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DISCLAIMER

PURSUANT TO SECTION 41-1-110 OF THE CODE OF LAWS OF SC, AS

AMENDED, THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE SC STATE BOARD FOR TECHNICAL AND COMPREHENSIVE EDUCATION / THE SCTECHNICAL COLLEGE SYSTEM OR TRI-COUNTY TECHNICAL COLLEGE.
The College

Introduction

This Resource Guide is intended to be a resource for newly hired as well as experienced employees of Tri-County Technical College. It covers the basics of employment, such as day-to-day rules and procedures, benefits information and grievance procedures. A detailed discussion of the contents of this Resource Guide will be a part of the mandatory orientation of all new employees to be conducted by a supervisor. Most of the subject matter is covered in a more formal, in-depth fashion in various policies, directives, procedures, etc. Whenever possible, these sources are cited for a more detailed explanation. The official and best source of up-to-date information is the official College and System policies and procedures accessible on eTC under the Employee tab, How the College Works channel. 

Technical education in the twenty-first century is a rapidly changing enterprise in order to stay abreast of the evolving work place. Likewise, Tri-County Technical College strives to be at the forefront of employment policies and procedures in order to provide the best possible working environment. To be effective across that spectrum of changing and unchanging principles, this Resource Guide will be continuously evolving. Revisions and new editions will be published as circumstances warrant. Comments or suggestions should be made to the Personnel Office, at extension 1792 or in-person in room 103, Ruby Hicks Hall.
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The Mission Statement


Tri-County Technical College is a public, two-year community college dedicated to serving as a catalyst for the economic and lifelong development of the citizens of Anderson, Oconee, and Pickens Counties through outstanding programs and unparalleled service. An open admissions institution with primary focus on teaching and learning, the College serves approximately 6,000 to 7,000 students through both on-campus and distance learning courses. The College grants certificates, diplomas, and associate degrees in technical, career, and transfer programs. The College also offers certificates in continuing education programs.


Vision
Tri-County Technical College will be the role model for community college education through dedication to high standards, a nurturing environment, community alliances, and innovative leadership.


Values
At Tri-County Technical College, we value

Integrity—respect for the dignity, equality, and potential of self and others in personal and professional interactions

Responsibility—accountability in personal, professional, community, and fiscal affairs

Accessibility—equal opportunity to advance professionally and personally in a clean, safe, stimulating, and aesthetically pleasing environment

Collaboration—partnerships among students, faculty, staff, and community to promote open and effective communication, decision-making, and implementation of ideas and processes

Learning—facilitation of intellectual and technical growth through commitment to continuous improvement and innovation.

My Work Environment and Tools

Dress Requirements
Tri-County Technical College employees shall dress in such a manner which sets them apart from the student population and as befits their leadership roles. The mode of dress should present the most professional appearance possible, given the working environment and functional areas represented. In every instance, College personnel must exhibit suitable attire, within the accepted boundaries of modesty and recognized standards of propriety. During regular school hours, and in the presence of students, business, or community representatives, it is expected that employees will present an appearance reflective of their position within their particular field. Due to the nature of some positions, College-issued uniforms are required (ex. maintenance and security personnel).
Employee Parking

A parking decal is required to be displayed in all employee (full-time, part-time and temporary) and student cars.  Employees are not required to pay for the decal, which can be obtained from the Campus Safety Office in Pickens Hall, Room 138. 

Please familiarize yourself with the parking regulations. Failure to comply will result in parking fines.  Repeat offenders are subject to having their vehicle towed.  Recovery of the vehicle, once towed, will be at the employee or student’s expense.
Please refer to the parking policy and map available on-line for more information.
ID Badges/T-numbers
In an effort to provide for a safe and secure work environment the College issues employee numbers and picture identification badges.  The employee number is commonly referred to as a “T” number because it is a random generated number that begins with a T.  This numbering is used for employees and students and is the mechanism for accessing all student and employee files (this number is used in lieu of a social security number).  
College-issued picture identification badges are issued to all employees and students.  Given the nature of their position and/or the access needed in some divisions/ departments, employees may be required to wear their badge.  Although some departments will not require wearing of the ID badge, all employees and students must have their ID badge readily available and provide it for identification purposes when requested to do so.

ID badges are issued by the Campus Safety Office, located in Pickens Hall, Room 138. 
Keys
Supervisors may request office keys for their faculty or staff via a Key Request Form, available through Campus Safety. Once approved, Campus Safety will issue a key to the employee who must acknowledge receipt by signing for the key.  A copy of the request form, with employee signature, will be maintained in the employee’s personnel file.  Employees are not provided keys for external doors.  Employees who need to enter a building during a time when exterior doors are locked, must contact Campus Safety at extension 1800.  For safety reasons, please be prepared to show your College ID or other picture ID to the Campus Safety Officer who responds.  

Employees may not loan their issued key or unlock any door for an unauthorized person.
Work Hours

All full-time employees are required to work 37.50 hours per week, exclusive of time off

for meals. The Main Campus normal business hours are 8:00 AM to 5:00 PM Monday through Thursday and 8:00 AM to 2:00 PM Friday. While classes are in session and during peak periods, Student Services offices are open until 8:00 PM, Monday through Thursday evenings, and the Library is open until 10:00 PM. Other campuses are open based on class offerings and hours may vary from semester to semester.

Employee (Faculty and Staff) work schedules are based on individual department needs and will be decided by the supervisor, provided full-time employees work  a minimum of 37.50 hours per week and that the core of these hours are during the College’s normal operational  hours of 8:00 AM  to 8:00 PM.  Faculty teaching loads range from 15-18 credit hours or 20-24 contact hours per semester. 
Supervisors may allow employees to flex their schedule during the workweek provided that the employee works the minimum of 37.50 hours during each of the College’s workweek (Monday 12:01 a.m. to Sunday midnight).  Flex scheduling shall not be provided to allow secondary employment or dual employment.  Flex scheduling can be provided to allow for taking a course, provided that it is for no more than one course per semester.  Flex scheduling must be done in the same workweek.
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Inclement Weather – Cancellation or Delay of Classes

In cases of inclement weather, the President will make a decision regarding the delay and/or cancellation of classes.  Announcements of closings or delays are posted on the College’s phone system, webpage and the local media are alerted.  It is the responsibility of all employees and students to call and listen to the announcement.  To access this announcement, call the main number (646-8361) and press 9 for the inclement weather recording.  

The College has also recently introduced an emergency text messaging system in which you may participate.  Inclement weather and other safety/security messages are sent via this system to the cell phone number of your choosing.  To opt in to this program, go to the Campus Safety channel on the Message Center tab of eTC.

During times of class delays or cancellations where the Governor has not officially closed the College, employees are expected to report to work if they can do so safely.
Inclement Weather – College Closing

As a state agency, Tri-County Technical College will follow the directives of the Governor regarding closing during times of inclement weather.  An announcement of closings or delays is posted on the College’s phone system and the webpage.  It is the responsibility of all employees and students to call and listen to the announcement.  To access this announcement, call the main number (646-8361) and press 9 for the inclement weather recording.  

While this is the preferred way to get the most dependable information, employees may also tune into the TV and radio stations for closing information or may access the State website at:  http://www.scemd.org/scgovweb/weather_alert.html.  

The College has also recently introduced an emergency text messaging system in which you may participate.  Inclement weather and other safety/security messages are sent via this system to the cell phone number of your choosing.  To opt in to this program, go to the Campus Safety channel on the Message Center tab of eTC.

In the event the Governor has closed the College, no employee except for those listed as essential personnel (maintenance, security and Veterinary Technology faculty) should report to work.

Please refer to policy and procedure 8-3-105, 8-3-1050.1, 8-3-105.1 for current guidelines.
Telecommuting
Telecommuting is a management option that allows eligible employees to work at home or other remote locations for a selected period of time. Tri-County Technical College employees may be allowed to participate in the telecommuting program after receiving formal permission from their division supervisor, area Vice President and the President to complete a specific assignment in an off-campus setting other than the formal office environment. Telecommuting may not be used as a substitute for child, elder, or any type of dependent care. Telecommuters must make or maintain dependent care arrangements during the designated telecommuting hours. Telecommuting cannot be used to supplement Annual Leave, Sick Leave, Maternity Leave or Leave without Pay. An employee is not allowed to participate in the Telecommuting program when placed on sick leave by a physician. Only employees who have a Fair Labor Standards Act classification of “exempt” may participate in the Telecommuting program at Tri-County Technical College. Non-exempt employees, due to the nature of their job description and overtime classification, are not eligible for the telecommuting work option.
Any exempt employee wishing to utilize this option should notify their direct supervisor as soon as possible. The employee must complete a Telecommuting Request form, and provide rationale for participation in the program. All telecommuting agreements require PRIOR permission from the President of the College or his designee, through the Personnel Office. 
Please refer to policy and procedure 8-7-106, 8-7-106.1 for current guidelines.
Children or Other Personal Visitors at Work

Except in extraordinary circumstances, employees may not bring or permit their children or other personal visitors to be present at their worksite. Employees must obtain their

supervisor’s permission before bringing such persons to their work area. Supervisors shall refuse permission if the visitor’s presence is likely to create an unsafe or unproductive work situation. Generally such requests should be limited to emergency situations. This prohibition does not apply to brief, informal visits, as long as such visits are infrequent and are not distracting or disruptive.

Please refer to policy and procedure 4-2-1020, 4-2-1020.1 for current guidelines.
Use of State Property
Employee usage of state property, including telephones, fax machines, copiers, computers, Internet, vehicles, and any other state property is a privilege, not a right. Users are expected to comply with local, state, and federal laws regarding copyright, privacy, libel, software licensing agreements, and the policies and rules of the College. In addition, employees must maintain the highest level of ethical behavior and avoid activities that are inconsistent with the mission and policies of the college.

Telephones and Faxes

It is the policy of Tri-County Technical College to limit long distance telecommunications usage. Employees and students are prohibited from personal long-distance use of telephones or fax machines. Only job-related long distance calls are allowed.

Copy Machines

Copy machines are located in various departments throughout the campus. These machines are for official instructional and administrative purposes and not for personal use by employees.  Copy machines are available in the Library and the Bookstore for employees and students use, at a minimal cost.

Computers and Internet Access
Computers and other technology resources are for academic and administrative use only; therefore, users should not expect files stored on college-based computers to be private. Administrators may review files and messages in order to maintain system integrity and to insure that users are acting responsibly. Although not conclusive, listed below are examples of computer/technology use considered to be unacceptable at Tri-County Technical College:
· Violating any federal or state legislation, including the Federal Copyright

Law, the Family Education Rights and Privacy Act (FERPA) and the

Gramm-Leach-Bliley Act (GLBA); or

· Accessing, copying, modifying, damaging, removing or distributing

restricted data and application software owned and licensed by the College
or any user data and application software without express permission from

the manager of that data and application software; or

· Removing, damaging or altering College IT resources, or any deliberate

act affecting the operational readiness of these resources, disrupting

normal computer usage or restricting network access; or

· Exploiting College IT resources for activities not relevant to College

business or academic pursuit, including solicitation, personal financial

gain or commercial advertising; or

· Circumventing, or attempting to circumvent, any protective software or

device installed on any College computer system, fileserver or

workstation; or

· Initiating, accessing, or reproducing information that is offensive,

harassing or libelous on any College computer system, fileserver or

workstation; or

· Intentionally wasting or monopolizing IT resources to the exclusion of

others, including, but not limited to, sending mass mailings or chain

letters, creating superfluous output, causing unnecessary network traffic,

or generating excessive printing.
Please refer to policy and procedure 4-4-103, 4-4-1031, 4-4-1031.1 for current guidelines.
Work Equipment

The College strives to ensure that all employees have access to the appropriate tools, equipment and information needed to perform their jobs.  It is the responsibility of immediate supervisors to provide these items.  A basic workspace, personal computer and telephone will be provided to all employees.  Full-time employees typically have individually assigned items, while temporary employees and adjuncts may share such items. These items or any additional equipment or information needed should be requested from the immediate supervisor.  

Telephones and Voicemail

The main College number (646-8361) is answered with an automated greeting that provides callers with options from which to choose to direct their call. In an effort to expedite calls, the College employs the use of direct inward dial (DID) numbers.  These numbers are the individual extension, preceded by the 646 prefix. (ex., extension 1500 may be reached directly from an off-campus phone by dialing 646-1500). Please remember to always provide your direct number to your customers and others who need to call you. 

Voicemail is provided as an additional communication tool for employees.  With the exception of the main numbers for departments, full-time employees are given a voicemail box.  Employees who use a department number do not have voicemail to ensure that callers are able to reach a “live” person at these departments rather than being routed from one voicemail box to another.  It is important that calls to these main numbers be answered in a timely manner since this is often the first impression potential students have with the College.   

For effective customer service remember to:

· Record a greeting on your voicemail box.

· Check messages daily.

· Return calls the same business day or no later than the following business day.

· Record an extended absence greeting when you will be out of the office for one or more days.

· Record your name on the mailbox so the Automated Employee Directory feature will work effectively.

· Smile when answering your telephone.

· Remember that you are “the voice of the College” when you answer the phone – you may be the first and only contact the caller has with the College.

· Transfer calls received in error – but callers should not be transferred more than once. 

· To expedite communications, provide the nature of your call or ask the question when you leave a voicemail rather than just asking the person to call you.  

· Utilize the right tool to communicate - A lengthy communication may be better served by e-mail than by voicemail and a message needing immediate attention is better served by a phone call or office visit than by an e-mail or voicemail.

Cell Phones

College-issued cell phones may be requested by your supervisor through Kevin Steele, Manager of Administrative Services.  Cell phones are issued based on the nature of the position and the need to be in 24/7 contact with the employee rather than as a convenience. 

Given the limited number of college-issued cell phones, some employees choose to utilize their personal cell phone while on campus.  The use of personal cell phones for business use is at the discretion of the employee.  In an effort to minimize disruption of the work environment, employees who bring personal cell phones to work are asked to utilize the “vibrate” setting or a professional ring tone set at a reasonable volume.  Personal phone calls, via a cell phone or a college-issued phone should be kept to a minimum and should not be allowed to interrupt college business.
My Compensation and Benefits

Employee Benefits

Eligible employees scheduled to work at least 30 hours per week are authorized to participate in the health insurance and benefits programs at Tri-County Technical College. Benefits are offered through the State of South Carolina and include health, dental, vision, life, long-term disability, supplemental disability and long-term care insurance. More complete information is available on-line at www.eip.sc.gov or from the Personnel Office.

In addition to these benefits, various supplemental benefits are offered through a variety of vendors.  The supplemental benefits include, but are not limited to, vision, IRAs, cancer insurance, and short-term disability.

Retirement plans are offered to all employees and are mandatory for employees in FTE positions. Two types of retirement plans are offered by the State of South Carolina, the SC Retirement System (SCRS) and the Optional Retirement Program (ORP). The SCRS is a defined benefit plan and the ORP is a defined contribution plan.  There are four ORP vendors from which to choose.  These vendors are AIG, TIAA-CREF, VALIC and Citistreet.  

All benefits are offered to full-time employees in FTE positions. Part-time, temporary,

hourly and seasonal employees who are not eligible for benefits may be required to participate in the SC Retirement System if they currently have funds on account in the system.
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Employee compensation
All employees of Tri-County Technical College are considered to be state employees and can only be paid for hours worked.  Employees in FTE positions that earn leave may also be paid for paid time off when they use their paid leave.  Upon exhaustion of paid leave, employees in FTE positions will only be paid for hours worked.

Employees of Tri-County Technical College are paid monthly on the last

working day of each month.  Direct deposit is mandatory for all employees.  Direct deposit stubs and individual payroll information is available via Banner Self-service.  For more information on how to access this information, please contact the Personnel Office at extension 1792 or the Helpdesk at extension 1779.

Full-time nonexempt employees submit weekly time sheets to their immediate supervisor for approval at the end of each week via our online leave system. Timesheets should be submitted no later than 4:00 p.m. Monday for the previous week and approved within two business days
Full-time exempt employees report work hours on an exception basis by completing a leave request via our online leave system..  All leave requests must be submitted to the immediate supervisor prior to taking the time off.  In emergency situations or illness where the absence could not be planned in advance, the leave request should be submitted the first day returned to work.  In the event of extended absences (three or more workdays), it is the supervisor’s responsibility to notify the Personnel Office. 
All temporary employees are paid based on short-term employment agreements.  Therefore, each employee must insure that they have a current signed agreement for any time worked for the College.  

Curriculum adjunct instructors are paid in equal installments based on the submission of the employment agreement.  It is the joint responsibility of the adjunct and the supervisor to notify the Payroll Office of any classes missed.  Failure to do so may result in overpayment and will be considered falsification of work hours which may lead to disciplinary action up to and including immediate termination.

In addition to the employment agreement, all temporary personnel, including continuing education adjunct instructors, clerical, administrative, maintenance and student workers must submit monthly time sheets to their immediate supervisor by the 15th of each month. These timesheets will be reviewed for accuracy, approved by the supervisor and submitted to Payroll for processing by the 18th of each month.  If these due dates fall on a weekend, the due date will be the following workday.

Please refer to policy and procedure 8-2-105, 8-2-105.1, 8-2-1051, 8-2-1051.1 for current guidelines.
Base Pay

Classified and unclassified employees are paid based on an annualized salary in accordance with the College’s Compensation Procedures.  

Faculty are considered 9-month employees and are only guaranteed work for the academic year.  Summer employment is based on the availability of classes and other administrative factors and will be offered in April for the summer term(s) beginning in May.  

Please refer to policy and procedure 8-2-102, 8-2-102.1, 8-2-102.2, 8-2-102.3, 8-2-110, 
8-2-110.1, 8-2-110.2 for current guidelines.
Overtime Pay

As a general rule the College does not allow overtime.  Non-exempt employees who are required to work overtime shall receive compensatory time for all hours worked over 40 hours in the workweek.  Non-exempt employees may take compensatory time in lieu of annual leave, at the discretion of the supervisor and shall be reported to Personnel via the online weekly timesheet.  The standard workweek for Tri-County Technical College is Monday 12:01 a.m. to Sunday midnight.
Please refer to policy and procedure 8-2-104, 8-2-104.1, 8-2-1040.1 for current guidelines.
Dual Employment/Overload Pay

FTE employees seeking additional compensation other than an employee’s base pay must be approved in advance by the Personnel Office.  To request approval for additional pay, submit a dual employment request form to the Personnel Office.  This includes overload pay for Faculty and Staff teaching credit or continuing education courses.

Temporary employees who are in an FTE position at another state agency must also complete a dual employment request form.  This must be approved by the Personnel Office at Tri-County Technical College as well as their other state employer PRIOR to the work beginning.  Failure to do so could result in non-payment for the services. (Note:  school districts are not considered state agencies)
Please refer to policy and procedure 8-2-100, 8-2-100.1, 8-2-1000.1, 8-2-103, 8-2-103.1,
 8-2-1030, 8-2-1030.1, 8-2-1030.2 for current guidelines.
Employee Development

Tri-County Technical College abides by the State Board for Technical and Comprehensive Education policy number 8-10-100 entitled "Employee Development." The College’s employee development philosophy is as follows:

At Tri-County Technical College, employee development is critical to the vitality and viability of the College.   The College’s most valuable resources are human resources; therefore, investment in development is not only fiscally responsible but ensures the continued success of each employee and the College. 

Development is the responsibility of all employees of the College.  The executive leadership of the College defines and communicates College development priorities on an annual basis.  Employees in supervisory roles have the responsibility to communicate expectations for development, to support College development priorities, and to require mandated training. All employees are responsible for staying abreast of changing requirements within their profession and within the College.


The Personnel Office is responsible for overall development and coordination and will communicate available services and offerings. Managers have the responsibility for acting as a resource for providing cross-functional development activities or services.  

In addition to the College sponsored offerings, employees may take advantage of other development opportunities:

1) Division/Department travel funds - Employees should consult with their supervisor for access to these funds.  

2) Mini-grant program – Funds provided by the Foundation from which employees may apply for development opportunities to include formal classes for degree credit.

3) Tuition waiver – Tuition for courses taken at Tri-County Technical College  may be waived based on state guidelines

4) Leadership program participation – College sponsored programs for which employees may apply 

For more information on development opportunities, contact the Personnel Office or click on the Development Calendar under the Employee tab, Professional Development channel of eTC.
In addition to the above offerings, the Academic Affairs Office sponsors several instructional related development activities for adjunct and full-time faculty.   Contact Betty Dean, extension 1815, regarding these opportunities.  

Please refer to policy and procedure 8-10-100, 8-10-100.1, 8-10-1000, 8-10-1000.1 for current guidelines.
Employee Leave

Leave is administered, via an online system, in accordance with state and federal law, including the Family Medical Leave Act and the SC Code of Laws. Types of leave include annual, sick, compensatory, military, and miscellaneous.  To access the online leave system, go to the link on the Employee tab, About Me Channel of eTC.
Annual Leave
Annual Leave Accrual

Classified employees and institutional officers are eligible to accrue annual leave. Annual leave for eligible employees is credited around the 21st of each month provided they are in pay status for half the workdays in that month. Any employee who is not in pay status for the minimum amount of time in the month does not accrue leave for that month.  Leave accrual rates are based on length of service and earning rates ranging from 9.38 hours per month to 18.75 hours per month for full-time employees.  Refer to the procedure for the breakdown of the earning rates.

Use of Annual Leave

Employees may use annual leave after it is earned. Annual leave may be used for any purpose. Unless an emergency situation exists, employees must request and receive approval from the immediate supervisor in advance of using the leave. Employees are responsible for planning time off in advance and notifying their supervisors as soon as possible to minimize work interruption. Employees in departments involved with student registration, book sales, and other critical activities should not schedule leave during those times.  Supervisors may deny the use of annual leave should the time requested conflict with business needs of the department/division.
Forfeiture of Annual Leave

Eligible employees may accumulate up to a maximum of 337.50 hours of annual leave. Any leave in excess of 337.50 hours at the end of the calendar year will be forfeited. Forfeited leave may be donated to the Leave Transfer Program.
Please refer to policy and procedure 8-3-100, 8-3-100.1 for current guidelines.
Faculty Non-Work Days

Faculty do not accrue annual leave.  In lieu of annual leave and state holidays, faculty have non-work days scheduled throughout the academic calendar.  These days equate to twenty-three (23) non-work days and should be taken as scheduled on the calendar.  Faculty who work full-time during the summer will have an additional five non-work days to take during the 13 week summer term. Faculty in departments involved with student registration, book sales, and other critical activities should not schedule leave during those times.  Absences during these critical activities and on scheduled class days require the pre-approval of the Department Head/Dean.
Please refer to policy and procedure 8-3-1010.1 for current guidelines.
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Sick Leave
Sick Leave Accrual

All employees in FTE positions are eligible to accrue sick leave. Sick leave for eligible employees is credited around the 21st of each month provided they are in pay status for half the workdays of that month. Any employee who is not in pay status for the minimum amount of time in the month will not accrue leave for that month.  Eligible full-time employees accrue sick leave at the rate of 9.38 hours per month, regardless of length of service.
Use of Sick Leave

Employees may use sick leave after it is earned. Employees must contact their immediate supervisor or other designated official as soon as possible when sick leave is needed. Upon receiving supervisory approval, an employee may use sick leave for absences due to personal illness or disability; personal dental or medical care; or dental or medical care, illness, or accident, of an immediate family member that requires the employee’s presence.  Immediate family, for this purpose, is defined as the employee’s spouse or children and the employee or spouse’s mother, father, brother, sister, grandparent, legal guardian or grandchildren.  Employees can use up to 10 days per calendar year for family illness.  Family sick leave is deducted from the employees available sick leave balance.
In the event that an employee needs to immediately use sick leave, it is the responsibility of the employee to call their Supervisor no later than the time they were suppose to report to work.  
This leave should still be recorded in the leave system at the earliest possible point, but the system should not be used as the methodology for “calling in sick” rather than reporting to work.
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Forfeiture of Sick Leave

Eligible employees may accumulate up to a maximum of 1350 hours of sick leave. Any leave in excess of 1350 hours at the end of the calendar year will be forfeited. Forfeited leave may also be donated to the Leave Transfer Program. Up to 90 days of unused sick leave may be used as “sick leave credit” towards years of service for retirement calculation purposes.

Please refer to policy and procedure 8-3-102, 8-3-102.1, 8-3-102.2 for current guidelines.
Compensatory Leave
Compensatory leave, or “comp time,” is given in lieu of overtime pay to

non-exempt employees who are required to work more than 40 hours in any given

workweek. Executive, administrative, and professional employees, including faculty, are exempt and not entitled to compensatory time as documented in the Fair Labor Standards Act.  Non-exempt employees must have pre-approval from their supervisor prior to working any overtime.

Military Leave
Military leave is a leave of absence from work while engaged in the performance of military duty and while going to and returning from such duty. An online leave request is to be
completed in order to place an employee on military leave. A copy of the

orders should be sent to the Personnel Office for  placement in the employee’s official personnel file. All employees, except those employed on a temporary basis, who are or become members of the National Guard or any reserve force or component of the U.S.Armed Forces, are eligible for a military leave of absence. Supervisors must be notified of all military duty.

Tri-County Technical College fully complies with the Uniformed Services Employment and Reemployment Rights Act (USERRA).

Please refer to policy and procedure 8-3-103.3 for current guidelines.
Miscellaneous Leave
In addition to the above types of leave, there are leave guidelines to cover court

leave, funeral, voting leave, organ donor, American Red Cross Certified Disaster Service leave,

blood drive and donation, bone marrow donor, leave transfer program and administrative leave.  Given the uniqueness of these types of leave, please consult the Personnel Office regarding specifics or refer to the College policies and procedure manual.
Please refer to policy and procedure 8-3-103, 8-3-103.1, 8-3-103.2, 8-3-103.4, 8-3-103.5,

 8-3-106, 8-3-106.1 for current guidelines.
Workers Compensation

All employees of Tri-County Technical College are covered under the provisions of the

Workers Compensation Law, unless specifically excluded by law or regulation. The workers compensation law covers employee injury on the job. The College’s workers compensation cases are managed by a state approved third party (referred to as the Claims Administrator).  If an employee is injured on the job, the employee or the immediate supervisor shall contact the Claims Administrator and Campus Safety to report the injury, within 24 hours of the injury.  During normal office hours, contact the Personnel Office for contact information; after hours, contact Campus Safety, extension 1800.  If the injury requires immediate attention, the employee should be taken to the emergency room at AnMed Medical Center. If the injury is not considered an emergency, but attention is needed, the claims administrator will direct the employee to the appropriate health care provider. To report an injury, please contact your immediate supervisor or the Personnel Office. The Personnel Office is available to answer any questions concerning employee injury. It is the employee’s responsibility to keep their Supervisor informed of their absence, in the event of a work-related injury.  Time missed due to a work related injury must be taken as sick leave to be fully compensated.  In cases involving extended absences, the employee should consult with the Personnel Office for available options.

Students involved in clinical experiences are also covered under the Workers Compensation Law and injuries shall be handled in the same manner as for employees.  Students should contact their Faculty member or the Personnel Office to report the injury and to receive contact information for the claims administrator.
Upon notification, the Campus Safety department will investigate the events surrounding all on-campus injuries.
My Rights and Responsibilities

Budgeting & Purchasing Process

The purpose of this section is to provide a basic overview of the general rules and procedures of budgeting and purchasing at Tri-County Technical College. Specific current rules, regulations, dollar limitations, and procedures will come from the Business Office, generally in the form of a procedures manual, with updates as required.

Budgeting

Each division and department receives an annual budget allocation. The Cost Center Supervisor has spending discretion for materials, supplies, and travel during the fiscal year within this allocated budget. In general, equipment is budgeted for and procured as a college-wide process. Employees with budget oversight responsibilities will be provided on-line access to their accounts.  The Business Office will provide training regarding the use of the Banner Finance system to assist in monitoring expenditures and available budget.

Please refer to procedure 7-8-101, 7-8-1010.1 for current guidelines.
Purchasing

Eligible individuals are allowed to make approved purchases for their area’s needs. Dollar amounts govern the required approval level that must be obtained prior to the actual spending. Eligible employees may be issued a College Procurement card for approved purchases below an approved dollar amount. Cardholders must review the monthly procurement card statement, sign the statement and present it, along with receipts, to the account supervisor. Purchases for dollar amounts over the purchaser’s limit must be requested with a standard Purchase Requisition. Specific purchasing rules and procedures will be furnished to all applicable employees through the Business Office.
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Drug and Alcohol - Students

Tri-County Technical College is committed to an ongoing student alcohol and

other drug prevention program composed of both education and rehabilitation

components as outlined below.

(1) Education programs for students which ensure that students are aware of

the health risks and effects of alcohol.

(2) Counseling and referral - all aspects of counseling and referral will remain confidential unless the recipient gives written permission to do otherwise. This is in accordance with the Family Education Rights and Privacy Act of 1974.

(3) Compliance with the Drug Free Schools and Campus Act 34 CFR Part 86.

(4) Compliance with the Omnibus Transportation Act, 49 CFR Part 382.  

Please refer to procedure 3-2-1061, 3-2-1061.1 for current guidelines.
Drug Free Workplace

It is the policy of the South Carolina Technical Education System to provide a drug-free,

healthy, safe, and secure work environment. Employees are required and expected to report to work in an appropriate mental and physical condition to meet the requirements and expectations of their positions. Chemical dependency through use of controlled and uncontrolled substances, including alcohol, is recognized as a major health problem and a treatable illness. The State Board for Technical and Comprehensive Education recommends and supports the establishment of employee assistance services to provide appropriate treatment for such illness. The Technical Colleges and The System Office will provide awareness programs for employees regarding both illegal and legal drug use, including alcohol. The South Carolina Technical College Education System and its employees will also comply with applicable Federal and State laws and regulations, including the Drug Free Workplace Act of 1988 and the Americans with Disabilities Act.
Please refer to policy and procedure 8-7-105, 8-7-1050 for current guidelines.
Employee Complaints

Non-Grievable Issues

Performance evaluations or changes in job assignments or duties are generally not grievable under the Grievance System of Tri-County Technical College. Tri-County Technical College grievance policies are published in the Policies and Procedures Manuals.
Informal Resolution Procedure

Complainants are encouraged to seek informal resolution of their grievances or concerns.

This informal procedure is intended to foster communication between the parties

involved, either directly or through an intermediary, to facilitate a mutual understanding of what may be different perspectives regarding the grievance or concern.
Absent extraordinary circumstances, the complainant’s immediate supervisor will be

responsible for the informal resolution procedure. If the immediate supervisor is the subject of the grievance, the complainant may file the informal complaint with another person in the administrative chain of command and/or the Personnel Office.

Complaint Resolution

Tri-County Technical College is committed to ensuring a fair, humane, and respectful environment that supports and rewards students and employees on the basis of relevant considerations, free from illegal or inappropriate conduct. The College expects standards of professional behavior that exceed those minimally prescribed by law. In an instance of perceived violation of  College policies, standards of professional conduct or state or federal law, an employee may file a complaint, which shall be resolved as set forth in the Grievance policy and procedures.  Retaliation in any form against individuals bringing grievances is prohibited and will subject the offender to disciplinary action. In many instances it is also a violation of state and federal law. An individual who initiates a fraudulent or bad faith claim or charge shall also be subject to disciplinary action.
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Employee Grievance Procedures
It is the policy of the State Board for Technical and Comprehensive Education to grant the right to those permanent employees, as contemplated in Act No. 402 of Acts and Joint Resolutions of South Carolina, 1982, to present complaints and grievance appeals through the agency and State process, up to the decision of the State Office of Human Resources, and to seek redress thereof without fear of restraint, interference, coercion, discrimination, or reprisal. Classified employees, unclassified non-teaching personnel, and institutional officers, excluding the College President, attain permanent status by virtue of having satisfactorily completed their initial twelve (12) months probationary period. Faculty personnel attain permanent status by virtue of satisfactorily completing their initial probationary period of not more than two (2) full academic years. 
The Executive Director of the State Board for Technical and Comprehensive Education fully expects that all employees will abide by and make appropriate use of the policies and procedures established herein. Within the agency this grievance procedure is informal in nature and does not become an adversary procedure until it reaches the South Carolina State Employee Grievance Committee. 
Employees who are hired in temporary positions, (either full- or part-time), TERI or retiree rehires, temporary grant positions, and those hired in permanent positions but who have not yet attained permanent status, may only file complaints within the agency arising from alleged acts of discrimination because of race, color, creed, religion, sex, national origin, age, and certain legally defined disabilities. Agency management may decide to meet with the employee to resolve the issues if deemed to be in the best interest of the agency. 
Please refer to policy and procedure 8-6-100, 8-6-100.1 for current guidelines.
Ethics Act 

All College employees, as well as State Board members and local Commission members, are expected to perform their duties and conduct themselves in an ethical and accountable manner in keeping with applicable provisions of the State Ethics, Government Accountability, and Campaign Reform Act, and all related policies, procedures, regulations, or interpretations thereof. Agency disciplinary action may be taken where violations occur in addition to the penalties provided for under the Act.

Firearms on Campus

Tri-County Technical College students who are salaried law enforcement officers of

a municipal, county, state, or federal law enforcement agency are permitted to have a

firearm on their person when on campus and when dressed in an identifiable police uniform. Plainclothes salaried law enforcement officers are required to wear their firearms in a concealed manner.

Students who are not salaried law enforcement officers may be enrolled in credit or non-credit courses, in which instruction includes the care and handling of firearms. Because the instruction is done with the student's personal firearm, the student will be permitted to bring an unloaded weapon (transported in a manner prescribed by the instructor) to designated class meetings.

Any student with a firearm in his/her vehicle is subject to applicable laws of the State

of South Carolina. Under the South Carolina Concealed Weapons Act, carrying concealed weapons on a college campus is not permitted except as noted above.

The possession or use on campus of other dangerous weapons, incendiary devices, or

explosives will be controlled as designated in the Student Code and

Grievance policy and procedures.
2 Please refer to policy and procedure 3-2-1062 for current guidelines.
8-2-10
Honorariums

While acting in their official capacity state employees are prohibited from accepting

additional compensation from any group or organization to whom professional services are rendered. For purposes of this section, modest amounts which have historically been awarded to individuals (while acting in their official capacity) in appreciation of help and services provided, such as honorariums, cannot be received by the individual employee. Such amounts can be received by the college, however. An employee can be reimbursed by an organization for actual and necessary expenditures involved with the presentation of a speech. For reimbursement of such expenses there must be prior approval of the executive director, president or official designee.

Whether in-state or out-of-state, an employee should not accept an honorarium or similar

gifts for services rendered on state time or at state expense. Acceptance of gifts from salesmen, vendors, or business organizations wishing to acknowledge or attract favorable relationships must be tactfully refused, whether such gifts are tendered at home or at the office.

Please refer to policy and procedure 8-0-104 for current guidelines.
Intellectual Property

Unless specifically agreed upon in writing, all copyrights, patents and all other forms of intellectual property developed by any employee or student of Tri-County Technical College within the scope of his or her respective employment or enrollment as a result of using College resources is the exclusive property of Tri-County Technical College. Any agreement permitting other ownership arrangements must be in the form of a signed written contract with the Vice President for Business Affairs/designee as the employer-authorized signature. No other employee of the College is authorized to enter into such an agreement with an employee or a student.

Intellectual property developed by a non-employee third-party consultant pursuant to the terms of a written and signed contract will generally be considered “work for hire” and be owned by Tri-County Technical College, unless otherwise provided in the consulting contract.

For purposes of this policy, intellectual property is defined as any product of intellectual activity that is unique, novel, unobvious and/or original, or otherwise subject to copyright or patent protections pursuant to Title 17 or Title 35 of the U.S. Code of Laws.
Please refer to policy and procedure 8-0-102, 8-0-1021, 8-0-1020 for current guidelines.
Non-Discrimination Statement

It is the policy of Tri-County Technical College to make all decisions regarding recruitment, hiring, promotion, and all other terms and conditions of employment without

discrimination on grounds of race, color, creed, religion, sex, national origin, age, disability, veteran status, or marital status. Tri-County Technical College is an affirmative

action, equal opportunity employer and adheres to all State and Federal laws applicable to

employment decisions.

Tri-County Technical College’s objective is to promote the full realization of equal employment opportunity through a continuing affirmative employment program that aims to eliminate discrimination based on factors irrelevant to job performance. Within the College, every effort will be made to ensure that all employment decisions and personnel actions, including recruitment, selection, training, promotion, transfer, and benefits, are administered in conformance with applicable federal and state statutes and regulations governing equal employment and personnel management.

The Equal Employment Opportunity/Affirmative Action Plan will help the College achieve its goal of equal employment opportunity for all. The College President bears the primary responsibility for the College’s policies on equal employment opportunity and affirmative action. The Director of Personnel has overall responsibility for implementation of the affirmative action plan, including development of specific goals and timetables, and is responsible for reporting progress to the Executive Staff and the President.

Tri-County Technical College institutional officers, division chairs, directors, managers and supervisors are charged specifically with ensuring the continued and positive support of all objectives of the Plan. Management at all levels will ensure that questions and complaints of alleged unlawful discrimination or harassment are investigated promptly and thoroughly and resolved without threat or reprisal to the employee or applicant.

All Tri-County Technical College employees have a personal responsibility to support equal employment opportunity in the workplace. The College has a strong commitment to ensure that all employees are able to take full advantage of opportunities to enhance their personal career goals.

The College’s Affirmative Action Plan will remain in effect until such goals are achieved. The College’s commitment to equal employment opportunity is not temporary in nature and will always remain.

Please refer to policy and procedure 8-7-100, 8-7-100.1, 8-7-1000, 8-7-1000.1, 1-2-1022 for current guidelines.
Performance Appraisals

Staff and Unclassified Institutional Officers are subject to a twelve month probationary period.  Faculty are subject to a two year probationary period.  All employees in FTE positions are evaluated on an annual basis after their initial probationary period.  The online evaluation system can be access through the About Me Channel, Employee tab of eTC.
Staff are evaluated via an online Employee Performance Management System(EPMS) and have a universal review date of April 1st.  This is a mandatory process, failure to evaluate results in a ‘Successful by default’ rating for the employee.

Faculty are evaluated via an online Faculty Performance Management System (FPMS) and have a universal review date of August 1st.  This is a mandatory process; failure to evaluate results in a “Successful by Default” rating for the employee.

Employees are also encouraged to rate their supervisors and administrators via the Supervisor Performance Management System (SPMS).  This is a voluntary process that allows employees to provide feedback about their supervisor and/or administrator in an anonymous manner.  The program encourages constructive feedback and is geared toward continuous process improvement and enhanced communication.

Please refer to policy and procedure 8-4-100, 8-4-100.2, 8-4-101, 8-4-101.1, 8-4-1011, 
8-4-1011.1 for current guidelines.
Secondary Employment
In the employment of FTE employees, the College makes the assumption that the College employment is their primary employment.  As such, any and all other employment must be approved through the chain of command and the President prior to the other employment commencing.  This includes self-employment.  The College reserves the right to withdraw approval for any secondary employment if the employee’s efficiency, effectiveness or productivity deteriorates or it is determined to be a conflict of interest.  Acceptance of secondary employment without proper prior approval will be grounds for disciplinary action up to and including termination of College employment. 

Please refer to policy and procedure 8-7-101, 8-7-101.1, 8-7-1010.1 for current guidelines.
Sexual Harassment

Tri-County Technical College is committed to maintaining a work and learning environment that is free of discrimination. In keeping with this commitment, the College will not tolerate harassment of its employees or students by others, including any supervisor, co-worker, vendor, client, or students. The law requires that the College investigate upon notification.  As such, if a student or employee brings such a complaint to you, please immediately refer in the following manner.  Students should be referred to VP Student Affairs, Anderaon Hall, Room 164 or extension 1552.  Employees or visitors should be referred to Director of Personnel, Ruby Hicks Hall, Room 103 or extension 1792.

Tobacco Use
The College desires to provide a healthy work environment for its employees and

students. Therefore, the use of tobacco products will be restricted to the parking lots, unless otherwise posted and in the smoking shelter areas located in Parking Lots B & H. Tobacco use is prohibited in all buildings, in the area of the College known as the mall (inner campus), the walkways and the front drive, and in other areas as posted. Signage will be posted throughout the campus to indicate areas where tobacco use is prohibited.  This policy is provided for the common good of the entire campus community. As such, the entire campus holds responsibility for its successful enforcement. Employees should encourage those in violation of the policy to limit their use of tobacco products (and simulated products) to the areas as defined above. Habitual violators and/or those who become defiant shall be referred as follows:

Student violators - Shall be referred to the Vice President for Student Affairs /designee who will handle the situation through the Student Code of Conduct.

Employee violators - Shall be referred to their supervisor who will handle the situation through the Disciplinary Action Policy.
Please refer to policy and procedure 4-2-1014, 4-2-1014.1 for current guidelines.
College Resources and Services

The Academic Calendar

One of the primary resources available to College employees is the Academic Calendar.  This calendar lists all College observed holidays as well as major College activities.  Employees are encouraged to consult this calendar when planning college events and activities as well as scheduling time off.

Days listed as “College Closed” indicate dates when employees should not report to work. General access to the buildings is not available on these days.  Providing this calendar in advance should facilitate planning for scheduled time off.  The Calendar is available via eTC, College Calendars channel.
Bookstore 
The campus bookstore maintains an inventory of books, TCTC logo merchandise, and various supplies. Although most office supplies will be procured through the desktop delivery system, it may be necessary to occasionally purchase supplies through the Bookstore. Due to the volume of transactions and traffic in the Bookstore, employees are discouraged from doing so during periods of registration and at the beginning of the semester book sales. 
The Bookstore also has an online store that can be accessed through the Get Involved tab of eTC.

Faculty and staff will receive a 10% discount on items for personal use.

Campus Map 
There are maps available on-line via eTC, under the Message Center tab, Campus Safety channel.  The building names are listed under the campus map, as you move your mouse across the building name, an index of what is housed in that building will appear while the specific building is highlighted on the map.  If you need a printed map with building names on it please contact Graphics at extension 1764.
Campus Safety
Tri-County Technical College is committed to providing the safest environment possible for all members of the campus community. The Campus Safety Department can be reached by calling extension 1800, 24 hours a day/7 days a week.   Campus Safety is responsible for the development and distribution of the Safety and Security Manual.  The purpose of this manual is to inform the College’s population of the actions to take in an emergency.  Each employee is issued a copy of the manual and it is also available on eTC under the Campus Safety channel.  All employees should be familiar with the contents of this manual.

If you wish to opt in to a program to receive text messages in the event of a campus safety issue please go to the link located on eTC, Message Center Tab, Campus Safety channel (bottom right).
Use of College-Owned Vehicles

Employees are eligible to use college-owned vehicles, on an “as available” basis for official travel. This is considered a privilege, not a right of employment. It is incumbent on every employee to ensure proper operation of college-owned vehicles. The following procedures govern use of Tri-County Technical College owned or operated vehicles.
The Director of the Physical Plant is designated as manager of the motor pool

and is responsible for maintaining compliance with the following operating procedures:
1. Vehicles will be driven only by licensed drivers. Work-study students will be

permitted to drive vehicles if their work assignment requires use of a vehicle. Other

students, when accompanied by an employee either in the vehicle or as part of the

traveling contingent, may also be permitted to drive. The College may deny use of

College vehicles to employees or students who repeatedly violate this procedure.

2. Employees traveling to the same destination on the same date should coordinate travel to avoid taking more than one vehicle.
3..Should a previously reserved vehicle not be available, no other vehicle can be

substituted unless the vehicle reservation system indicates the substitute vehicle

is available during the entire period requested.

4. All College vehicles are covered by liability insurance under the State program.

A Proof of Insurance Card is located in each vehicle. In case of an accident the

employee should:

a. Call 911 (Law Enforcement)

b. Obtain names of those involved in accident

c. Obtain names of any witnesses

d. Cooperate with any law enforcement officer during the investigation

e. Refrain from discussing the accident with anyone other than law enforcement

officers

f. Call the Physical Plant Office as soon as possible.

5. All traffic violations are the responsibility of the driver unless the violation

resulted from some physical condition of the vehicle
Use Of Personal Vehicles

College vehicles are to be used by employees only for official college business. The procedure for requesting/reserving a vehicle is outlined below. When a college vehicle is not available or when an individual prefers to use his/her own vehicle, the employee will file a travel reimbursement for mileage, using a Travel Reimbursement Form submitted to the Business Office.  
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Reserving/Issuing Vehicles

When an employee has a need to drive a school vehicle, the employee should schedule a car from the motor pool via the On-line Car Reservation System, under the Employee tab, My Service Requests channel of eTC.  The requestor will receive notification of their request status. If a vehicle is not available, the employee may use their personal vehicle and receive mileage reimbursement at the current State allowed rate (current rates are listed on the Travel Reimbursement form).26
Use Of Vehicle

A physical plant employee or campus safety officer must check out vehicles. Upon pickup of the vehicle, the employee will be issued the keys, a mileage form and gas card (depending on the length of the trip).  Prior to the start of the trip, the employee should fill in the required information on the mileage form.  Upon completion of the trip, the employee must fill in the ending mileage and make sure there is at least 1/2 tank of fuel in the vehicle. Any malfunction, damage, or other pertinent information should be noted on the mileage form. If a dangerous condition exists, the driver should also leave a voice-mail or send an e-mail to the Physical Plant Administrative Assistant as soon as possible. The College will attempt to keep all vehicles in good condition but mechanical problems can arise. Therefore, a driver may obtain repairs necessary to return the vehicle. The College will reimburse the expenses incurred. Personnel at the College will be available for advice should the driver wish to contact the College.
The vehicle should be returned to the motor pool parking area along with the mileage form, keys and gas card. If returning after normal college hours or during the weekend, it is the responsibility of the employee to place these items in the drop box at the Physical Plant. All personal items and any trash or debris must be removed from the vehicle.
Parking Of Motor Pool Vehicles

Motor pool vehicles are assigned a parking area at the Physical Plant. An employee may only park a personal car in the motor pool car's space while using a motor pool vehicle.

Please refer to policy and procedure 4-2-1016, 4-2-1016.1 for current guidelines.
Conference/Meeting Rooms Scheduling

Several rooms/facilities are available for meetings and small conferences on the Tri-County Technical College campus(es). To ensure availability, these facilities should be scheduled as far in advance as possible. The individual/office responsible for hosting the event will coordinate all aspects of services such as beverages, food, equipment, etc. for the event well in advance. If the meeting room must be reconfigured, a maintenance request (via the on-line Maintenance Work order System) should be submitted as soon as possible to allow for planning. Requests for assistance from Maintenance should be limited to large events.  If special electronics support is needed, an e-mail request should be submitted to the Help Desk (helpdesk@tctc.edu) as soon as the requirement is known.

Requests for facilities from off-campus organizations/people should be referred to the Manager of Administrative Services.  Facility utilization by the general public will be in accordance to Tri-County Technical College Policy and Procedure, 4-2-1012, 4-2-1012.1.

Please refer to policy and procedure 4-2-1012, 4-2-1012.1 for current guidelines.
Copy Services 
The Printing and Mail Services department provides bulk copy services to

employees for official business. The purpose of this service is to reduce repetitive, high volume copy jobs on office copiers located throughout the campus. This service is best utilized by planning ahead and allowing at least one working day for the completion of the copy request.

Regularly scheduled pick-up and delivery service is provided concurrent with mail deliveries at approximately 10 AM & 2 PM daily at each building mailroom.  Requests may also be hand delivered to the Print Shop, Ruby Hicks Hall, room B18.
You may submit your copy request online via the eTC portal.  Go to the “Employee” tab, then click on “Duplicating Services” under the “My Service Request” portal.  New employees will need to contact Denise Hall at phall@tctc.edu to set-up an appointment to be trained on duplication request.

Computer Labs

Three open labs are available during regular business hours for student use. The hours are 8:00 a.m. – 8:00 p.m. Monday – Thursday and 8:00 a.m. to 2:00 p.m. on Fridays.  The labs are monitored and maintained by the Technical Support Services area. The lab assistants are available to our campus population and will assist with computer related questions about our campus systems. The labs are located in Pickens room 140, Fulp Hall room 301 and at the Anderson Campus room 130. All software that is loaded in these labs belongs to the academic curriculum and is updated periodically to reflect software changes in our teaching environments. Any request for software changes or additions should be done through the Technical Support Services service desk. Contact us at the servicedesk@tctc.edu or at X1779 if you have any questions.
Employee Directory

On-line directories of full-time faculty and staff, adjunct and temporary employees and students are available on the College’s website, www.tctc.edu and through eTC, Directories channel.  The directory includes telephone numbers, e-mail user names and office locations.

eTC

eTC is Tri-County’s online resource for information, news, and web services.  Once your employment papers are on file with the Personnel Office, you will receive a username and password for access to this valuable portal.  If you have not received your username and password, contact the Personnel Office, extension 1792.  The information is organized under tab headings such as Message Center (used for announcements, calendar and directory information), Employee (used to access leave, pay information, policies and procedures, services, professional development as well as multiple forms needed for business operations), and Faculty (used to access advising, curriculum development, WebCT, class and program management and other instructional related tools). The remaining tabs of Get Ready, Get Set, Get Involved, Learn and Succeed contain a variety of information that students need throughout their time at Tri-County.  These tabs are available for access by employees as well, but are primarily used by students.
Faculty Senate
The Faculty Senate was established to communicate the feelings of the faculty on College issues to the administration, establish ways to enhance fellowship with faculty and other College personnel; report the complete facts to the administration concerning faculty issues and to maintain faculty morale.  The membership consists of division representatives as well as three members at-large.

Food Services

The College has a full service cafeteria located in the Student Center. Hours of operation are 7:30 AM to 2:30 PM Monday – Thursday and 7:30 AM to 1:30 PM on Fridays, during the academic year.  Summer hours are 7:30 AM to 1:30 PM. 

You may visit our website at “cafetctc.com” to see our daily specials and food prices.

Vending machines are also available in the Student Center, at various locations throughout the main campus and on the Anderson Campus.  For information regarding these machines or services, please call 1-800-476-1123. 

Inventory Management

Inventory Records

Tri-County Technical College maintains an inventory of furniture, equipment, and technology items valued above $1,000. In addition, the college maintains a separate inventory for technology items valued less than $1,000. In order to ensure the accuracy of inventory records, it is the responsibility of each department head or program coordinator to complete a formal annual inventory audit as well as to complete an Internal Asset Add/Transfer Form to notify the Physical Plant Office of all additions, transfers, or disposals of inventory items and any other changes in inventory.

Surplus Property

Inventory items that are in damaged condition or no longer needed must be disposed of 
according to State guidelines. Employees who have such items must contact the Physical Plant Office to have the items declared as surplus property and to arrange for proper handling, which may include transfer to another state agency, sale,

auction, destruction, or turn-in to the surplus property distribution center.

Lost and Found
Lost and found items should be taken to and/or claimed in the Information Center in Miller Hall on the Pendleton Campus.  Please be prepared to show your College ID to claim an item.

Mail/Internal Communications

Mailboxes for the distribution of daily mail and for internal communication are located in the following areas:
	Anderson Hall
	
	Copy Ctr.
	
	 MillerHall
	
	 ML - 103

	Cleveland Hall
	
	CD - 130-C
	
	Oconee Hall
	OC – 104

	Fulp Hall
	
	HS - 311
	
	Physical Plant
	PP – 104

	Halbert Hall
	
	HA - 109
	
	Pickens
	
	PK -102A

	IBDC
	
	IBDC - 160
	
	Ruby Hicks
	RH - 101

	
	
	
	
	
	
	


As a courtesy, personal outgoing mail (with the appropriate postage affixed) may be placed in the outgoing box in each building mailroom and the Mail Services department will take it to the Pendleton Post Office along with the College’s outgoing mail.  

College mail and shipping services are for business use only, not for personal mail or shipping.

Maintenance Services

Campus maintenance needs or problems should be directed to the Maintenance Supervisor in writing, using the on-line Maintenance work order system to ensure that all requests are properly logged. To access the system, select Maintenance work order under the Employee tab, My Service Requests channel of eTC. Emergency problems should be reported by phone or in person to either the Administrative Assistant for the Physical Plant,  or a Campus Safety Officer, each of whom is in radio contact with Maintenance staff.

Problems such as lighting, doors, door hardware, plumbing, pest control,

alarms, grounds, or parking areas are all maintenance-related issues that should be reported via the on-line system. Janitorial issues should be reported via e-mail to the custodial contractor at cleaningservices@tctc.edu. Employee cooperation in keeping these key departments informed of problems as they occur will help ensure proper utilization of time, manpower, and budget funds.
Reserved Parking Spaces

In order to facilitate guests coming to campus, you may wish to reserve a parking space when having a number of guests.  Parking spaces on the Presidential Circle behind or in front of the President’s parking space may only be reserved at the request of the President’s Office.  The two spaces adjacent to the main drive on the Presidential Circle may only be reserved for direct guests of a Vice President or the President.  

Reserved parking spaces for other guests may be requested in parking Lots A, B, H-2, or at IBDC.  These requests should be forwarded to Campus Safety for approval as far in advance as possible to allow them adequate time to post the appropriate signage/placard.  Reserved parking requests for students, employees, or paid independent contractors will not be honored. Group parking (greater than 2 cars) will be available as before in Lots A, B, and H-2.  Group parking for IBDC will be in Lot E.  Non-reserved visitor parking will remain in front of Miller Hall.  Visitor parking spaces may not be used to reserve a space for guests of the College; however, the Commission and designated VIPs will still use these spaces as before. 

Please email reserved parking requests to all of the following:

campussafety@tctc.edu, tdennis1@tctc.edu, bellis@tctc.edu 

Staff Advisory Board

The Staff Advisory Board was established to serve as an advisory body through which staff members may make recommendation to the administration relative to the interests, concerns, and issues that affect them.  The goals are to support and foster an environment where the College’s mission, vision and values are achieved; to unite the entire staff to present a stronger voice to the administration; to improve the quality of work life; to encourage professional and personal development and to promote communication among staff and between staff, faculty and administration.  The Board is appointed by the Executive Staff and represents each division.
Technical Support Services

The Service Desk is open daily from 7:30 am until 6:00 pm. Monday through Thursday and from 7:30 am until 2:00 pm on Fridays. All Office and lab requests for hardware/software should be forwarded to the servicedesk@tctc.edu or by calling X1779 we provide software assistance and hardware repairs as requested by the campus community. Please remember to request any lab changes at least 2 weeks in advance to allow for sufficient planning, testing and the installation process to be completed.
Travel / Official School Business

Employees who are required to travel overnight for official College business must submit in advance an Overnight Travel Authorization form to the immediate supervisor for approval. 

Reimbursable Expenses
Employees may be reimbursed for official travel-related expenses, including

lodging, certain meals, registration fees, personal mileage, and other miscellaneous expenses (parking, tolls, business phone calls, etc.). In order to receive reimbursement, a Travel Reimbursement Form must be completed upon return from the trip, approved by the immediate supervisor and submitted to the Business Office. Copies of the following must be attached to the Travel Reimbursement form:

• Lodging statement

• Approved Overnight Travel Authorization form

• Documentation for miscellaneous expenses

• (It is not necessary to submit receipts for meals since meals are reimbursed per state guidelines. See Meal allowances below.)

Tri-County Technical College P-cards may be used for lodging, airline tickets, and conference registrations but may not be used for personal meals or gas.  Meal and gas costs are reimbursed via the Travel Reimbursement form.
Meal Allowances
While on overnight travel status, a Tri-County Technical College employee is eligible for meal allowances within the established limits depending upon the time of departure and time of return.  Consult the Business Office or refer to the Travel Reimbursement Form for the most current information regarding travel regulations and daily meal limits.

Employee Travel Forms
An electronic version of the overnight travel approval and travel reimbursement form is available under the Employee tab, Travel channel of eTC.
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3 Please refer to policy and procedure 7-3-1010, 7-3-1010.1 for current guidelines
EMPLOYEE RESOURCE GUIDE
RECEIPT ACKNOWLEDGEMENT PAGE
By signing below, I acknowledge that I have received the latest version of the Tri-County Technical College Employee Resource Guide. I understand that the information contained herein is provided as general information and in no way is an exhaustive list of policies which govern the College and its employees. The latest edition of Tri-County Technical College’s formal policies and procedures can be accessed http://tcwebap1.tctc.edu:8001/.  I also understand that should I have any questions regarding this Resource Guide, I may contact the Tri-County Technical College Personnel Office by phone at 646-1792, or in person at Ruby Hicks Hall, Room 103.

______________________________________________ __________________

EMPLOYEE PRINTED NAME 



DATE

______________________________________________

EMPLOYEE SIGNATURE

A copy of this acknowledgement page will be kept in the employee’s personnel file in

the Personnel Office. Should revisions or new additions to the text be required, the on-line version will be updated.  
