or dropped must be processed through the Registrar's Office.
Failure to complete the established procedure will nullify either action. Additional fee charges
or reductions may result from either action.

Courses officially dropped during the first 11 weeks of a semester or the first 14 days of the
summer term will be recorded as a "W." Unless verified extenuating circumstances exist,
courses dropped after these dates will be recorded as an "F."

See also "W - Withdrawal" in BPPM 4.31.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Repeating Courses

DATE: May 1994 NUMBER: 4.34
REVISED: September 2000

A student may repeat courses taken at the College for the purpose of grade point adjustments
only by re-enrolling in the same course and subject to the following provisions:

1. In general, only the higher of the two grades is calculated into the academic
record.
2. A student must notify the Office of the Registrar upon registering for a repeated

course so that appropriate adjustments to the cumulative grade point can be
made when the course is completed.

3. Adjustments to cumulative grade points are not made for courses transferred
from other colleges or universities.

4. Financial aid will not cover the cost of repeated courses where the grade
to be replaced is a "C" or better.

See also BPPM 4.31 and 4.32.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Class Standing and Class Load

DATE: May 1994 NUMBER: 4.35
REVISED: September 2000

Students with fewer than thirty (30) semester hours are classified as freshman students. Those
with thirty or more hours are classified as sophomores.

The normal class load at Ozarka College is defined as fifteen (15) semester credit hours with
seventeen (17) hours as a maximum load for the average student. A student with a previous
semester full-time load with an average GPA of 2.75 may enroll for eighteen (18) hours during
the next succeeding semester; with 3.25, a student may enroll for 19 hours. Any deviation from
these requirements must be approved by the student's advisor and the Vice President for
Academic Affairs.

Students on academic probation may not normally register for more than 12 hours.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Expectations for Student Attendance

DATE: May 1994 NUMBER: 4.36

Regular attendance is essential if a student is to receive maximum benefit from any course.
Students are therefore expected to attend class meetings and other activities assigned as a
part of a course of instruction on a regular basis. Faculty are responsible for establishing
attendance standards and procedures for their classes and for maintaining attendance records.
Faculty have the option of giving a final grade of "F" to any student with excessive absences.

Procedures

1. A statement regarding the College's expectations for class attendance will be included
in the Catalog.

2. Faculty will supply students with a written statement at the beginning of the term which
identifies attendance expectations.

3. Students should confer with faculty in advance if absences are anticipated. If the option
for making up work exists (for anticipated or unexpected absences), the student is
responsible for consulting with faculty immediately upon return in order to make
necessary arrangements.

4. Faculty will notify the Counselor whenever a student misses classes/activities a sufficient
number of times to jeopardize successful course completion.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Academic Dishonesty

DATE: May 1994 NUMBER: 4.37

Faculty are responsible for establishing policies on cheating and informing their students.
Faculty will clarify and interpret for the students matters of academic dishonesty, such as
plagiarism.

Procedures

1. A statement regarding the College's expectations for academic honesty will be included
in the Catalog.

2. The instructor's policy on cheating will be stated on each class syllabus.

3. If an occurrence of cheating is detected, the instructor may adjust the grade as
appropriate, ranging from a grade penalty on the test or assignment involved to an "F"in
the course.

4. Immediately following any occurrence, the instructor will submit to the Vice President for

Academic Affairs a written statement of circumstances, the name of the student(s)
involved, and the penalty imposed.

5. A student involved has the right to appeal the action through the Academic Grievance
Procedure.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Making Up Work

DATE: May 1994 NUMBER: 4.38

Students are expected to complete all assigned work. Faculty are responsible for developing
procedures for making up work missed during excused absences and informing students in all
of their classes.

Procedures

1. Faculty will supply students with a written statement describing the conditions under
which work may be made up and the procedures for doing so in the course syllabus.

2. Students should arrange to complete work in advance if absences are anticipated. lfthe
absence is unexpected, students are responsible for consulting with faculty immediately
upon their return to school.

3. Students who believe they have not been treated fairly have the right to appeal under the
Academic Grievance Procedure.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Graduation Ceremony

DATE: May 1994 NUMBER: 4.39
REVISED: September 2000

Policies relating to graduation ensure the development of a commencement ceremony which is
appropriate for a two-year technical college.

Policy

1. Graduation ceremony will be held once a year.

2. Date for graduation ceremony must be approved by the President.

3. Students recognized during official commencement ceremonies include those receiving
the A.A., AAS., T.C,C.P.,,and G.E.D.

4. Degrees and certificates must be conferred by the President.

5. The College must publish an official commencement program.

6. Candidates for graduation must satisfy all financial obligations to the College prior to
graduation.

7. All full-time Ozarka College faculty, as a part of their contractual agreement, are required
to attend and participate in the graduation ceremony. Adjunct faculty will be invited to
attend and participate.

8. The ceremony will normally include the following:

Processional

Invocation

Welcome

Introduction of special guests

Introduction of speaker(s)

Conferring and presentation of degrees and certificates
Benediction

Other activities in keeping with the dignified nature of graduation may be added to

the program at the discretion of the President.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Guaranteed Skills

DATE: May 1994 NUMBER: 4.40
REVISED: September 2000

Purpose

Technical competence in any area of employment benefits everyone. Technical competence
ensures worker productivity, employer productivity, and ultimately, increased economic
development for Arkansas and the nation.

Ozarka College has made a commitment to business and industry that all graduates of
technical programs will be technically competent and will have had preparation for the ethical,
social, and knowledge demands of the modern workplace. The following guarantee is a
statement of that commitment.

Policy

1.

A graduate from an Ozarka College Associate of Applied Science degree or Technical
Certificate program, who holds a cumulative GPA of 2.00 or above, is expected to
perform competently.

An Ozarka College graduate judged by his/her employer to be deficient in technical job
skills identified as exit competencies for his/her specific program will be provided
additional training of up to 12 tuition-free semester credit hours. The skills will be
developed in collaboration with faculty, business/industry, and labor representatives;
competencies to be guaranteed to employers will be listed for each program.

Ozarka College recognizes that personal work-ethic behaviors, such as enthusiasm,
judgment, interpersonal awareness, concern for effectiveness, etc., are just as important
to both employer and employee as technical job skills. Ozarka College graduates are
required to enroll in courses that address the issue of ethical behavior in business and
industry. It is the intent of the College to interrelate these topics throughout the
curriculum, whenever possible, and to provide graduates with a well-rounded view of
society and the work environment.

Special Conditions



10.

11.

12.

13.

The guarantee of skills applies to Ozarka College graduates who have earned and been
conferred Associate of Applied Science Degrees or Technical Certificates on and after
academic year 1994-95.

The graduate must be initially employed within twelve (12) months of graduation.

The graduate must have earned the degree or certificate in a specific program, as
evidenced by the student's official transcript.

The graduate must have completed the last 15 semester credit hours at Ozarka College,
within one (1) year prior to initial employment.

The graduate must be employed full-time in an area directly related to the program in
which he/she earned a degree or certificate, as certified by the College.

Within 90 days of the graduate's initial employment, the employer must inform the
College in writing that the employee is deficient in technical job skills and must identify
the deficiencies.

Retraining will be limited to 12 semester credit hours of regularly-scheduled classes
related to the skill deficiencies agreed to by the College and the employer.

The employer, graduate, and the College will develop a written educational plan for
retraining.

Retraining must be completed within one (1) year after the College has certified a plan
of study for the employee.

The skills guarantee does not imply that the graduate will pass any licensing or qualifying
examination for a particular career.

The graduate and/or employer is responsible for the cost of books, insurance, uniforms,
fees, and other course-related expenses.

Students' sole remedy against the College and its employees for skill deficiencies shall
be limited to twelve (12) semester credit hours of tuition-free education under conditions
described above.

The program for remediation can be initiated through written contact with the President
of Ozarka College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Credit by Examination

DATE ADOPTED: May 1994
DATE REVISED: Sept. 1994, September 2000 NUMBER: 4.50

Purpose

Credit by examination recognize students' previously gained knowledge and skills in specific
areas. Such placement or credit may be awarded for placement tests given by specific
programs within the College.

Policy

Credit by examination is granted by the College for acceptable results on tests given by
College faculty as specific subject test-outs, provided the credit does not duplicate previous
college credit.

Procedure

Credit by examination tests administered by Ozarka College faculty are available in a limited
number of courses, such as English Composition | and various technical skill areas. A student
who feels qualified through previous work experience, coursework, or placement test scores to
take such tests must contact his/her advisor and the Registrar before signing up for a course
(see BPPM 4.31). The examination may require written or verbal tests, performance tests,
portfolio review, or other evaluations.

A nominal fee for recording credit on the student's transcript must be paid by the student
through the Finance Office before the student can receive credit.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Articulation Agreements

DATE: May 1994 NUMBER: 4.51

Purpose

Articulation refers to the relationship between educational programs offered by educational
institutions from the secondary through the collegiate levels. Articulation agreements provide a
smooth transition for students from one educational program to another and grant advanced
standing or credit, where appropriate, for previously attained knowledge and skills.

Policy

The College encourages articulation between programs offered at the College and similar
programs offered at secondary or collegiate levels. To ensure that articulation between
programs at the high school and Ozarka College and between Ozarka College and other
colleges is established on a permanent and educationally-sound foundation, formal written
articulation agreements with such institutions will be developed. Such agreements should be
signed by the chief academic officer and/or registrar of each institution involved in the
articulation agreement. In some instances, such as Tech Prep articulation agreements, several
institutions may be involved in the articulation agreement.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Directed Study

DATE: May 1994 NUMBER: 4.52

As a small institution, Ozarka College must necessarily limit the number and times of course
offerings. When a student who is working on a diploma, certificate, or associate degree is
unable, because of scheduling conflicts, to enroll in a required course within the normal time
required to complete the program, the Vice President for Academic Affairs, course instructor,
and student's advisor may work out a plan to provide a directed study or a substitute course.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Credit for Correspondence Courses

DATE: Sept. 1994 NUMBER: 4.53
REVISED: September 2000

No more than six hours from correspondence courses may be counted toward meeting
certificate or degree requirements. Only courses with a grade of "C" or better will be
considered.

Some exceptions may be granted in extraordinary circumstances by the Vice President for
Academic Affairs.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Academic Clemency

DATE: May 1995 NUMBER: 4.54

Through a policy of academic clemency, Ozarka College provides a second chance for those
students who performed poorly early in their academic careers and who wish to return to
college after having gained an appreciation of the benefits of higher education. Under this
policy, students may petition to have previously earned grades and credits removed from the
calculations of their cumulative grade point averages, allowing them to reenter school without
their earlier record hindering their academic progress and impeding their academic success.

Procedures

1.

Academic clemency may be granted to returning students who have not been enrolled in
any institution of higher education for at least two years.

Returning students who wish to take advantage of this policy must submit a petition for
academic clemency to the Vice President for Academic Affairs upon application for
admission.

While grade-point averages will not reflect the credits for which students are granted
clemency and while those forgiven credits will not count toward graduation, transcripts
will contain the students' comprehensive academic records, along with a notation that
academic clemency was granted as of the effective date and that credit hour and grade
point calculations begin anew after that date.

Clemency applies to all credits earned during the terms for which itis granted. A student
may not, under this policy, elect to retain some courses and give up others. In many
cases where students have passed several classes while accumulating a poor over-all
record, those students may be better advised to take advantage of BPPM 4.34 by
repeating selected courses.

Ozarka College reserves the right to look at individual cases in deciding whether to
honor clemency granted to any student by another institution of higher education.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Veterans Administration

DATE: May 1994 NUMBER: 4.60

Purpose

Veterans' Administration approval must be obtained for all programs to ensure that qualified
students who are veterans receive appropriate financial aid.

Policy

Instructional programs at the degree and technical certificate levels will be reviewed and
approved by the Veterans' Administration annually.

In advance of registering students in a new program, proper certification will be secured.
Revisions in existing programs will be submitted for recertification.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Class Scheduling

DATE: May 1994 NUMBER: 4.61
REVISED: September 2000

Purpose

Appropriate class scheduling is important to assure that student needs are met in a cost-
effective manner.

Policy

Class scheduling procedures are the responsibility of the Vice President for Academic Affairs
and the Registrar, working cooperatively.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Class Periods

DATE: May 1994 NUMBER: 4.62
REVISED: September 2000

Purpose

Federal reimbursement is received through Vocational Education Act funding based on contact
hours. Therefore, adherence to or documentation of any variation from the policy is essential
inasmuch as an audit trail is an absolute requirement.

Policy

The standard class period is 50 minutes. Courses block-scheduled for more than one hour
must meet the same standard. The totalinstructional time must remain the same regardless of
the length of the term. Any faculty member or administrator who unknowingly or inadvertently
provides less than the scheduled time could make financial aid recipients liable for excess
benefits received.

Courses must meet for the advertised number of sessions or scheduled periods/days/ weeks.
Classes cannot be canceled or re-scheduled without approval of the Vice President for
Academic Affairs.

If classes are dismissed for reasons related to either the instructor (such as illness) or the
campus (such as weather-related closings), instructors may be required to make up those class
periods at another date.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Maintenance of Master Schedule

DATE: NUMBER: 4.63
REVISED: September 2000

College-sponsored activities must be cleared through the Personnel Officer and placed on the
master calendar in the Vice President for Academic Affairs’ Office. The master calendar will be
prepared by June 1 prior to the next school year. Events added after June 1 will be on a first-
come, first served basis.

All proposed workshops, outside group visits, sponsored trips, and guest lecturers must be
reported to the Vice President for Academic Affairs at least one week in advance for inclusion
on the master calendar. Funding requests should also be made as early as possible.

Special events which cause absence from classes should be reported to instructors prior tothe
event.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Affiliation Agreements

DATE: May 1994
REVISED: September 2000 NUMBER: 4.64

Purpose

An affiliation agreement is a written document stating the responsibilities and privileges of both
parties, which is used for students in off-campus educational experiences.

Policy

Agreements will state the responsibilities and privileges of both parties. Affiliation agreements
will be obtained for internships, externships, practicums, co-ops, clinical experiences, or other
types of off-campus educational experiences required of students in the course of fulfilling their
educational objectives. Written agreements are recommended but not required for
observational experiences.

Procedures

1. The official signatory for the College will be the President. Signatures of the appropriate
faculty and the Vice President for Academic Affairs may be included.

2. All pertinent records for affiliation agreements will be maintained by appropriate faculty
after review by the Vice President for Academic Affairs.

3. All written affiliation agreements will be reviewed on an annual basis, and updated at
least every two years.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Student and Faculty Health Requirements

DATE: May 1994 NUMBER: 4.65

It is the policy of the College to provide for its students and employees a safe and healthy
environment. In an off-campus setting, it is the policy of the College that faculty and students
shall conform to the health policies of the affiliating agency.

Procedures

Refer to BPPM 2.44, 2.45, 2.46, and 2.47.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Repair of Privately Owned Equipment

DATE: May 1994 NUMBER: 4.66
REVISED: September 2000

Purpose

Recognizing that part of the mission of the College is to educate individuals with skills and
knowledge in vocational and technical skills as needed by the community, it is appropriate to
allow a limited amount of outside repairs to be introduced as a part of the training experience in
technical laboratories.

Policy

Outside repair is defined to include any work on a piece of equipment in a College laboratory
that belongs to a party other than the College.

1. All outside work must relate to the training unit being taught, at the time, in the laboratory.

2. A liability waiver form or shop ticket containing a liability statement must be completed
by the customer and submitted to the faculty of that class prior to any work being done.

3. No money for services is to be accepted or received by any faculty member or student.
Anyone found violating this policy is liable for disciplinary action up to and including
dismissal.

4, Donations to officially recognized College clubs or organizations for services will be

received by the Finance Office and a receipt provided to the donor and the club advisor.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Course Cancellation

DATE: Sept. 1994 NUMBER: 4.67
REVISED: September 2000

Purpose

Fiscally responsible behavior mandates that classes sometimes be cancelled if enrollment is
not sufficient to cover the cost of instruction.

Policy

Any section of a course which does not have at least twelve (12) students enrolled by the end of
the registration period will normally be cancelled. Those students who have attempted to enroll
will be notified, and any tuition directly applied to that course will be refunded. Any exception to
this policy must be approved by the President.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Academic Grievance Procedure

DATE: Sept. 1994 NUMBER: 4.68
REVISED: October 1998, September 2000

Policy

Any student who feels that a grade has been unfairly assigned has the right to appeal that
grade.

Procedure
1. Appeal of a grade must be made by the student directly affected.
2. An appeal, in order to be heard, must be made during or immediately following the

conclusion of the course involved. (Immediate, here, means before the beginning of
another semester or summer term.)

3. All appeals must begin with the student's talking to the instructor involved and explaining
the nature of the problem. Evidence of attempted resolution in this direct manner must
precede any further step.

4. If the appeal is notresolved by student/instructor conference, the student wishing further
consideration must take the issue to the Vice President for Academic Affairs.

5. The student may request a hearing if the Vice President/student conference does not
bring resolution. Atthe time a student asks for a formal hearing, the student must submit
a written formal presentation of the case, with all related supporting documents. The
hearing committee can then either reject the grievance on the basis of its content or
proceed to investigate further.

6. Each hearing committee will be an ad hoc committee sitting for an individual appeal.
The committee will be composed of three faculty members. The committee members,
one of whom will be a faculty member of the student's choice, will be appointed by the
Vice President for Academic Affairs. The committee will select its own chair.

7. The committee will have full cooperation of all in gathering information and conducting
interviews. Once an issue is before the committee, the committee will have freedom to
recommend a lower grade, a higher grade, or no change.



8. The committee recommendation will be conveyed to the Vice President for Academic
Affairs, who will seek resolution based on the recommendation.

9. Failing resolution in Step 8, the issue will be reviewed by the President,
who will take under advisement the recommendation of the committee in
determining actions to be taken.

37.  Allwritten grievances filed by a student with the Vice President for Academic Affairs,
along with any related documents, will be logged in an official register by the Vice
President and maintained for a period of no less than two years after the initial filing.

Other student grievances relating to an instructor will proceed through an appeal to the division
chair, the Vice President for Academic Affairs, and the President.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Computer Usage Policy

DATE: October 1998 NUMBER: 4.69
REVISED: September 2000

All students and employees, whether part-time or full-time, shall observe the following guidelines
regulating use of computers and software owned by the College, any communications hardware
and software provided by the College for the purpose of accessing its computers, and any
computer network governed in part or whole by the College. Persons who violate this policy
may be subject to disciplinary action and possible legal action under the Federal Electronics
Communications Privacy Act. Students and community users must complete a user registration
form before they can access College computers.

College computing resources are provided for institutional work-related, educational, and
academic purposes, and access to these resources and the facilies housing them is a
privilege requiring that users conduct their computing activities in a responsible manner,
respecting rights of other users and abiding by all computing license agreements.

Respect for intended purposes of academic computing resources

1. Using the system in a way that deliberately diminishes or interferes with system
use by others is not permitted.

2.  No user may permit another person to use his/her computer account.
3.  Printing of e-mail is limited to one copy of academic or work-related messages.

4. E-mail chain letters may not be sent to other users on or off campus. Sending of
such letters is prohibited by federal law.

5. No computer or telecommunications device may be used to transmit obscene,
vulgar, profane, lewd, lascivious, or indecent language or image or to make any
suggestion or proposal of an obscene nature or to threaten any illegal or immoral
act with the intent to coerce, intimidate, or harass any person or persons. Violation
of this prohibition may be considered a Class | misdemeanor under Arkansas
state law. Use of computing resources for the display or transmittal of sexually
explicit or abusive language or images (e.g., any and all items that might be
considered offensive by any person receiving or potentially viewing such i tems) will
be handled under the College’s sexual harassment policy as found in BPPM 2.48.



10.

Development or execution of programs that could harass other users or damage
or alter software configurations will not be tolerated.

All users of College computing laboratories must abide by any and all posted
regulations.

Academically-related activity takes precedence over casual use, such as playing
games, participating in on-line chats/activities, or sending and receiving e-mail.

College computing resources may not be used for private commercial purposes,
such as sending e-mail or constructing Web pages to solicit private business.

Computers, public terminals, printers, and networks must be shared equitably to
make the most efficient and productive use of College resources.

Respect for other persons’ privacy

38.

39.

40.

No person may intentionally use another person’s account or seek information on,
obtain copies of, or modify another person’s files, passwords, or any type of data
or programs unless specifically authorized to do so by the account owner for a
specific purpose.

Ozarka College will make every effort to safeguard the privacy of messages
transmitted by the electronic mail system. Users, however, should be aware of the
following:

a. It may be possible for individuals to obtain unauthorized access to the mail
gateway or for authorized users to obtain unauthorized access to other users’
electronic mail.

b. Ozarka College may be ordered by a court of law to surrender communications
that have been transmitted by electronic mail.

c. If auser is under investigation for misuse of electronic mail, his/her account
may be suspended, and his/her e-mail read as it applies to the alleged
offense.

d. A user’s electronic mail may be purged after an appropriate period as
determined by computer services staff, whether or not the messages have
been read by the intended recipient.

Users must change their passwords on a regular basis to help maintain privacy.

Respect for copyright




41.

42.

43.

44,

45.

All members of the College community shall adhere to the provisions of copyright
law. Persons wishing to see full text of federal law may consult with library staff.

Persons who willfully disregard copyright law do so at their own risk and assume
all liability.

The doctrine of fair use, while not specifically regulated, suggests that materials
originally prepared for public consumption are more open to reproduction than
materials originally developed for classroom or other more private use. Use of a
small portion of a copyrighted text, as in a brief quotation or for purposes of a
review, may also be permitted. Any reproduction, however, which has the potential
to deprive the item’s creator of profit otherwise available from a potential market
and sales is unlikely to be found a fair use.

Ozarka College negotiates site licenses with software vendors whenever possible.
Copying, therefore, is strictly limited except for backup purposes, with the backup
copy not to be used at all as long as the original is functional.

The library may lend software for temporary use only, not for copying. Borrowers
who transfer software to a hard disk must delete the program when the borrowed
item is returned.

Responsibilities of computer services staff

46.

47.

48.

49.

50.

Computer services staff will provide access to the College’s existing software
through the general computing labs, computing classrooms, and networks.

Computer services staff will monitor hardware and software licenses that affect
student computing labs and computer classrooms.

Computer services staff will make every effort to ensure the integrity of all
computer resources and information stored on the network file server. Ozarka
College, however, is not responsible for any loss of information.

Computer services staff or their representatives reserve the right to ask users
engaged in non-academic activities to logoff the system to allow other users to
engage in academic activities.

Computer services staff will regularly instruct users to change their passwords.

Infractions of computer resource policies

51.

The President will appoint a Computer Ethics Review Board which will review any
infraction of computer resource policies and recommend appropriate sanctions to
the Administrative Council.



52.

53.

54.

Violators of policies other than those related to copyright law may expect to incur
sanctions such as suspension of user’s privileges for a specified time in the case
of a first offense. Further offenses may result in permanent suspension of
privileges. Continued serious offenses may result in further penalties.

Persons violating copyright law may be subject to the full range of legal penalties.

Persons who disagree with actions of the Computer Ethics Review Board may

follow normal College grievance procedures, as found in BPPM 2.32 (employees)
and BPPM 5.40 (students).



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Advisory Committees

DATE: May 1994 NUMBER: 4.70
REVISED: September 2000

Purpose

The College maintains a program advisory committee for each technical program, counseling,
and the library to assist faculty, staff, and administration in providing relevant and up-to-date
instruction and services. The committees provide vital communication links between the
College and the community. Advisory committees help disseminate information that will be of
benefit to students, to the program, to the College, and to other outside agencies or individuals.
These committees act in an advisory capacity.

Policy

Program advisory committees:

1. Advise and assist in providing quality programs.

2. Provide input and assist programs with program improvement.

3. Help programs to develop and maintain a high level of quality.

4. Assist programs in their planning process.

5. Assess and advise on current and projected workforce needs.

6. Act as a liaison with all outside agencies that are interested in the educational program.
7. Provide assistance in finding or suggesting cooperative education, externship or

practicum sites for those students in programs with such features.

8. Provide input for equipment necessary to create real life learning experiences and
complement instruction.

9. Appointments to advisory committees and committee operations are determined Iy
the appropriate faculty and staff and the Vice President for Academic Affairs.

10. Generally, Program Advisory Committees meet once or twice a year.






POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Academic Policies and Procedures
POLICY/PROCEDURE: Minimum Scores on GED Pre-tests

DATE: Sept. 1994 NUMBER: 4.80

The Adult Education Program at Ozarka College must maintain effective and efficiency status
as determined by various performance indicators. One important indicator is the percentage
of adults passing the General Educational Development test (GED).

In order to maintain an effective institutional passage rate and to assure the adults in the GED
program that they have acquired sufficient knowledge to have a strong chance of success on
the official GED test, the pre-test score minimum to take the GED test must be at least 45 on
each individual subject area. Students who achieve scores of at least 45 on each section of
the pre-test may then take the official GED test.
POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: General Responsibilities

DATE: May 1994 NUMBER: 5.00
REVISED: September 2000

Student services personnel are responsible for the administration and supervision of all non-
academic relationships between the individual student and the College, from acquainting a
prospective student with offerings of the College. These responsibilities include but are not
limited to

1. Planning and coordinating the student recruitment program.

2. Developing and maintaining an effective system for pre-assessment, advising and
counseling students.

3. Directing the student admissions and registration process.

4. Maintaining progress records of all students, by program or course offering.



10.

11.

Working with the Vice President for Finance to coordinate and advise on financial aid,
including scholarships, work study, etc.

Cooperating with the Vice President for Academic Affairs in monitoring federal and
state supported programs.

Establishing and maintaining an efficient and effective system for determining student
census, at all times, in every program, or course offering.

Monitoring and coordinating the student activities programs including student
government and approved extra-curricular activities.

Establishing, monitoring, and auditing both academic and non-academic counseling
performed to meet the needs of students for personal advice, part-time employment
assistance, and housing and similar counseling needed to help the student stay in
school and meet educational objectives.

Cooperating with the Vice President for Planning and Assessment in implementing
and maintaining student survey activities and results, including contact with employers.

Performing other duties as required to assist the College in maintaining appropriate
Enrollment Management.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Recruiting - Marketing

DATE: May 1994 NUMBER: 5.10

The College recognizes its unique position as the open-admissions two-year college for its
service area. In order to fulfill its mission the College will provide sound, timely information to
the public. It will explore every avenue for making its constituents aware of its educational
programs. The College will market its services in a professional manner to prospective
students, employers, and other constituents. The resources of the College will support this
effort and the subsequent recruiting and enrollment of students into the various programs and
services of the College.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Open Admissions & Limitation of Enroliment

DATE ADOPTED: May 1994 NUMBER: 5.20
REVISED: Sept. 1994, May 1998, December 1999

It is the policy of the College to provide open admissions to the residents of the State of
Arkansas. Open admissions is defined as the College's being accessible to all persons
above the usual high school age and to those who have withdrawn from or otherwise are no
longer in high school. Applicants may be admitted regardless of race, color, gender, religion,
ethnic origin, age, marital status, or mental or physical disability, if otherwise qualified. Full
time students born after January 1, 1957, must furnish proof of immunity against measles and
rubella.

The term open admissions refers only to the minimum criteria a person must meet in order to
be admitted to the College. The College is not obligated to admit every person who may apply
for current enrollment without regard to whether the capacity level of the College or a program
may already have been reached. Enrollment in certain programs and/or courses may be
dependent on the satisfaction of prescribed prerequisites by the person seeking enrollment.
Prerequisites established for programs and courses are based upon occupational standards,
requirements of licensing or minimum capabilities a student must haveto be successful in the
program or course.

Residents of other states and international students may be admitted under the same policy
providing they do not displace an Arkansas citizen. International students must, in addition,
comply with special state and federal requirements.

Whenever admission to the College and/or enrollment in a program or course must be limited
and controlled because capacity has been reached, the following priorities will be used in
determining subsequent admission and/or enroliment:

Priority 1 -  Students in good standing previously admitted to the College seeking to
enroll in a program or course who are residents of Arkansas.

Priority 2 - Students in good standing previously admitted to the College who are
not residents of Arkansas.



Priority 3 -

Priority 4 -

Other persons seeking initially to be admitted or former students seeking
to be re-admitted to the College and/or to be enrolled or re-enrolled in a
program or course who are residents of Arkansas.

Other persons seekinginitially to be admitted or former students seeking
to be re-admitted to the College and/or to be enrolled or re-enrolled in a
program or course who are not residents of Arkansas.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Requirements for Admission

DATE: May 1994 NUMBER: 5.21
REVISED: September 2000

General

The College normally requires a high school diploma or GED for admission and program
enrollment as a regular student seeking a Certificate of Proficiency, Technical Certificate,
Associate of Applied Science Degree, or Associate of Arts Degree.

Because Ozarka College is an open admissions institution, the College recognizes that some
individuals who are not high school graduates may have the ability to benefit from post-
secondary education/training at the College. These potential students are admitted under the
provisions of BPPM 5.20, provided that they are 17 years of age or older, only in courses for
skills development and/or GED preparation.

In addition, pursuant to Arkansas Act 1097 of 1991, a public school student who has
completed the eighth grade shall be eligible to enroll at the College. The College does not,
however, encourage a student to enter before completion of the tenth grade. Concurrent
enrollment requires written permission from the student's principal, superintendent, or
counselor. See also BPPM 5.24.

Any student interested in pursuing a degree or certificate at Ozarka College must present

1. An official high school transcript or GED score report. This requirement
may be waived if the student has successfully completed at least 24
hours at another post-secondary institution before entering Ozarka
College.

2. An official transcript from any other post-secondary institution which the
student has attended.

3. Acceptable standardized test scores (ACT, ASSET, etc.). This requirement
may be waived if the student has successfully completed at least 24 credit
hours, including English and mathematics, at another post-secondary institution
before entering Ozarka College.



Acceptable Standardized Test Scores

Ozarka College does not require an admissions test. In accordance with Arkansas state law,
however, all first-time entering students must demonstrate proficiency in English, reading, and
mathematics by satisfactory performance on a placement test such as ACT or ASSET.

The Arkansas Department of Higher Education has established cut-off scores for placing
students in college-level courses. The following placement standards must be met prior to
enroliment in those courses:

ENGLISH: Students scoring 19 or above on the English section of the Enhanced ACT,
40 or above on the TSWE, or 42 or above on the ASSET Language Usage test may
enroll in college-level English courses. Students not meeting these standards must
successfully complete a Developmental Education program in English before being
admitted to English Composition 1.

READING: Students scoring 19 or above on the reading section of the Enhanced
ACT, 340 or above on the verbal section of the SAT, or 41 or above on the ASSET
Reading Skills test will be considered to have met a minimum reading skill
requirement. Degree-seeking students not meeting the standard shall enroll in
Reading Improvement during their first semester and subsequent semesters until the
program is successfully completed. English Composition | may be taken concurrent
with or subsequent to reading.

MATHEMATICS: Students scoring 19 or above on the mathematics section of the
Enhanced ACT, 390 or above on the quantitative portion of the SAT, or 42 or above on
the ASSET Intermediate Algebra test may enroll in college-level mathematics courses.
Students not meeting these standards must successfully complete a Developmental
Education mathematics program and demonstrate achievement at least as
sophisticated as Intermediate Algebra in order to be placed in a college-level
mathematics course.

Appropriate tests for placement must be completed by all students prior to entering a
certificate or degree program or enrolling in mathematics or English composition.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Residency Requirements

DATE: May 1994 NUMBER: 5.22
REVISED: September 2000

Residency Concept - General

The term residence as it relates to fee payment by students is generally used at the College as
synonymous with domicile. Domicile is the place in which a person has settled for legal
purposes. Itisthe place where a person is generally understood to reside with the intention of
remaining indefinitely or of returning when absent. From the standpoint of the College, which
must classify students as within or without the state for the purpose of assessing fees, it is
presence established in the state for a purpose independent of attendance at the College,
which may include permanent employment when payment of tuition is part of that employment
relationship.

Determination of Residency

Residency for enrollment purposes should be determined by the following criteria:

1. If the student indicates that he/she is a resident of Arkansas and lists an Arkansas
address on the admission and registration forms, that student will be presumed to be
an Arkansas resident. Residents of Oregon County, Missouri, arealso considered in-
state for the purpose of tuition assessment.

Problems with the applicability of the above rules and the detail considerations that follow due
to an unusual fact or circumstance may be referred in writing to the Vice President for
Finance.

Detail of Domicile Considerations




In practice, a student's classification as an in-state or out-of-state student at the time of
admission is based on what the records show to be his/her fixed permanent residence. In
general: (1) The domicile of a student of eighteen (18) years of age or over is in the state
where he/she has been domiciled for six (6) consecutive months immediately preceding the
date of original or subsequent registration. (2) A student whose official records show his/her
own or his/her parents' domicile to be outside the state is prima facie a nonresident of the
state, and the burden is upon the student to prove the contrary. (3) A nonresident of the state
at the time of enrollment is held to that classification throughout attendance as a student,
except where proof that his/her parents' previous domicile has been abandoned and a new
one established in the state independently of his/her attendance at the College. (4)
Recognition is given to the guardianship of the person of a minor only if the guardian was
appointed in the state in which the child was then domiciled. (5) In general, children of parents
who are in military service or in the service of the Federal government and who are stationed
in the state and children of parents who are employed by the state are classified as residents
of the state for the purpose of assessing fees during the time that their parents are stationed or
are living in the state, without regard for the usual residence requirements of six months.
Likewise, children of parents in military or government service who are stationed elsewhere
but who are understood to be primarily residents or citizens of the state are classified as
residents.

In requesting change of residence classification, the burden of proof is upon the student.
Proven actual residence and intention to remain must exist simultaneously in accordance with
the principles of domicile.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Transfer Students

DATE: May 1994 NUMBER: 5.23
REVISED: September 2000

Transfer students must meet the general admissions requirements of the College, except that
those transferring in 24 hours of credit or more are not required to provide a high school
transcript or ACT or ASSET scores. If, however, they have not taken the required English
and/or math courses, they must furnish the relevant ACT or ASSET scores for proper
placement.

To qualify for the:

1. Associate of Arts or Associate of Applied Science Degree - a student must complete
at least 18 of the last 24 semester credit hours of the degree at the College. These

credits must be earned as a regular student rather than by test-out or other means of
advanced placement.

2. Technical Certificates - a student must complete at least 9 of the last 15 semester
credit hours of the certificate at the College. These credits must be earned as a
regular student rather than by test-out or other means of advanced placement.

3. Certificate of Proficiency - a student must complete all semester credit hours of the
certificate as a regular student of the College (no provision for transfer of credits from
other institutions).

Transfer of credits may be accepted from official transcripts from accredited institutions

insofar as these credits fit the program of studies selected at Ozarka College and the student

received a"C" or higher grade. Final approval of transfer credits rests with the Vice President
for Academic Affairs.

Definitions used in transcript evaluations for transfer of credits from other institution:

1. An hour is generally defined as a 50 minute period.

2. A semester is generally 15 weeks of instruction excluding final examinations.

3. A trimester is generally 15 weeks of instruction including final examinations.



A quarter is generally 11 weeks of instruction including final examinations.
A semester hour or trimester hours multiplied by 1.5 equal quarter hours.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Concurrent and Non-Degree-Seeking Students

DATE: May 1994 NUMBER: 5.24
REVISED: September 2000

Ozarka admits certain classes of students who are not required to furnish all of the normal
documents:

1. Concurrently Enrolled Students - Public school students who have completed the
eighth grade may be eligible to enroll at Ozarka College, provided that they otherwise
meet normal requirements for admission. The student must also present a
recommendation from his or her high school principal, superintendant, or counselor
each semester of attendance. The recommendation form will be provided by the Office
of the Registrar.

Concurrently enrolled students who make less than a"C" in a course must normally wait
one semester before being eligible to re-enroll.

Concurrently enrolled students are not eligible for federal financial aid.

2. Non-Degree-Seeking Students - Persons holding at least a high school diploma or a
GED will be allowed to take no more than one course per semester or term for
personal interests without providing any normal documentation other than state-
required immunization records. If such students eventually complete 18 semester
hours at Ozarka College, however, they will be required to provide all the normal
documentation before they can re-enroll. Before taking English composition or any
math course, they must provide ACT or ASSET scores for proper placement.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Counseling

DATE: May 1994 NUMBER: 5.30
REVISED: September 2000

General Counseling

Ozarka College offers counseling to all students on a wide variety of concerns. Students may
obtain individual and/or group counseling in areas such as identifying abilities or occupational
interests, developing realistic educational or career plans, improving study skills, working
through personal matters, interpersonal relationships, and other concerns.

The College presents career opportunity information to all students without regard to race,
color, gender, ethnic origin, age, marital status, or mental or physical disability. Students are
encouraged to explore the broad spectrum of curriculum and career choices available to them
without prejudice.

A system of faculty advisors supports the role of counseling.

Organization and Administration

The Counselor is responsible for the coordination of counseling services. The counseling
program is influenced by the needs of the area served and the socio-economic status of the
community.

Referral Consultants

The counseling program assumes the responsibility of coordinating its activities with other
community resources for maximum student benefit. When limitations are recognized, those
students needing specialized help may be referred to an appropriate individual or agency
which can furnish that help most adequately.

Faculty Advisors can further support the role of counseling services by:

1. Encouraging students and making referrals of students who need to avail themselves of
counseling services.

2. Making referrals to counselor(s) of students needing assistance.



registration, academic advising, orientation, etc.).

5. Consulting with counselor(s) in connection with student problems.

Placement Testing

The Counselor coordinates and administers the College student placement program. The
focus of any test administered by student services is to assist the student in meeting
educational needs and in making a valid choice of educational/occupational objective. The
results of any such test shall not be used to prevent a student from enrolling in the College. In
fact, placement testing will identify the educational entry level of the student and assist in
ensuring student success. Some programs have special admission requirements which may
include certain appropriate tests. The College does not use an admissions test as such, but
does administer an educational placement test under the following circumstances: All
students seeking degrees and certificates shall participate in an evaluation for determining
potential ability to benefit from College training or programs except under the conditions
outlined in BPPM 5.21.

Interest Inventory Testing

Students desiring assistance in making a career selection can use the student guidance
testing service. The testing is designed and used for the guidance of students and not for
admissions. Its purposes are:

1. To help students examine interests and abilites in relation to their
educational/occupational options and make informed plans for courses and careers.

2. To provide counselors and faculty advisors with a profile of individual students to help
plan appropriate programs.

3. To analyze the student body and groups within it so the College can plan programs to

meet student needs.

A variety of interest inventory assessment tools may be used. Some may require a nominal
fee to cover the cost of the tests.

The Counselor will be responsible for evaluating the student's capabilities and determining
whether he/she meets entry level requirements for the selected program. The Vice President
for Academic Affairs makes final program admission decisions.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Student Conduct

DATE: May 1994 NUMBER: 5.40
REVISED: October 1998, Sept. 2000, May 2001

General

Because college students are mature, their conduct will be dignified and honorable and will
epitomize the mission of the College. Students will consider that they are seen as
representing Ozarka College and that the reputation of the College rests with them. They will
also recognize that they are part of a community and therefore mutually responsible for
behaving civilly toward their fellow students and other members of that community.

Student Rights and Responsibilities

Students enrolled at Ozarka College are expected to conduct themselves as responsible
individuals. Students are subject to the jurisdiction of the College on College matters during
their period of enrollment, and the College reserves the right to take disciplinary action against
those students who, in the opinion of the College, have not acted in the best interest of the
students or the College.

Disciplinary action may consist of verbal reprimand, payment of restitution for damages,
restriction of privileges, suspension, or dismissal. Students have the right of due process.

College Rules

1. Alcoholic Beverages
Any student guilty of drinking, being under the influence of, or possessing intoxicating
beverages on College property or at College functions is subject to disciplinary action
and/or state and/or federal law (See BPPM 2.47).

2. llegal Use of Drugs
The illegal use of drugs is strictly prohibited on College property or at College functions.
Any student found using, under the influence of, in possession of or distributing illegal
drugs is subject to disciplinary action and/or state and/or federal law (See BPPM
2.47).



10.

11.

12.

Smoking
Students may smoke only in designated smoking areas. Failure to comply with this
policy could result in disciplinary action (See BPPM 2.41).

Assembly

No person or persons shall assemble in a manner which obstructs the free movement
of persons about the campus or the free and normal use of College buildings and
facilities, or prevents or obstructs the normal operations of the College.

Disruption of Classes
No person or persons shall engage in any activity in the classroom or on the College
grounds which has the effect of disrupting classes.

Signs

With the exception of bulletin boards, students may erect or display signs or p osterson
the campus only upon the authorization of the Vice President for Finance. Students
shall not deface, alter, tamper with, destroy, or remove any sign or inscription on
College property (See BPPM 2.40).

Solicitation of Funds

No student or student organization may use campus facilities, solicit funds or schedule
activities unless such action has been approved by the Vice President for Academic
Affairs or the President (See BPPM 2.40).

Arms/Deadly Weapons

Firearms (except for those possessed by officers of the law), are strictly prohibited on
College property or at any activity sponsored by the College. Any student possessing
deadly weapons is subject to disciplinary action.

Cheating

Any student caught cheating is subject to disciplinary action. Such action may be taken
by the faculty member in accordance with College procedures when deemed
necessary.

Counterfeiting and Altering

Students shall not reproduce, copy, tamper with, or alter in any way, manner, shape, or
form, any writing, record, document, or identification form used or maintained by the
College.

Theft of Property
Any theft of personal or College property will be treated as a violation of College rules
and may lead to disciplinary action and/or state and/or federal penalties.

Vandalism



13.

14.

15.

16.

The destruction or mutilation of College property is prohibited. Such action may result
in required payment of restitution and/or disciplinary action.

Use of College Facilities

Students are permitted on campus during the times established in the College
Calendar, during normal College hours. Students wishing to use College facilities at
other than those times must request permission from the Vice President for Academic
Affairs.

Financial Responsibility

Students in debt to the College in such matters as fees, fines, or loans, shall not be
permitted to register for a succeeding session, nor will grades, records, degrees, etc.,
be awarded or released until such accounts are satisfied.

Motor Vehicles

The College provides and maintains sufficient parking areas for staff, students, and
visitors. All individuals are required to adhere to College parking regulations (See
BPPM 3.36).

It should be noted that the College assumes no responsibility for loss, theft, or damage
to vehicles parked in the College parking areas.

Speed is limited to 10 miles per hour while on College grounds.

Emergency Closing of Campus

When it is necessary to close the College on an emergency basis, the student will be
notified by College staff and/or the mass media. Immediate closing of campus may
occur due to inclement weather (or other reasons), depending upon the severity of the
event.

Students are requested to listen to designated radio stations for emergency closing
instructions (See BPPM 3.33).

Due Process for Student Conduct Violations

1.

The College shall publish student conduct regulations and make them available to all
students no later than the first day of instruction.

Cases of student misconduct and/or lack of academic integrity are to be referred to the
Vice President for Academic Affairs for evaluation.

The Vice President for Academic Affairs shall be responsible for all initial disciplinary
procedures. All cases meriting suspension or disciplinary dismissal shall be referred
to the President.



Faculty can recommend to the Vice President for Academic Affairs that a student be
withdrawn from a course, program, or the College for disciplinary reasons. Students
recommended for dismissal will be notified by their advisors and will be given an
opportunity to be heard by the Vice President for Academic Affairs before such action
is final.

Student Grievance Procedure

The following procedure will be used in case of any non-academic complaint or grievance:

1.

55.

Within five (5) working days of the alleged grievous incident, the complainant must
present the complaint in written form to the Office of the Vice President for Academic
Affairs, who is designated as the Grievance Officer.

The written complaint must include the ecific grievance/complaint and specific
remedies sought by the student.

The Vice President for Academic Affairs will investigate and respond to the
complainant in written form within five (5) working days of receiving the written
complaint.

If not satisfied, the complainant may appeal in writing to the President within five (5)
working days of receiving the written findings of the Vice President for Academic
Affairs.

The President will respond in written form within five (5) working days.

If complainant is not satisfied at this level, an appeal may be made in writing to the
College Board of Trustees within five (5) working days. The Board will review the
complaint/grievance at the next regularly scheduled meeting and render a decision
within ten (10) working days. The decision of the Board shall be final.

A student who feels subjected to Civil Rights violations may appeal to the Office of Civil
Rights directly.

All written grievances filed by a student with the Vice President for Academic Affairs,
along with any related documents, will be logged in an official register by the Vice
President and maintained for a period of no less than two years after the initial filing.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Records Maintenance

DATE: May 1994 NUMBER: 5.50

Initial Records

The Office of the Registrar will collect student data during the admissions process. As the
student continues in the College, additional information will be added/maintained by the
Registrar. All staff members with access to student records will be knowledgeable of and be
in compliance with all applicable laws and regulations in reference to student records. These
laws/regulations include the Eamily Educational Rights and Privacy Act (Buckley Amendment).

Temporary Student Information

The Registrar will collect and maintain data on demographic information, academic records,
and registration data for not less than a period of 5 years past the last date of student

attendance and following that time period, maintain secured permanent storage of all
academic student records.

Five year records storage includes, but is not limited to,

Admissions/registration data.

Previous school records including high school transcripts.

Other college transcripts, transfer, advanced standing evaluation, credit by
examination documentation.

Assessment/testing data and/or referral to developmental education courses.
Interview records (if applicable).

Health inventory (if applicable).

Financial Aid forms, including V.A.

Program acceptance/change documentation

Drop/Add forms.

10. Academic Probation data.

11. Documents pertaining to grade changes.

12. Student Academic history/grade information.

13. Student disciplinary/academic dismissal information (if applicable).

14. Placement data (if applicable).

15. Other information pertinent to student records.

wn e

©COeNe A



The Registrar's Office is also responsible for making student records available periodically for
counseling, advising, and/or auditing purposes, and this information shall be considered
confidential.

Permanent Student Records

All permanent student records shall be maintained by the Registrar's Office. This office shall
be responsible for the identification of records to be maintained permanently, their security,
and occasional retrieval in accordance with College policy.

Permanent records are to be forever maintained in hard copy and/or electronic and/or
microform. These records include:

1. Transcript.
2. Final grade roster reports.
3. All documents pertaining to grade changes.

The Transcript includes the following information:

Name: last, first, middle initial, maiden

Social Security Number

Date of Birth

Date Entered

Program or Programs

All credit transferred

Cumulative Grade Point Average

Degree or Certificate granted and date of graduation

ONoGORWONE

Transcripts

Official transcripts of the College are considered to be copies of the student's permanent
record which have been officially endorsed and certified with the College seal. Official
transcripts are available to students upon written request. The first copy will be provided at no
cost to the student. A fee will be charged for any additional copies.

Buckley Amendment

Ozarka College is an educational institution covered by the Family Educational Rights and
Privacy Act (MPPM - B-13, C-57), more commonly known as the Buckley Amendment. For
more information regarding these rules and regulations see BPPM 4.23.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Registration

DATE: May 1994 NUMBER: 5.51
REVISED: September 2000

Definition

Registration at the College is that act whereby individuals become students or reaffirm their
status as students in the College through the process of selection of classes and payment of
fees. The College initiates or reaffirms its commitment to the student through enroliment in
classes and preparation of class rosters and student records. The official College calendar
indicates the dates on which newly entering and returning students are to register. Dates for
registration will be publicized each term.

Completion of Reqistration

Registration is officially completed when the student pays or makes arrangements for paying
fees with the Finance Office. The Finance Office will separate the registration form and
disseminate as may be appropriate. A copy is retained by the Finance Office, another by the
Registrar, and a third by the student.

Appropriate registration data will become part of the College Data System and reports
disseminated. These reports will be the basis for official College records.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Student Financial Aid

DATE: May 1994 NUMBER: 5.52
REVISED: December 1994, Sept. 2000, May 2001

Philosophy

Based on the belief that higher education should not be a privilege reserved only for those who
can afford to purchase it and that educational opportunities should not be limited by the
financial resources of the student and/or his/her family, and based on the fact that the total
resources available for financial assistance to students are limited, the College is dedicated to
explore all avenues possible for the financial benefit of the student.

General Definition

Ozarka College subscribes to the principle that the amount of financial aid granted to a student
is based on financial need. The College also uses the Uniform Methodology approved by the
U.S. Office of Education for federal student aid programs to provide a standardized, objective
analysis of student financial need.

Financial need is the difference between the reasonable cost of a student's education
(including room and board, personal expenses and transportation costs) and the amount the
applicant and his/her family can reasonably be expected to contribute from their income and
assets to meet the expenses of that education.

The administration of student financial aid is coordinated through the Finance Office. The chief
responsibilities of the financial aid staff are:

1. The collection, evaluation, and processing of data from students about financial
need.

2. The counseling of students regarding individual financial needs.

3. The determination of student eligibility for various types of financial aid and the

determination of the extent of that aid.

4. The adherence to all program regulations of any donors of financial aid, be they
institutional, governmental, or private sources.



Principles
1.

10.

The primary purpose of Ozarka College's financial aid program is to provide
financial assistance to students who, without such aid, would be unable to
attend.

Financial assistance consists of grants, certain scholarships, loans, and
employment which may be offered to students singularly or in various
combinations.

Financial assistance from Ozarka College and other sources is viewed only as
supplementary to the efforts of the student and/or the student's family.

The total amount of financial assistance offered to a student by Ozarka College
and other sources will not exceed the student's demonstrated need.

In determining the extent of a student's financial need, Ozarka College will
consider the financial support expected from the income, assets, and other
resources of the student or the student and his/her family.

In estimating the amount that a student or the student's family can provide for
college expenses, Ozarka College will consider factors that affect a family's
financial strength: current base year income, assets, number of dependents,
other educational expenses, debts, and retirement needs.

A student who needs financial aid should provide a reasonable part of the total
amount required to meet College cost by accepting employment or a loan or
both. Acceptance of a loan or job will not be considered by Ozarka College as
a prerequisite to the award of a grant or scholarship.

Because the amount of financial assistance awarded usually reflects the
financial situation of the student or student's family, release of information to
outside agencies will require written consent by the student.

Ozarka College will clearly state the total yearly cost of attendance and will
outline for each student seeking assistance an estimate of his/her financial
need.

Ozarka College will review its financial assistance awards periodically and
where appropriate adjust them in type and amount to reflect changes in the
demonstrated financial need of students and the cost of attending Ozarka
College.



11. Ozarka College will cooperate with many area high schools and
other colleges to encourage college attendance by all able students.

12.  Ozarka College will strive through its publications to provide schools, parents,
and students with factual information about its aid opportunities, programs, and
practices.

Waiver of Fees

Ozarka Regional Scholarship

The College is authorized to waive tuition for any student determined to be deserving. The
scholarship is intended for the immediate summer, fall, or spring term following graduation
from high school, and may be renewable based on academic performance.

The Vice President for Finance and the Counselor will verify that a student is deserving by
obtaining documentation furnished by the applicant's superintendent, counselor, or principal,
showing that the applicant is deserving.

The Vice President for Finance will administer the scholarship.
Employee, Trustee, and Past Trustee Tuition

All full-time employees of the College, members of the Board of Trustees, and past Board
members may enroll in on-campus credit courses for up to six hours credit each semester and
the tuition is waived. Special fees and cost of books are not waived. Ordinarily, no more than
one course may be taken by employees during normal working hours. The employee must
clear his/her schedule with the immediate supervisor and make arrangements for his/her job
responsibilities to be covered during the class period. An employee who wishes to take more
than six hours during one semester must receive special permission from his/her supervisor
and the President.

Families of Full-Time College Employees and Current or Past Trustees

Fee waivers may be granted to the employee's, trustee’s, or past trustee’s family for
registration in all College credit classes.

Senior Citizens

The Arkansas General Assembly in 1975 established Act 678 "to provide that the Board of
Trustees of the respective state-supported institutions of higher learning shall waive tuition
charges for students who are sixty (60) years of age or older.” The cost of non-credit
instruction is not waived under this Act.



The Office of Student Services will verify that a student is over sixty (60) years of age through
the application for admission.

The policy adopted by the General Assembly did not stipulate minimal academic requirements
in terms of College performance or indicate the duration of eligibility. Therefore, once
certification is obtained by the Vice President for Finance documenting that the applicant is
sixty (60) years of age or older, he/she may attend Ozarka College indefinitely on a tuition
scholarship.
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General

It is the philosophy of the College that co-curricular activities complement the academic
program of the institution. Students are encouraged to participate in student activities when
such participation is consistent with sound educational practices.

All organizations must operate under the policies and procedures as set forth for the College
by the Board of Trustees. No organizations will be permitted to function in College facilities or
be sanctioned by the College without the approval of the administration, the Student Affairs
Committee, and the Student Council. All approved organizations must be open to all eligible
candidates for membership. Each organization must make available upon request to the
Student Affairs Committee all by-laws and records of officers and membership. All financial
transactions are handled by the organization's treasurer and the faculty advisor in cooperation
with the Vice President for Finance.

When any student organization wishes to provide a program on a sustained basis and use
College facilities or be sanctioned by the College, approval of the group is required from the
administration, the Student Affairs Committee, and the Student Council.

Procedure

To apply for approval, a new organization must submit to the Student Affairs Committee

1. Name of organization.

2. Statement of goals, purposes, and activities of the organization.

3. List of official representatives of the organization.

4. A statement that the organization agrees with the College mission statement

and affirmative action policy.

If the Committee finds that the new organization's goals, purposes, and activities would
support the mission of the College, it will forward its ecommendation along with the
organizational data to the Student Council for its approval. The Student Council will examine



all materials and make a recommendation to the Administrative Council. Upon positive action
from all groups, the new organization may begin to function as an official student organization
of the College. Should any entity determine that the proposed organization does not support
the mission of the College, the organizers will be so notified and given an opportunity to
present additional materials to justify their request for recognition.



POLICIES AND PROCEDURES
OZARKA COLLEGE

SUBJECT AREA: Student Services
POLICY/PROCEDURE: Student Organizations

DATE: May 1994 NUMBER: 5.54
REVISED: September 2000

Student Council

The Ozarka College Student Council functions as an information-sharing and advisory group
on subjects concerning student affairs.

Membership on the Student Council is normally comprised of one representative from each
class or program and the president of each recognized school club and organization. The
Student Council shall have a faculty or staff advisor.

A representative must be a member of the class, program, or organization from which he/she
is chosen. Representatives normally serve for one academic year.

The Student Council may expel any representative for malperformance of duties.

The Student Council shall elect from its membership, in a joint meeting of incumbent
representatives and representatives-elect, a president, a vice president, a treasurer, and a
recording secretary. These officers shall assume office immediately upon election and shall
serve until the next election.

Clubs

Hobby, social, honorary, or interest clubs may be organized on campus by interested students
or personnel. Clubs must have an elected president and vice president. All clubs will have a
faculty advisor. The Administration, Student Affairs Committee, and Student Council should
be informed of the organization of any club.

Trade and Professional Societies

Student chapters of the various societies such as VICA or HOSA are considered a vital part of
student life at Ozarka College, and faculty serving as advisors will encourage full participation.

Social Activities



The Student Council and various other clubs and groups are encouraged to plan and conduct
social activities for their members or for the College as a whole. The Student Council will
serve as the clearing-house and coordinator of all school-wide social activities and gatherings.
All students are encouraged to participate in these activities, and many will be open to guests.

Any school-wide activity must be approved by the College administration.
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The College recognizes five program levels resulting in formal instructional awards: Associate
of Arts Degree, Associate of Applied Science Degree (A.A.S.), Technical Certificate (T.C.),
Certificate of Proficiency (C.P.), and General Equivalency Diploma (G.E.D.).

The College awards the degree or certificates to matriculated students who meet both
matriculation and graduation requirements. A student is considered to be matriculated when:
(1) an intention has been stated to pursue a certificate or degree in a program, (2) admission
requirements have been met, and (3) an advisor has been assigned. The G.E.D. is awarded
to adult education students at Ozarka who successfully pass the state General Equivalency
Development examination.

To be considered for graduation, a student in degree and certificate programs must first

submit an Intent to Graduate form to the Finance Office during registration of the final
semester.

A student is considered to be eligible for graduation when the chosen program requirements
are fulfilled and the graduation fee is paid and the Intent to Graduate form is completed.

For additional information on graduation and commencement see BPPM 4.39.
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Ozarka College does not have an on-campus health-care clinic and, therefore, does not
provide health-care services to its students or staff. It is the policy of the College to refer all
health-care needs to available area agencies and/or the individual's personal physician.

All full-time students born after January 1, 1957 must show proof of immunization against
measles and rubella. Adequate records must be submitted to the Registrar's Office.
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The Bookstore will provide books for students, faculty, and staff at fair and reasonable prices.
Books will be stocked according to convenience and demand. Profits will be budgeted
annually through the Office of the Vice President for Finance.
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The Director of Student Services/Registrar has been designated as Ozarka College’s
Coordinator of Disability Services. As such, the Director is the College’s compliance
coordinator for Section 504 of the Rehabilitation Act of 1973 and the American’s with
Disabilities Act of 1990. To receive services, students must request an appointment with the
Coordinator and provide official medical documentation of their disabilities prior to
registration.

The Coordinator arranges for academic and auxiliary aids adjustments to be provided to
qualified students (those with verified disabilities and who require such services) prior to
registration and first semester of enroliment.

Ozarka College will make every effort to conform to the provisions of the Americans with
Disabilities Act in accommodating students with visual, auditory, mobility, or learning
disabilities.

If a student requests accommodations because of a disability, the following procedure is to be
followed.

4. The student will sign a release of the plan to each instructor and counselor.

5. The Coordinator of Disability Services will review the plan with instructors and
counselor in a confidential manner.







