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OLYMPIC COLLEGE

DRUG-FREE SCHOOLS AND CAMPUSES REGULATIONS ALCOHOL

AND OTHER DRUGS PREVENTION CERTIFICATION

The federal Education Department General Administrative Regulations (EDGAR) Part 86
require, as a condition of receiving funds or any other form of financial assistance under
any federal program, that Olympic College (“OC" or “College”) certifies it has adopted and
implemented a program to prevent the unlawful possession, use, or distribution of illicit
drugs and alcohol by students and employees, both on College premises and as part of any
of its activities, in order to comply with the Drug-Free Schools and Campuses Regulations.

The undersigned certifies that it has adopted and implemented a Drug and Alcohol Abuse
Prevention Program (DAAPP) for its students and employees that, at a minimum, includes:

(1) The annual distribution to each employee and student of:

Standards of conduct that clearly prohibit, at a minimum, the unlawful possession,
use, or distribution of illicit drugs and alcohol by students and employees on college
property or as part of any of the college activities;

A description of the applicable legal sanctions under local, state or federal law for the
unlawful possession or distribution of illicit drugs and alcohol;

A description of the health risks associated with the use of illicit drugs and the abuse
of alcohol or drugs;

A description of any drug or alcohol counseling, treatment or rehabilitation or re-
entry programs available to employees or students; and

A clear statement the College will impose sanctions on students and employees
(consistent with local, state, and federal law), and a description of those sanctions,
up to and including expulsion or termination of employment and referral for
prosecution, for violations of the standards of conduct required above.

(2) A biennial review of the College’s drug and alcohol prevention program to:

Determine its effectiveness and implement any needed changes to the program and
policies; and

Ensure its disciplinary sanctions are consistently enforced.

=

Dr. Brendon K. Taga, Vice President of Student Services
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INTRODUCTION

The federal Drug-Free Schools and Communities Act Amendments of 1989 require
institutions of higher education to design and implement alcohol and illicit drug programs
on their campuses. As a condition of receiving funds or any other form of financial
assistance under any federal program, an institution of higher education has to certify that
it has adopted and implemented a program to prevent "the unlawful possession, use or
distribution of illicit drugs and alcohol by students and employees" on campus property or
as part of any campus activity. This legislation directed Colleges to:

e Develop a written policy on alcohol and other drugs.
e Develop a process that ensures policy distribution to all students, staff, and faculty.

e Enumerate federal, state, or local sanctions for unlawful possession or distribution
of illicit drugs and alcohol.

e Describe health risks associated with alcohol abuse or illicit drug use.
e Describe College drug and alcohol programs available for students and employees.

e Specify disciplinary sanctions imposed on students and employees for policy
violations.

e Conduct biennial reviews to assess the effectiveness of its alcohol and drug
programs.

In addition, the Drug-Free Schools and Campuses Regulations require Olympic College (“OC”
or “College”) to conduct a biennial review of our alcohol and other drugs programs and
policies with the following two objectives:

(1) To determine program effectiveness of, and to implement changes to the OC Drug and
Alcohol Abuse Prevention Program (DAAPP).

(2) To ensure disciplinary sanctions for employees and students violating the standards of
conduct are enforced and administered consistently by the College.

In compliance with federal legislation, the College has prepared this biennial review.
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BIENNIAL REVIEW PROCESS

Biennial Review Period

This biennial review of OC's Drug and Alcohol Abuse Prevention Program covers the
program'’s activities during Academic Years 2018-2019 and 2019-2020.

Biennial Review Responsibility

The DAAPP Biennial Review Committee, which is facilitated by the VP of Student Services,
was established with representatives from key campus departments including Human
Resources, Administrative Services, Campus Security, Equity and Inclusion, Student Services,
Student Development, and Student Conduct. The VP of Student Services will collaborate to
conduct and submit the biennial review.

Review Methodology and Data Analysis Tools

A variety of methods and tools were used to conduct the biennial review of the College’s
Drug and Alcohol Abuse Prevention Program, which is aimed at evaluating its own unique
set of challenges in regard to the prevention of drug and alcohol abuse faced by students
and employees at the College. The review included a review of policy statements,
orientations and trainings, acknowledgement forms, college publications, support and
treatment services, educational programs and activities, departmental records and policies,
and student and employee disciplinary data.

Report Access and Availability

The final report will be made available to employees, students and the public online at the
following OC Campus Security website: https://www.olympic.edu/services/campus-
security/reports. Paper copies of the report may also be obtained at no charge by contacting
Campus Security at (360) 475-7800 or David Slebodnik at dslebodnik@olympic.edu. Paper
copies can also be obtained at no charge by contacting the Office of the Vice President of
Human Resources at hr@olympic.edu, (360) 475-7300, or at 1600 Chester Avenue,
Bremerton, WA 98337.
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POLICY NOTIFICATION PROCESS

Alcohol and Drug Abuse Prevention Statement

Pursuant to the U.S. Department of Education’s Drug-Free Schools and Communities Act
(DFSCA) and the Drug and Alcohol Abuse Prevention Regulations, the College’s Alcohol and

Drug  Abuse

Statement

(Appendix A)

can be

found

online at

https://www.olympic.edu/sites/default/files/images/hero-images/RightToKnow1516.pdf.

Employee Notifications

Employees are provided and have access to policy and program information related to
alcohol and other drugs as outlined below.

Employee Notifications

Notification Employee Frequency Medium Appendix
Type
Annual Security Annually - Fall Email & Located at'
Rebort All Employees Torm Webpage Annual Security
REROrt pag Report Webpage
Drug Free Onboarding & Polic
_g_. All Employees Upon Hire Online Board y
Workplace Policy . Included
Policy Manual
Acknowledgement : ,
and Attestation All Employees Upon Hire Onboarding Included
Onboarding &
Employee . Online HR Handbook
All Empl H
Handbook mployees Upon Hire Policies & Included
Procedures
Onboarding , , Presentation
Presentation All Employees Upon Hire Onboarding Included
Smoking on . Onb.oardlng & Policy
Cambus All Employees Upon Hire Online Board included
~ampus Policy Manual
Employee
Assistance All Employees Upon Hire Onboarding Regagﬁ)nvsed
Program
Employee
Assistance All Employees Employee Online Referenced
Benefits Below
Program
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Student Notifications

Students are provided and have access to policy and program information related to alcohol
and other drugs as outlined below.

Student Notifications

Notification Students Frequency Medium Appendix
Annual Security Annually - Fall Email and Located at.
Rebort All Students Term Webpage Annual Security
REROrt pag Report Webpage
Drug, Alcohol, and
Tobacco Violations B|-AnnuaII¥ - Ernail and Yo it
(Under Student Fall and Spring
. All Students Webpage Know - Included
Policies) - Your Quarters
Right to Know
. Bi-Annually - .
2MOKINg on . .
Sr’g:lr:nu:n All Students Fall and Spring I\E/\T;?I :ns Policy Included
Lampus Quarters Pag
Athletic
Department:

Student Athlete All Student Upon Email and Referenced
Handbook - Athletes Acceptance Webpage Below
Training and P pag
Conditioning

Expectations
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POLICIES

OCvalues the health and safety of its students and employees, and therefore supports local,
state, and federal laws concerning alcohol and illegal drugs. The College acknowledges that
substance abuse is a serious, yet treatable condition that affects the productive lives of
students and employees. Furthermore, the College pledges to work collaboratively with
departments, agencies, and programs designed to reduce and eradicate the abuse of
alcohol and drugs.

Student Policies

OC is an alcohol and drug free institution, under certain circumstances, alcohol may be
authorized at specific events. Students (and student organizations/clubs) who unlawfully
possess, use, manufacture, distribute, and/or illegally dispense alcohol or a controlled
substance on college premises or during any college activity are subject to behavioral
intervention or disciplinary action as outlined in the Student Code of Conduct, other college
policy, and applicable local, state, and federal laws.

The Student Code of Conduct and OC Report It! are found on the College website and are
available to all new and returning students electronically via the following websites:

e Student Code of Conduct (includes prohibited conduct offenses and violation
descriptions): https://www.olympic.edu/current-students/policies-
processes/student-conduct-code

e OC Report It! (includes reporting function to report Student Code of Conduct
violations and student welfare concerns): https://www.olympic.edu/reporting-
concerns-olympic-college

Student Athletes and Athletic Administration/Coaches - NWAC Policy

In addition to the Student Code of Conduct, student athletes and the Athletic Department
must comply with the Northwest Athletic Conference (NWAC) regulations. NWAC is the
parent organization for intercollegiate athletics at community colleges located in Idaho,
Oregon, Washington, and British Columbia. Student athletes are subject to the NWAC
Codebook rules and regulations related to alcohol and other drug use.

The NWAC Coaches Code of Conduct, Ethics, & Standards includes Standard Three, Safety:
“Luck runs out, but safety lasts a lifetime,”: Create a culture of excellence that emphasizes a
life-style free of drugs, tobacco, and alcohol.

The codebook further articulates the following policies:

e Alcoholic Beverages. The use or possession of alcoholic beverages by any participant
(student, coach, faculty, staff or official) during any NWAC or member college
practice, game or athletic activity is prohibited and will result in the participant being
removed from that activity.

e Tobacco Use. The use or possession of any form of tobacco by any participant
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(student, coach, faculty, staff or official) during any NWAC or member college
practice, game or athletic activity is prohibited and will result in the participant being
removed from that activity.

e Drugs. Any student-athlete convicted for the use or sale of legend drugs, including
anabolic steroids, will be disqualified from participation in any member college
sponsored athletic event or activity.

Employee Policies

Itis the intent of the OC Board of Trustees to provide a drug free, healthful, safe, and secure
work environment in accordance with the Drug Free Workplace Act of 1988 and the Drug
Free Schools and Communities Act Amendments of 1989. Thus, each employee is expected
to report to work physically and mentally prepared to perform their assigned duties as
outlined in the following policy:

e Drug Free Work Place Policy (Prohibition of Drugs)

The unlawful manufacture, distribution, dispensing, possession, or use of alcohol or a
controlled substance is prohibited in and on college premises and/or at college activities,
except in cases where the College President may authorize the use of alcohol in accordance
with the State of Washington Liquor Control Board procedures. No employee will report to
work while under the influence of alcohol or any unlawful controlled substance. Violation of
this policy by any employee will result in:

1. Disciplinary action that may include termination of employment in accordance with
bargaining unit agreements, tenure laws, or other College policies; and/or

2. Satisfactory participation in an approved chemical dependency program.

Additionally, although the State of Washington allows for the recreational use of marijuana,
College policy prohibiting the possession and use of any amount of marijuana on campus
and at college sponsored events remains unchanged.

Smoking on Campus Policy

Olympic College adopted the Smoking on Campus POLICY NUMBER: OCP 200-07 in 2005.
This policy and its implementation procedures intend to promote a safe, healthy, and
productive environment for the Olympic College Community and campus visitors. Smoking
is prohibited in all campus buildings and state vehicles. In addition, effective Summer 2005,
Olympic College campuses will prohibit smoking in all areas except those assigned as
designated smoking areas. There will be clearly posted signage to indicate smoking policy
and designated smoking areas. All smoking materials are to be lit, smoked and extinguished
in designated areas ONLY. Tables and/or seating will be provided within the covered areas.
Smoking cessation pamphlets and information will be available at each campus. This policy
is effective with the beginning of Fall Quarter 2005.
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REPORTING VENUES

OC Report It!

OC Report It! is Olympic College’s primary reporting platform, which covers the following
areas:

e Student Welfare Concerns (includes a link to Recognizing Distressed Students and
How to Deal With the Distressed Student);

e Student Code of Conduct Violations (includes a link to the Student Code of
Conduct website);

e Issues of bias, discrimination, harassment, and retaliation, sexual misconduct
(includes links to OC's Title IX and Nondiscrimination and Grievance Procedures
websites); and

e Student Academic Misconduct (includes information on the Student Code of Conduct
and Classroom Management).

Counseling Services

Confidential counseling offered through Counseling Services are free to enrolled students,
and provide short-term counseling and short-term crisis intervention for students suffering
from acute emotional distress. Students are supported, assessed as needed, and
appropriate referrals arranged. Counseling services do not include providing diagnosis for
the purposes of treatment, insurance reimbursement, Americans with Disabilities Act (ADA)
documentation, or thecourts.

Counselors practice under professional standards that prohibit the disclosure of any
information that students tell them during a counseling session, except by a release from
the student or under specific circumstances. Exclusions may include: risk of harm to self or
others, abuse of a minor, elder or vulnerable adult, or other circumstances required by law.
Students needing assistance may contact the counseling center and/or students and
employees can refer a student to the counseling center by emailing:
CounselingServices@olympic.edu, visiting the virtual office, or visiting Building 4, Room 205.

Campus Security

Members of the college community, visitors, and guests are encouraged to report any
possible activity of drug and alcohol use or possession to Campus Security at (360) 475-7800
or securityofficers@olympic.edu. Reporting can also be completed through OC Report It!

Student Conduct Office

Members of the college community, visitors, guests, and anonymous reporters are
encouraged to report any alcohol or drug activity by students on campus or at college
activities to the Office of Student Conduct. Reporting can be done by submitting a report

online through OC Report It!
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Criminal Conviction for Alcohol or Drug-Related Violations of Law
Employees convicted of a violation of federal or state drug laws must be reported to:
Office of the Vice President for Human Resources
Dr. E. Lee Felder, Jr.
(360) 475-7305

efelder@olympic.edu

hr@olympic.edu

Students convicted of a violation of federal or state drug laws must be reported to:
Office of the Dean of Student Development
Elaine Williams Bryant
(360) 475--7528

ewilliamsbryant@olympic.edu
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PREVENTION AND EDUCATIONAL EFFORTS

In support of the Drug-Free School and Communities Act of 1989 as well as other laws,
policies, and regulations related to alcohol and drug use and abuse prevention and
education, OC is committed to fostering a college environment where employees, students,
and visitors can be free from the negative impacts of alcohol and drugs, while also benefiting
from a safe, positive, and productive work, educational, and social environment in the
college community. In support of this goal, the following provides information about the
various College departments directly involved in working with students and employees, and
the programs and measures implemented throughout the College to prevent the use of
alcohol and other drugs.

Behavioral Intervention Team (BIT)

The Behavioral Intervention Team (BIT) is a multidisciplinary committee that meets as
needed to identify and assess student behavioral challenges and issues on campus before
they escalate, including those related to drug and alcohol use or abuse. Reports of
concerning behavior and/or mental health issues can come from students, employees, and
third-parties. The CARE team upholds all OC policies in its efforts to provide support,
resources, and accountability for students and employees. The primary purpose as it relates
to drugs and alcohol is to provide various multi-faceted support measures for students
addressing possible substance abuse issues.

Counseling Services

Counseling Services provides referrals and faculty consultation and support services related
to helping students with alcohol or drug related challenges. In addition, Olympic College
provides a venue for on-campus recovery groups, including the Hope Factory, a weekly
gathering for Narcotics Anonymous (NA), an on-campus recovery group open to students,
non-students, addicts, and non-addicts. In addition to this weekly meeting, OC offers a Step
Work Study Hall for those who want to stay and work on recovery homework. Step Work
Study Hall is sponsored by the Human Services and Chemical Dependency Training
Program.

Office of Student Conduct

Students involved in a violation of alcohol and drug policies are referred to the Dean of
Student Development in the Office of Student Conduct. The focus of the work is
developmental, working with students to provide a learning process complemented by
educational interventions, which positively change student's decision, behaviors, and
actions. This includes incorporating social justice foundations, educational theories, and
human development models such as restorative justice practices, moral development
theories, and student development models, while also employing practical experiences of
reflection-based activities, collaborative interventions, counseling, and other support
resources. Other educational interventions may include alcohol/drug prevention, support,
or rehabilitation workshops, reflection papers/essays related to alcohol/drug effects,
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prevention, and recovery, meeting/interviews with alcohol and drug-related prevention
experts or professionals, or co-facilitating drug and alcohol awareness programs.

Athletics

Any student athlete participating in any athletic program receives Athletic Department:
Student Athlete Handbook, which includes Training and Conditioning Expectations.
Students then sign a general acknowledgment that they understand expectations.

Financial Aid

In general, a student who has a federal or state drug conviction may be disqualified from
receiving federal aid. During the application process, the students certify they are eligible
for federal financial aid by indicating they do not have a drug-related conviction. Any
conviction which was reversed, set aside or removed from the student’s record does not
count, nor does one received when the student was a juvenile, unless he/she was tried as
an adult. Students who have been convicted of a drug- related offense may complete an
acceptable rehabilitation program to reinstate their financial aid eligibility.

Olympic College Activities Board (OCAB)

The Olympic College Activities Board (OCAB) is a student driven board that plans,
coordinates, and hosts events for OC students. The board brings entertainment like
musicians, comedians, speakers, movie nights, and awareness weeks to campus. In addition
to these programs, students can also join one of the 15 student clubs, which are all
committed to substance free activities, both on and off campus, regardless of age.

Human Resources

The Human Resource office is responsible for the administration of policies, procedures and
services to employees of the College. Communications are distributed to all full- and part-
time employees, such as policies and services regarding alcohol and other drug use
prevention and treatment options. In addition, the College has contracted with the State of
Washington Employee Assistant Program (EAP). Through the EAP, regular full-time and part-
time employees, including adjunct faculty, and their eligible dependents, have access to
various educational modules, prevention tools, and referral services related to alcohol, drug
and substance abuse, and tobacco use.

Employee Assistance Program

cap Help Starts Here.

WASHINGTOMN STATE
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The Washington State Employee Assistance Program (EAP) is a free,
confidential program created to promote the health, safety and well-being of
public employees. More than 90,000 public employees have access to EAP
services to help them address work and personal concerns. In addition, The
EAP offers services to assist employees with legal and financial concerns.
When you're ready to get help, we're here for you.

To access EAP counseling services, complete an Online Referral Request. To
access legal and financial services, visit our Work/Life Resources.

Smoking on Campus Policy

Olympic College adopted the Smoking on Campus POLICY NUMBER: OCP 200-07 in 2005.
This policy and its implementation procedures intend to promote a safe, healthy, and
productive environment for the Olympic College Community and campus visitors. Smoking
is prohibited in all campus buildings and state vehicles. In addition, effective Summer 2005,
Olympic College campuses will prohibit smoking in all areas except those assigned as
designated smoking areas. There will be clearly posted signage to indicate smoking policy
and designated smoking areas. All smoking materials are to be lit, smoked and extinguished
in designated areas ONLY. Tables and/or seating will be provided within the covered areas.
Smoking cessation pamphlets and information will be available at each campus. This policy
is effective with the beginning of Fall Quarter 2005.
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COUNSELING, TREATMENT AND REHABILITATION SUPPORT

OC is committed to maintaining an alcohol and drug-free institution to create a safe and
healthy learning and work environment and to assist students and employees who may
have problems with alcohol or drugs. OC constantly strives to provide the best activities,
programs, services, and environment for its students and employees.

Counseling Services

Counseling Services are confidential in accordance with federal and state laws as well as
professional codes of ethics and free to all enrolled students. Counselors provide
welcoming, affirming, and culturally-sensitive support to help students succeed in their
college experience. In addressing alcohol and substance use, prevention, and abuse issues,
counselors provide a number of services to students, staff, and faculty including: personal
counseling and therapeutic check-ins, crisis support and intervention, skill-building,
outreach and consultation services, education, and liaising with community services. If it is
determined that a student needs or requires resources or competencies beyond which the
counseling center can provide, staff will assist students with locating appropriate on or off
campus resources.

Employee Assistance Program

In addition to educational and prevention tools for employees, the EAP also provides college
employees with various treatment and rehabilitation options, tools, and referrals, including
Health Risk Assessments for alcohol, drugs, and tobacco. Employees can contact the EAP at
(877) 313-4455. See the prior section for more information on the EAP.

Student Conduct Office

At times, student may be voluntarily or involuntarily withdrawn or suspended from the
College for violations of college policy involving alcohol and drugs. Under these
circumstances, the Dean of Student Development, in cooperation with the BIT Team, college
departments, and/or external agencies, will explore various behavioral intervention plans
for the student's reentry into the College. Behavioral intervention plans may set conditions
for a student'’s eligibility to reenroll at the College, including completion of an approved drug
and alcohol rehabilitation program or course, alcohol/drug or counseling assessment from
a licensed mental or medical health agency, regular attendance at a substance abuse
support session or group, or participation in stress management training.

External Treatment and Rehabilitation Resources

Counseling Services, the Office of Student Conduct, Campus Security, Financial Aid, and
Human Resources may partner and use several community groups and external agencies
as referrals for students and employees related to alcohol and drug abuse prevention and
treatment services and approved rehabilitation programs such as the following resources:
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National Resources

e National Suicide Prevention Lifeline
24/7 free confidential phone line: (800) 273-8255 (TALK)

Website: https://suicidepreventionlifeline.org/

e Veterans Crisis Line (National)

24/7 free confidential phone, text, and chat line. Phone: (800) 273-8255 (press 1);
text: (838255); or go to the website to access the chat line.

Website: https://www.veteranscrisisline.net/

e National Council on Alcoholism and Drug Dependence (800) 622-2255
e SAMHSA Treatment Referral Routing Service (800) 662-HELP (4357)
e Health and Recovery Services Administration (360) 725-3700
e Spanish Quit Line (877) 2NO-FUME | (877) 266-3863
e Tobacco Quit Line (800) QUIT-NOW | (800)784-8669
Washington State Resources
e Washington Drug and Alcohol Addiction (800) 407-7195
e Washington Recovery Help Line (866) 789-1511

Shelton Campus (Mason County)

e South Sound Service Center: Mason County AA: https://aadistrict8.org/

e The Crisis Clinic of Thurston and Mason Counties
24/7 phone, confidential phone line: (360) 586-2800 or (800) 627-2211
Youth Help Line: 360-586-2777

Website: www.crisis-clinic.org

Bremerton & Poulsbo Campuses (Kitsap County)

e Kitsap AA: https://addictionhelp.guide/alcoholics-anonymous-meetings-Kitsap-WA
e Kitsap Mental Health Services (KMHS)
24/7 toll-free confidential Crisis Line: (888) 910-0416

Website: https://www.kitsapmentalhealth.org/news/

e The Coffee Oasis Teen Crisis Text Line

24/7 text line for youth ages 13-25 years old who are experiencing a crisis or just
need to talk:

Text “Help” to (360) 377-5560

Website: https://thecoffeeoasis.com/youth-programs/crisis-intervention/
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ENFORCEMENT, DISCIPLINARY SANCTIONS AND CONSISTENCY

Campus Security Drug and Alcohol Reporting and Referrals

The tables below indicate the number of alcohol and other drug arrests and referrals for
disciplinary action as reported in the 2018 - 2019 and 2019 - 2020 Annual Security Reports,
and as provided by Campus Security.

Alcohol and Drug Arrests and Referrals - Bremerton

Arrests & On Campus Non-Campus Public Areas Total
Referrals 2018 2019 2020 2018 2019 2020 2018 2019 2020
Liquor Law 0 0 0 0 0 0 0 0 0 0
Arrests
Liquor Law 2 0 3 0 0 0 0 0 0 5
Referrals
Drug Abuse 0 0 0 0 0 0 0 0 0 0
Arrests
Drug Abuse 0 3 1 0 0 0 0 0 0 4
Referrals
Alcohol and Drug Arrests and Referrals - Poulsbo
Arrests & On Campus Non-Campus Public Areas Total
Referrals 2018 2019 2020 2018 2019 2020 2018 2019 2020
Liquor Law 0 0 0 0 0 0 0 0 0 0
Arrests
Liquor Law 0 0 0 0 0 0 0 0 0 0
Referrals
Drug Abuse 0 0 0 0 0 0 0 0 0 0
Arrests
Drug Abuse 0 0 0 0 0 0 0 0 0 0
Referrals
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Alcohol and Drug Arrests and Referrals - Shelton

Arrests & On Campus Non-Campus Public Areas Total
Referrals 2018 @ 2019 2020 2018 2019 2020 | 2018 2019 2020
Liquor Law 0 0 0 0 0 0 0 0 0 0
Arrests
Liquor Law 0 0 0 0 0 0 0 0 0 0
Referrals
Drug Abuse 0 0 0 0 0 0 0 0 0 0
Arrests
Drug Abuse 0 0 0 0 0 0 0 0 0 0
Referrals

College Sanctions

The College responds to alcohol abuse and other drug activity by employees or students on
a case- by-case basis and in accordance with its Drug Free Workplace Policy. Details of each
case are taken into consideration along with the outcome of any legal action against the
individual. In addition to any penalties under federal, state, or local laws, employees and
students found to be in violation of this administrative procedure may be subject to
disciplinary sanctions consistent with employment contracts or the OC Student Code of
Conduct. Sanctions imposed by the College can range from a warning or disciplinary action
up to, and including, termination of employment or expulsion from school. Other potential
sanctions may include referral for prosecution and may require participation in approved
drug and/or alcohol abuse assistance or rehabilitation programs.

Additionally, as required by law, the College will report to a federal agency any employee
convicted of violating a criminal drug statue if the employee is involved in work supported
by that federal agency.

Assessing Enforcement Consistency

OC seeks to ensure consistent enforcement of sanctions by providing evidence that similar
infractions of the College's policies are treated in a similar manner. Due process for alleged
violation of conduct for both employees and students are consistently upheld in accordance
with Washington State laws, college policy, and applicable federal laws and regulations by
Human Resources and the Office of Student Conduct, respectively. The Vice President of
Human Resources facilitates investigation of all employee related allegations and the Dean
of Student Development for all student related allegations. Findings and disciplinary
sanctions are determined in accordance with due process and based upon a preponderance
of evidence. For the purposes of this biennial report, the tables below document the number
of infractions for both students and employees, respectively.
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Behavioral intervention Student Disciplinary Sanctions and Consistency

The following disciplinary sanctions may be imposed upon students found to have violated
the Student Code of Conduct.

Disciplinary warning: A verbal statement to a student that there is a violation and
that continued violation may be cause for further disciplinary action.

Written reprimand: Notice in writing that the student has violated one or more terms
of this code of conduct and that continuation of the same or similar behavior may
result in more severe disciplinary action.

Disciplinary probation: Formal action placing specific conditions and restrictions
upon the student's continued attendance depending upon the seriousness of the
violation. Probation may be for a limited time or may be for the duration of the
student's attendance at the college.

Disciplinary suspension: Dismissal from the college and from the student status for
a stated period of time. There will be no refund of tuition or fees for the quarter in
which the action is taken.

Dismissal: The revocation of all rights and privileges of membership in the college
community and exclusion from the campus and college-owned or controlled facilities
without any possibility of return. There will be no refund of tuition or fees for the
quarter in which the action is taken.

Disciplinary terms and conditions that may be imposed alone or in conjunction with a
disciplinary sanction include, but are not limited to, the following:

Restitution: Reimbursement for damage to or misappropriation of property, or for
injury to persons, or for reasonable costs incurred by the college in pursuing an
investigation or disciplinary proceeding. This may take the form of monetary
reimbursement, appropriate service, or other compensation.

Professional evaluation: Referral for drug, alcohol, psychological or medical
evaluation by an appropriately certified or licensed professional may be required.
The student may choose the professional within the scope of practice and with the
professional credentials as defined by the college. The student will sign all necessary
releases to allow the college access to any such evaluation. The student's return to
college may be conditioned upon compliance with recommendations set forth in
such a professional evaluation. If the evaluation indicates that the student is not
capable of functioning within the college community, the student will remain
suspended until future evaluation recommends that the student is capable of
reentering the college and complying with the rules of conduct.

Not in good standing: A student may be deemed "not in good standing" with the
college. If so, the student shall be subject to the following restrictions:

(1) Ineligible to hold an office in any student organization recognized by the
college or to hold any elected or appointed office of the college.

(2) Ineligible to represent the college to anyone outside the college
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community in any way, including representing the college at any official
function, or any forms of intercollegiate competition or representation.

Other terms and conditions: The vice president for the student services area may impose
other terms and conditions, such as a no-contact order, as necessary to protect the health,
safety and welfare of the campus community.

The following table shows the number of drug and/or alcohol offenses committed by
students that were reported to the Office of Student Conduct:

Student Violations

Academic Academic Formal Intervention /
Year Year Disciplinary Sanctions
2018 - 2019 2019 - 2020 (Add'l Context)
Public 1 0 (Staff Intervention to Prevent
Intoxication DUI)

Professional Evaluation /
Dismissed
Drug Use 0 1 (Police Intervention /
Trespassed / Removal from
Residence Hall)
Disciplinary Probation
(Police Intervention /
Destruction of
Paraphernalia)

Drug Possession 0 1

Employee Disciplinary Sanctions and Consistency

In addition to student sanctions, the College is committed to ensuring there is consistent
enforcement of policies and state and federal laws related to alcohol and other drug misuse
or abuse by employees including Reasonable Suspicion Testing Procedures. Furthermore,
program effectiveness is also measured by consistently addressing policy violations by
college employees through the appropriate administrative processes for employee conduct.

Employee Violations

Academic Academic
Year Year Disposition
2018 - 2019 2019 - 2020
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Public

Intoxication 0 0 NA
1. Warning
2. Leave of absence for
Drug Use 0 0 treatment and

rehabilitation
3. Termination
Warning
2. Leave of absence for
Drug Possession 0 0 treatment and
rehabilitation
3. Termination
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PROGRAM EFFECTIVENESS

Recommendations

As a result of the biennial review of the Drug and Alcohol Abuse Prevention Program, the
Vice President of Student Services, in collaboration with the DAAPP committee,
recommends the following actions occur by July 1, 2021 in order to improve the
effectiveness of the College’s Drug and Alcohol Abuse Prevention Program:

1. Identify DAAPP stakeholders across the Olympic College campus and meet at least once
quarterly.

2. Establish meaningful annual goals and objectives for the DAAPP with identified
outcomes and assessment methods.

3. In conjunction with the Student Government of Olympic College (SGOC) and Human
Resources, administer a needs assessment and satisfaction survey to students and
employees every two (2) years, including an audit of relevant programs, activities, and
resources, and an equity assessment that reviews access and cost for students and
employees.

4. Ensure all publications, websites, and e-mail communications contain consistent data
and policy information and that all published handbooks, policy manuals, and web-
based policies are consistent and up-to-date, including:

e Employee Handbook

e Faculty Handbook

e Student Resources

¢ Residence Hall Handbook

e Student Employee Handbook

e Athletics Handbook/NWAC Regulations

5. Provide annual training and education to leadership in student government, student
clubs, and student athletes related to alcohol and drug use, misuse, reporting, support,
intervention, and prevention.

6. Provide alcohol and drug prevention training to employees to identify, refer, or assist
students and other employees in obtaining the appropriate support from the College
or external resources (e.g., SafeColleges Alcohol & Drug Abuse Prevention Training
Course).
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Drug Free Workplace Policy (Prohibition of Drugs)

OLYMPIC COLLEGE POLICY

TITLE: Prohibition of Drugs

POLICY NUMBER: OCP 400-01

Olympic College intends to provide a drug free, healthful, safe and secure work
environment. Thus, no employee will report to work while under the influence of alcohol or
any controlled substance.

Therefore, the unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance in and on Olympic College owned and controlled property, or while
conducting College business, 1s prohibited. Violation of this policy will result i disciplinary
action being taken in accordance with the Higher Education Personnel Board rules,
bargaining unit agreements, tenure laws, or other policies of the institution. Violation will be
reason for discipline, up to and including termination of employment, or for participation in
evaluation/treatment for a substance use disorder.

Olympic College recognizes drug dependency to be an illness and major health problem.
The mstitution also distinguishes drug abuse as a potential health, safety and security
problem. Employees needing assistance in dealing with such problems are encouraged to
utilize the Washington State Employee Advisory Service and health insurance plans, as
appropriate. Conscientious efforts to seek such help will not jeopardize employment.
Employees must, as a condition of continued employment, abide by the terms of this policy
and report any conviction under a criminal drug statute for violations occurring in or on
properties controlled or owned by Olympic College or while conducting College business. A
report of such conviction must be made within five (5) days after said conviction. The
College must notify any federal contracting agency within ten (10) days of having receved
notice that and employee engaging in the performance of such federally sponsored grant or
contract has any drug statute conviction or violation occurring in the workplace. The
College will impose a sanction on, or require the satisfactory participation in, a drug/alcohol
abuse assistance or rehabilitation program by an employee who 1s so convicted.

Recompended by Donna M. Alten
Submitted to President’s Cabinet for Review

Approwed by President

Submitted to Board of Trustees September 26, 1989
Approved by Board of Trustees September 26, 1989
Reapproved by Board of Trustees October 25, 2005

Published in W ashington Adwministrative Code nla

Olympic College * 1600 Chester Avenue ¢ Bremerton « Washington ¢ 98337-1699
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Drug & Alcohol Testing Procedures

~——
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OLYMPIC COLLEGE

DRUG FREE WORKPLACE — DRUG & ALCOHOL TESTING
REASONABLE SUSPICION TESTING PROCEDURES

Purpose

The purpose of this procedure is to aid in the maintenance of a drug free workplace in accordance with college Prohibition
of Drugs Policy, OCP 400-01. The following procedures have been developed for use by appropriately trained managers,
supervisors, and staff to determine whether there is “reasonable suspicion” that:

a. an employee may be impaired,

b. an employee may present a safety risk to themselves,

c. an employee may represent a safety risk to employees, students, the general public and/or

d. it may affect the employees ability to satisfactorily and safely perform the duties of his/her position.
Procedures

Reporting Requirements
1. It is the responsibility of all College employees to immediately report any suspicious behavior or signs of
drug/alcohol use by anyone on campus to their supervisor, Human Resource Services (extension 7300), another
member of management, and/or Campus Safety and Security.

2. |If the suspected individual is a student, visitor or member of the public, the Campus Safety and Security
department must be contacted immediately (extension 7800) to handle the situation.

3. Employees are expected to keep the identities of the suspected individual and the employee who reported the
suspicious behavior confidential.

Suspicious Behavior Documentation
1. Suspicious behavior must be verified by two trained observers who are currently listed on the Human
Resources Office list of trained observers. The trained observers will:
a. Document the incident using their standard incident report
b. Complete the Drug and Alcohol Testing Observation Form for Reasonable Suspicion/Post-Accident

2. The trained observer(s) must have a conversation with the employee explaining their reason for suspicion.
The supervisor or trained observer(s) must ask the person if they are under the influence of alcohol or drugs,
and explain the College’s position on a drug and alcohol free workplace. In addition, they must reference the
College’s Prohibition of Drugs policy, OCP_400-01, the reasonable suspicion procedure, and collective
bargaining agreement (if applicable).

3. The trained observer(s) may remind the person that, if they are represented by a union, they have the right
to a union representative to provide assistance and counsel. Other employees may request a member of the
Human Resources Team to act in that capacity during the investigation.

4. If reasonable suspicion exists, the trained observers will contact Human Resources to complete the Olympic
College Drug/Alcohol Testing Authorization Form and arrange transportation to take the employee directly to
the testing facility.

a. If the employee refuses to submit to and be transported for testing, refusal will be considered
insubordination, an admission to being under the influence of alcohol or drugs, and a positive test
result. He/she will be subject to the disciplinary process, up to and including termination. If the
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OLYMPIC COLLEGE

DRUG FREE WORKPLACE — DRUG & ALCOHOL TESTING
REASONABLE SUSPICION TESTING PROCEDURES

employee refuses to submit to testing, the employee will be provided with transportation home which
may include taxi with supervisor or campus public safety escort.

b. The employee will sigh a consent form prior to being transported for testing. If the employee refuses,
it is considered insubordination, an admission to being under the influence of alcohol or drugs, and a
positive test result. He/she will be subject to the disciplinary process, up to and including termination.

c. If an employee verbally resigns, the supervisor or trained observer will accept their resignation and
document the conversation. The document will be sent to HRS for processing. A verbal resighation
will be considered as valid as a written resignation.

Employment Status

If two trained observers have determined there is “reasonable suspicion” that: a) an employee may be impaired, b) an
employee may present a safety risk to themselves, ¢) an employee may represent a safety risk to employees, students,
the general public and/or d) it may affect the employees ability to satisfactorily and safely perform the duties of his/her
position, the employee is on paid administrative leave until the College receives all test results.

Testing

Once HRS completes the required forms, they will make arrangements to transport the employee to the testing site.
1. The employee will sign a consent form at the Testing Facility prior to being tested. If the employee refuses, it is
considered insubordination, an admission to being under the influence of alcohol or drugs, and a positive test
result. He/she will be subject to the disciplinary process, up to and including termination.

2. If the alcohol breath test is positive or the employee is not in a condition to return to work or operate a vehicle
due to suspected drug/alcohol impairment, Human Resources will arrange for transportation of the employee to
his/her residence. The alcohol breath test is considered positive when the employee’s breath alcohol level is equal
to or higher than the State of Washington law for operating a motor vehicle.

3. If an employee is transported home for suspected drug or alcohol impairment, he/she is considered on paid
administrative leave until the College receives the test results.

4. Ifan employee refuses to have transportation arranged by the College, the employee must arrange for alternative
transportation. Under no condition will an employee be allowed to drive when intoxication or drug use is
suspected. If the employee attempts to drive or leave campus on his/her own, Human Resources will contact Law
Enforcement immediately.

If an employee tests positive for alcohol or drugs, he/she will be counseled and/or disciplined in accordance with College
policy and any applicable collective bargaining agreement up to and including termination. All test results are to be treated
with the highest confidentiality. Test results are immediate for the breath alcohol test and take 24-48 hours to process
for urine drug screen. Test results will be delivered to Human Resource Services, who will return the test results along
with the completed documentation to the appropriate College Administrators.

Forms noted in Procedure are available through Human Resources Services
Specific Authority: OCP 400-01; Federal Drug Free Workplace Act of 1988
History of Procedure

Adopted by HRS, Aprif 2, 2018

Contact: Human Resource Services, Joan Hanten

DRUG AND ALCOHOL ABUSE PREVENTION PROGRAM
BIENNIAL REPORT 2016-18 Page 27 of 117



Smoking on Campus Policy

OLYMPIC COLLEGE POLICY

TITLE: Smoking on Campus

POLICY NUMBER: OCP 200-07

This policy and 1ts implementation procedures mtend to promote a safe, healthy, and
productive environment for the Olympic College Community and campus visitors.
Smoking is prohibited 1n all campus buildings and state vehicles. In addition, effective
Summer 2005, Olympic College campuses will prohibit smoking in all areas except those
assigned as designated smoking areas. There will be clearly posted signage to indicate
smoking policy and designated smoking areas.

All smoking materials are to be lit, smoked and extinguished in designated areas ONLY.
Tables and/or seating will be provided within the covered areas. Smoking cessation
pamphlets and information will be available at each campus. This policy is effective with

the beginning of Fall Quarter 2005.

Recommended Oetober 1988

Submitted to President's Cabinet for Review Oetober 1988

Revision Submitéed to President's Cabinet for 11/10/ 2004 and 5/ 25 2004
Review by David Mitchel], Ph.D.

Reviewed by College Connetl 6/ 1/2004

Approwed by President Oetober 1988, amendment-November 10, 2004
Submitted to Board of Trustees Nowember, 1988, amendment-November 23, 2004
Approvwd by Board of Trustees Janunary 25, 1989

Revision Adgpted by Board of Trustees Nowverber 23, 2004

Reaffirmed by Board of Tructzes October 257, 2005

Prblished in W ashington Administrative Code  nfa

Olympic College « 1600 Chester Avenue ¢ Bremerton + Washington * 98337-1699
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Employee Code of Conduct

Olympic College Employee Code of Conduct

REV. 0212020

1.0 Objective and Responsibilities:
The Revised Olympic College Code of Conduct links the College’s Mission, Vision & Values Statement directly to the standards of professional
conduct already woven throughout college policy. The code provides a central guide and reference for employees to support day-to-day decision-
making, in accordance with existing college policy. To ensure that the College’s core values are met, all college employees are expected to uphold
these standards in the performance of work duties and responsibilities.

2.0 Expectations of Conduct:
The following is a list of conduct standards to which every college employee is required to adhere. Because it is impossible to list every situation which

may accur in the workplace, this list is not considered all-inclusive, but provides guidance for ethical performance of duties and responsibilities:

Every college employee shall:

21 Maintain satisfactory attendance and punctuality. Absences require proper advance notification to immediate
supervisor, or sufficient reason for absentesism.

22 Promptly account at the end of each pay period for time worked and/or sick, vacation, or personal leave taken, using
Employee Self Service (ESS) within the cteLink system.

23 Properly maintain records, paperwork, electronic resources required in the transaction of OC business; and ensure such
documents are not atered or destroyed unless authorized.

24 Carry outassigned duties, follow reasonable instructions or requests from supervisors and/or upper administration and
otherwise comply with written College policy.

25 Take reasonable precautions to protect College property from damage or theft.

26 Adhere to acceptable use of College telephones, computers andfor internet.

2.7 Use College facilities/property only for authorized, work-related purposes.

28 Perform duties and operate equipment with care to protect the safety of employees, students, co-workers, and the public.

29 Make no malicious or false statement that is intended or could reasonably be expected to damage the integrity or

reputations of the cdlege or our employees, on or off campus.

210 Refrain at al times from fighting, encouraging a fight, acts or threats of physical viclence, disorderly conduct,
intimidation or coercion.

21 Refrain at all times from the use of abusive, offensive or obscene language, gesture or conduct, or lack of courtesy
toward students, the public or fellow employees.

212 Promptly report any unsafe condition observed or experienced in any college facility or on college grounds.

213 Report to work fit for duty and free from the influence of alcohol, and/or drugs.

2.14 Adhere to all Olympic Cdllege Administrative Pdicies and Procedures.

2.15 Abide by WA. Ethics in Public Service law (RCW 42.52) governing conflicts of interest, misuse of conficlential
information, granting special privileges, receipt of gifts & honoraria, outside compensation & outside employment,
misuse of Calege & state property, and palitical campaigning during work time or with public resources.

2.16 Communicate with fellow co-workers, employees, students and the public in a manner that is respectful, helpful,
truthful, necessary, and constructive.

3.0 Imposition of Disciplinary Action for violations of College Policies:

1.10 Represented (Bargaining Unit) Employees - discipline will be administered in accordance with OC's Cdllective
Bargaining Agreement with the Washington Public Employees Association (WPEA) and the Association for Higher
Education (AHE).

3.20 Non-Represented Employees - the choice of which discipline to apply in any particular caseis solely the Cadleges’.
Disciplinary action may include oral warning, written reprimand, suspension, demotion, or termination. Any step or
steps of the disciplinary process may be skipped at the discretion of the Cdllege after investigation and analysis of the
total situation, seriousness of the vidation and circumstances involved. The use of any form of disciplinary action shall

not affect or change an employee’s “at-will” employment status.

4.0 Links to College Policies & Resources:
Olympic College Mission, Vision & Values:
https:/iwww.olympic.edufabout-olympic-college/mission-vision-values
Olympic Gollege Commitment to Civility and Academic Freedom:
https:/iwww.olympic.edu/about-olympic-college/board-
trusteesfolympic-policy-manual-table-contents
Olympic College Anti-harassment & Anti-Discrimination Resources:
https:/iwww.olympic.edulreporting-concemns-olympic-college
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Welcome to Olympic College!

We are excited that you have joined Olympic College. We are dedicated to student success and
recognize that all employees play an integral role in the mission, vision and values of the
College. We wish you every success in your career here at Olympic College.

This guide was developed to describe a number of employee expectations and to outline
various policies, programs, and benefits. The information is general to all employees unless
otherwise specified. Be aware that State and Federal law, collective bargaining agreements,
and other internal and external governances may vary among employee groups. This College
handbook is available on the College website. Please familiarize yourself with the contents of
this handbook as it will answer many questions about your employment with OC.

We hope that your experience here will be challenging, enjoyable, and rewarding!

Olympic College Employee Handbook 2020 Page 2
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EMPLOYEE ACKNOWLEDGEMENT FORM

The Employee Handbook describes important information about Olympic College, and |
understand that | should consult Human Resources or my supervisor regarding any questions
not answered in the guide.

Since the information, policies, and benefits described here are subject to change, |
acknowledge that revisions to the guide may occur. Such changes will be communicated
through normal communication channels. | understand that revised information may
supersede, modify, or eliminate existing policies.

| have received the guide, and | understand that it is my responsibility to comply with College
policies, procedures, and guidelines and to ask for clarification when needed.

| understand nothing contained herein constitutes an employment agreement or contract. All
employees, excluding those covered by a collective bargaining agreement with applicable
provisions, are employed in an at-will status. This at-will status is not altered in anyway by
anything contained within this handbook.

| acknowledge | have received this handbook and agree to comply with all policies and
procedures contained herein.

Signature Date

Employee Name (Printed)

Return this page to Human Resources

Olympic College Employee Handbook 2020 Page 3
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X. ORGANIZATION DESCRIPTION

Olympic College, founded in 1946, is a public, two-year community college that provides
educational services to all people of Kitsap and Mason Counties who want to participate in
improving their lives through training and education. In accordance with its mission, three basic
elements constitute the College's philosophy: provide (1) excellence in instruction, (2) open
communication in a collegial atmosphere, and (3) responsiveness to community and individual
needs.

The college's service area of Kitsap County and Mason County has a population of
approximately 337,000 (2013). The main campus is located in Bremerton; branch campuses
are located in Poulsbo and Shelton (Mason County). Additional programs and classes are also
offered at various convenient community locations such as Naval Base Kitsap, both Bremerton
and Bangor, and other locations throughout the county.

Olympic College is fully accredited by the Northwest Commission of Colleges and Universities,
an institutional accredited body recognized by the Council of Higher Education. Individual
programs are also accredited by nationally recognized accrediting institutions. The college
provides academic transfer, vocational education, adult basic skills, community
services/activities and an array of student services. Olympic College offers degrees in
Associate Arts and Sciences, Associate of Science, Associate in Technical Arts, Associate in
Applied Science, Certificates in Professional and Technical Programs, a Bachelor of Science in
Nursing, Bachelor of Applied Science in Information Systems, and Bachelor of Science in
Mechanical Engineering.

As of 2020, this nonprofit college has an annual headcount of approximately 13,000 students,
has approximately 1,200 total employees (full- and part-time) and has revenue and
expenditures of approximately $33,000,000.

XX. INTRODUCTORY STATEMENT

This guide is designed to acquaint you with Olympic College and provide you with
information about working conditions, employee benefits, and some of the practices, policies
and procedures that may affect your employment. You must read, understand, and comply
with all provisions of the guide. It describes many of your responsibilities as an employee and
outlines the programs developed by Olympic College to benefit employees. One of our
objectives is to provide a work environment that is conducive to both personal and professional
growth.

No employee guide can anticipate every circumstance or question about practices,
policies and procedures. As Olympic College continues to change and grow, the need may arise
and Olympic College reserves the right to revise, supplement, or rescind any policies or portion
of the guide, as it deems appropriate. Employees will be notified of such changes through
normal communication methods.

Olympic College Employee Handbook 2020 Page 7
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101 EMPLOYEE RELATIONS

Olympic College strives within its authority to make the work conditions, wages, and benefits it
offers to its employees competitive with those offered by other employers in this area and in
this industry. We are a State-supported institution and our salaries and benefits are regulated
by State appropriations.

We trust that you are here because you believe there can be a mutually beneficial relationship
between what you have to offer and what Olympic College can offer you. Our experience has
shown that when employees deal openly and directly with supervisors, the work envircnment
can be pleasant, communications can be clear, and attitudes can be positive. You are
encouraged to become an active member of the College community. We believe that Olympic
College amply demonstrates its commitment to employees by responding effectively to
employee concerns.

The following Code of Conduct will help ensure proper employee relations:

Olympic College Emplovee Code of Conduct
REV. 02/2020

1.0 Objective and Responsibilities:

The Revised Olympic College Code of Conduct links the College’s Mission, Vision & Values
Statement directly to the standards of professional conduct already woven throughout college
policy. The code provides a central guide and reference for employees to support day-to-day
decision-making, in accordance with existing college policy. To ensure that the College’s core
values are met, all college employees are expected to uphold these standards in the
performance of work duties and responsibilities.

2.0 Expectations of Conduct:

The following is a list of conduct standards to which every college employee is required to
adhere. Because it is impossible to list every situation which may occur in the workplace, this
list is not considered all-inclusive, but provides guidance for ethical performance of duties and
responsibilities:

Every college employee shall:

21 Maintain satisfactory regular attendance and punctuality. Absences
require proper advance notification to immediate supervisor, or
sufficient reason for absenteeism.

22 Promptly account at the end of each pay period for time worked and/or sick,
vacation, or personal leave taken, using Employee Self Service (ESS) within
the ctcLink (PeopleSoft) system.

23 Properly maintain records, paperwork, electronic resources required in the
transaction of OC business; and ensure such documents are not altered or
destroyed unless authorized.

Olympic College Employee Handbook 2020 Page 8
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24 Carry out assigned duties, follow instructions or requests from supervisors
and/or upper administration and otherwise comply with written College

policy.
25 Take reasonable precautions to protect College property from damage or theft.
26 Adhere to acceptable use of College telephones, computers, internet and
systems.
27 Use College facilities/property only for authorized, work-related purposes.
28 Perform duties and operate equipment with care to protect the safety of

employees, students, co-workers, and the public.

29 Make no malicious or false statement that is intended or could reasonably
be expected to damage the integrity or reputation of the College or our
employees, on or off campus.

210 Refrain at all times from fighting, encouraging a fight, acts or threats
of physical violence, disorderly conduct, intimidation or coercion.

211 Refrain at all times from the use of abusive, offensive or obscene language,
gesture or conduct, or lack of courtesy toward students, the public or fellow
employees.

212 Promptly report any unsafe condition observed or experienced in any college
facility or on college grounds.

213 Report to work fit for duty and free from the influence of alcohol, and/or drugs.

214 Adhere to all Olympic College Administrative Policies and Procedures.

215 Abide by WA Ethics in Public Service law (RCW 42.52) governing conflicts
of interest, misuse of confidential information, granting special privileges,
receipt of gifts & honoraria, outside compensation & outside employment,
misuse of College & state property, and political campaigning during work
time or with public resources.

216 Communicate with fellow co-workers, employees, students and the
public in a manner thatis respectful, helpful, truthful, necessary, and
constructive.

3.0 Imposition of Disciplinary Action for violations of College Policies:

1.10 Represented (Bargaining Unit) Employees — discipline will be
administered in accordance with applicable Collective Bargaining
Agreement with the Washington Public Employees Association (WPEA)
and the Association for Higher Education (AHE).

3.20  Non-Represented Employees — Disciplinary action may include oral
warning, written reprimand, suspension, demotion, or termination. Any
step or steps of the disciplinary process are at the discretion of the College
after investigation and analysis of the total situation, seriousness of the
violation and circumstances involved. The use of any form of disciplinary
action shall not affect or change an employee’s “at-will” employment
status.
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4.0 Links to College Policies & Resources:
Olympic College Mission, Vision, Values:
https://www.olympic.edu/about-olympic-college/mission-vision-values
Olympic College Commitment to Civility and Academic Freedom:
https://www.olympic.edu/about-olympic-college/board-trustees/olympic-college-

policy-manual-table-contents
Olympic College Anti-harassment & Anti-Discrimination Resources:
https://www.olympic.edu/reporting-concerns-olympic-college

102 EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at Olympic College will be based on merit, qualifications, abilities, and
support of the College’s mission. Olympic College does not discriminate in employment
opportunities or practices on the basis of race, color, religion, gender, sexual orientation,
national origin, age, disability, genetic information or any other characteristic protected by law
or policy.

Olympic College will make reasonable accommodations for qualified individuals with
disabilities {when requested) unless doing so would result in an undue hardship. This policy
governs all aspects of employment, including selection, job assighment, compensation,
discipline, termination, and access to benefits and training. In addition to a commitment to
provide equal employment opportunities to all qualified individuals, Olympic College has an
established affirmative action plan to promote opportunities for individuals in legally
recognized under-represented classes throughout the organization.

Employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the Equal
Employment Officer (Vice President for Human Resources) (please visit
https://www.olympic.edu/nondiscrimination-title-ix for more information). Employees can
raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any
type of unlawful discrimination may be subject to disciplinary action, up to and including
termination of employment.

For more information, please refer to the Olympic College Policy Manual.

103 HIRING FAMILY/HOUSEHOLD MEMBERS

Family or household members of persons currently employed by Olympic College may be hired
if doing so does not create a real or perceived conflict of interest. Family cannot supervise
family. When hiring family or household members in the same area, consideration should be
given to the possibility of conflicts and problems with favoritism and employee morale. In
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addition to claims of partiality in treatment on the job, personal conflicts from outside the work
environment can be carried into day-to-day working relationships.

In cases where a conflict or the potential for conflict arises, even if there is no supervisory
relationship involved, the College will act in compliance with collective bargaining agreements
and College policies and procedures.

For the purposes of this guide, “family” means an employee's spouse or domestic partner;
parent; child, including adopted or foster children, or children for whom the employee acts as a
guardian, officially or unofficially; sibling; grandparent; grandchild; aunt, uncle; niece and
nephew; cousins; or the same relationship in-law. “Household member” means anyone who
cohabits with the employee, such as an unrelated roommate.

104 IMMIGRATION LAW COMPLIANCE

Olympic College is committed to employing only persons who are authorized to work in the
United States. The College does not unlawfully discriminate on the basis of citizenship or
national origin.

In compliance with the Immigration Reform and Control Act of 1986, within 3 days of
employment each new employee, as a condition of employment, must complete the
Employment Eligibility Verification (Form 1-9) and present documentation establishing identity
and employment eligibility. Former employees who are rehired must also complete the form if
they have not completed an |-9 with Olympic College within the past three years, or if their
previous 1-9 is no longer retained or valid.

Employees with questions or who seek more information on immigration law issues are
encouraged to contact the Human Resources Department.

105 CONFLICTS OF INTEREST

Olympic College operates under the authority to RCW 42.52 (governed by the Washington State
Executive Ethics Board). Employees have an obligation to conduct business within guidelines
that prohibit actual or potential conflicts of interest. This policy establishes the framework
within which Olympic College wishes to operate. The purpose of these guidelines is to provide
general direction so that employees can seek further clarification on issues related to
acceptable standards of operation. Contact your unit administrator, supervisor or Human
Resources for more informaticn or questions about conflicts of interest.

An actual or potential conflict of interest occurs when an employee is in a position to influence
a decision that may result in a personal gain for that employee or for family/household
member as a result of Olympic College's business dealings. For the purposes of this policy,
“family” means an employee's spouse or domestic partner; parent; child, including adopted or
foster children, or children for whom the employee acts as a guardian, officially or unofficially;
sibling; grandparent; grandchild; aunt, uncle; niece and nephew; cousins; or the same
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relationship in-law. “Household member” means anyone who cohabits with the employee, such
as an unrelated roommate.

If employees have any influence on transactions involving purchases, contracts, or leases, it is
imperative that they make disclosure to the Purchasing Officer or a unit administrator of
Olympic College as soon as possible. The College must avoid the existence of any actual or
potential conflict of interest; safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant
ownership in a firm with which Olympic College does business, but also when an employee or
relative receives gifts or special consideration as a result of any transaction or business
dealings as a result of employment at Olympic College.

106 OUTSIDE EMPLOYMENT

Employees may hold outside jobs as long as they meet the performance standards of their job
with Olympic College. All employees will be judged by equitable performance standards and
will be subject to Olympic College's scheduling demands, regardless of any existing external
work requirements.

If Olympic College determines that an employee's outside work interferes with performance or
the ability to meet the requirements of Olympic College, the employee may be asked to
terminate the outside employment if they wish to remain with Olympic College.

Outside employment that constitutes a conflict of interest is prohibited. Employees may not

receive any income or material gain from individuals outside Olympic College for materials

produced or services rendered while performing their jobs. (See Conflicts of Interest rulesin
this handbook and the Employee Ethics Policy #OCP 400-05.)

107 DISABILITY ACCOMMODATION

Olympic College is committed to complying fully with the Americans with Disabilities Act (ADA)
and the Washington Law Against Discrimination (RCW 49.60.010) to ensure equal opportunity
in employment for qualified persons with disabilities. All employment practices and activities
are conducted on a non-discriminatory basis.

Reasonable accommodations may be requested when employees can otherwise perform the
essential functions of their positions. All employment decisions are based on the defined job
criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
(or changes in compensation) as well as in job assignments, classifications, organizational
structures, position descriptions, seniority, as well as access to programs and services. Leave of
all types will be available to all employees on an equal basis.
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Olympic College does not discriminate against qualified employees or applicants because they
are related to or associated with a person with a disability. Clympic College complies with
Federal, State and/or local regulations that provide individuals with disabilities greater
protection than the ADA.

This procedure is neither exhaustive nor exclusive. Olympic College is committed to taking all
other actions necessary to ensure equal employment opportunity for persons with disabilities in
accordance with the ADA and all other applicable federal, state, and local laws. Contact Human
Resources for more information.

108 EMPLOYMENT CATEGORIES

Olympic College has several categories of employees. Each employee is desighated as either
non-exempt (overtime eligible) or exempt from federal and state wage and hour laws. Non-
exempt employees are entitled to over-time pay under the specific provisions of federal and
state laws. Exempt employees are excluded from specific provisions of federal and state wage
and hour laws and have no entitlement to over-time compensation.

In addition to the above categories, each employee’s position is assighed to an employment
category:

Regular employees are those who are not in a temporary or introductory status and who are
regularly scheduled to work at least 20 hours per week. Generally, they are eligible for
Olympic College's benefit package, subject to the terms, conditions, and limitations of each
benefit program. Olympic College has three types of regular employees: Faculty,
Administrators and Classified Employees.

Hourly employees are those who are assigned to a non-permanent status and who are regularly
scheduled to work less than 50% of full-time or less than 1050 hours per 12-month period.
While the College provides such benefits as Social Security contributions, unemployment
compensation, workers' compensation insurance, sick leave benefits and retirement (eligible
positions), they are typically not eligible for insurance benefit programs.

Introductory employees are employees whose performance is being evaluated to determine
whether further employment in a specific position or with Olympic College is appropriate.
Employees who satisfactorily complete the introductory period will be notified of their new
employment status. This category generally involves a three-year probationary period for
tenure-track Faculty and a six-month probationary period {(which may be extended in
compliance with applicable collective bargaining agreement) for Classified staff.

Adjunct (part-time) Faculty supplements the regular teaching staff, serve as interim
replacements, and/or assist in the completion of a specific project. Employment assignments in
this category are of a limited duration with no cbligation on the part of the adjunct faculty or
the College for ongoing employment. Adjunct faculty receives all legally mandated benefits
(such as workers' compensation insurance, unemployment compensation, sick leave benefits
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and Social Security contributions). Adjunct faculty working more than 50% for two consecutive
quarters are eligible for Olympic College's benefit package, subject to the terms, conditions,
and limitations of each benefit program. Adjunct faculty is also referred to as part-time
faculty. Adjunct faculty is covered under the faculty-negotiated agreement. Other employment
benefits are specified in the agreement. (Refer to the Adjunct Faculty Handbook for more
information.)

Student employees are hired on an hourly, temporary basis to provide work experience for the
students and as a result they supplement the workforce. Regular Student Employees (RSE) are
compensated at the minimum wage rate from the hiring department’s budget. Work Study
students are paid from federal and state funding. Students work five hundred sixteen (516)
hours or less in any six consecutive months. Hours worked in a temporary position(s) during the
summer and other breaks in the academic year are not counted in the five hundred sixteen
(516) hours.

201 ACCESS TO PERSONNEL FILES

Olympic College maintains the official personnel file on each employee. The personnel file
includes information such as the employee's job application, resume, records of training,
documentation of performance appraisals and salary increases, and other employment records.

Personnel files are the property of Olympic College, and access to the information they contain
is confidential and restricted. Generally, only supervisors and management personnel of
Olympic College who have a legitimate reason to review information in a file are allowed to do
so. Some information as allowed by law is available under the public disclosure request.
Employees will be notified in compliance with public disclosure laws if information is requested
or released from their personnel files.

Employees who wish to review their personnel file must contact Human Resources to schedule
an appointment. With reasonable advance notice, employees may review their personnel file
in Olympic College's Human Resources office in the presence of a Human Resources staff
person. Employees may also request copies of documents from their personnel file by
completing and submitting the Personnel File Request form.

202 EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

It is the policy of Olympic College to conduct criminal history background checks and check the
employment references of all applicants. The hiring administrator is responsible for checking
references. For Olympic College employees’ protection, all reference check inquiries from
other employers should be limited to factual information that can be substantiated by Olympic
College's records. No employment data will be released without a written authorization and
release signed by the individual who is the subject of the inquiry. Human Resources should be
consulted before releasing reference information on behalf of the College.
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203 PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify Human Resources of any changes in
personnel data. Personal mailing addresses, telephone numbers, name changes, number and
names of dependents, individuals to contact in the event of an emergency, educational
accomplishments, and other such status reports should be accurate and current at all times.

206 PERFORMANCE APPRAISALS

Supervisors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. New employees and supervisors should meet to discuss the job
responsibilities, standards, and performance requirements of the position. Performance
appraisals are conducted to provide both supervisors and employees the opportunity to discuss
job tasks, identify and correct problem areas, encourage and recognize strengths, and discuss
positive, purposeful approaches for meeting goals.

Official performance appraisals are scheduled according to College policies. Classified
employees are scheduled six (6) months after completing a probationary/trial service period
and every twelve (12) months thereafter, coinciding with the anniversary or original date of
hire. Administrators are scheduled at the end of the calendar year. A tenure committee
evaluates newly hired tenure faculty members for the first three years of employment. Once
tenured, faculty members are reviewed every five years.

301 EMPLOYEE BENEFITS

Eligible employees at Olympic College are provided a wide range of benefits. A number of the
programs (such as Social Security, workers' compensation, and unemployment insurance) cover
all employees in the manner prescribed by law.

Eligibility for benefits is dependent upon a variety of factors, including criteria established by
Washington State, employees’ classification, and percent of full-time. Human Resources can
detail for you those benefits for which you are eligible. Details of many of these programs can
be found elsewhere in the employee guide.

Some benefits are not available to part-time employees. The following benefit programs are
available to eligible employees:

Auto Insurance {employees pay group rates)

Auto Mileage Reimbursement (using personal vehicle for OC-designated business)
Benefit Conversion at Termination

Bereavement Leave

Credit Union (Washington State Employees)

Deferred Compensation Plan

Drug or Alcohol Counseling (referral)

Educational Financial Assistance
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Educational Leave

Employee Assistance Program (EAP)
Family Leave

Financial Counseling (EAP)

Fitness Center Access (no charge)
Flexible Spending Account {pre-taxed medical expense fund)
Holidays

Jury Duty Leave

Legal Counseling (EAP)

Life Insurance

Long-Term Disability

Medical Insurance

Medical Leave

Military Leave

Monetary Awards (competitive)
Parking

Professional Development Opportunities
Retirement Plan

Sick Leave Benefits

Supplemental Life Insurance
Tax-Sheltered Annuities

Travel Allowances

Tuition Waivers

Vacation Benefits

Premiums for some benefit programs are paid in full by the College, some require a
contribution from both the College and the employee, and some require full contributions from
employees with the benefit of a discounted rate.

302 VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for rest,
relaxation, and personal pursuits. Administrative and Classified staff are eligible to earn and
use vacation time.

The amount of paid vacation time employees accrue depends upon the employee classification.
Classified employees earn in accordance with the schedule established by the collective
bargaining agreement. Administrative employees earn at the rate of two (2) days per month
and on a pro rata basis for administrative employees who are less than 100% of full-time.
Faculty members do not earn vacation leave.

Once employees enter an eligible employment classification, they begin to accrue paid vacation
time according to the schedule.
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Employees should request advance approval from their supervisors. Requests will be reviewed
based on a number of factors, including business needs and staffing requirements. Vacation
time off is paid at the employee's base pay rate at the time of vacation.

As stated above, employees are encouraged to use available paid vacation time for rest,
relaxation, and personal pursuits. In the event that available vacation is not used by the end of
the benefit period, employees may carry unused time forward. If the total amount of unused
vacation time reaches a "cap" equal to 240 hours or more at the anniversary date (Classified
staff) or end of fiscal year (administrative employees), hours in excess of the cap will be lost.

Upon termination of employment, employees will be paid for unused vacation time that has
been earned through the last day of work at the employee’s base rate.

303 HOLIDAYS
Olympic College will grant holiday time off to employees on the holidays listed below.

New Year's Day (January 1)

Martin Luther King, Jr. Day (third Monday in January)
Presidents' Day (third Monday in February)
Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)

Indigenous People’s Day (second Monday in October) (Faculty only)
Veterans' Day (November 11)

Thanksgiving Day (fourth Thursday in November)
Day after Thanksgiving

Christmas Day (December 25)

Olympic College will grant paid holiday time off to all eligible employees immediately upon
assignment to an eligible employment classification. Eligible employment classifications are
full-time Administrative and Classified. Holiday pay is the same rate as the employee's
regular-time pay rate {as of the date of the holiday) equivalent to the employee’s work shift on
the holiday.

If a recognized holiday falls during an eligible employee's paid absence (such as vacation or sick
leave), holiday pay will be provided instead of the paid time off benefit that would otherwise
have applied.

In addition to the recognized holidays previously listed, eligible employees will receive one
personal holiday in each calendar year. To be eligible, Classified employees must complete 4
months of service. These holidays must be scheduled with the prior approval of the employee's
supervisor. Negotiated agreements may also provide additional personal days for full-time
Faculty and Classified staff.
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304 WORKERS' COMPENSATION INSURANCE

Olympic College provides a comprehensive workers' compensation insurance program at no
cost to employees. This program covers any injury or illness sustained in the course of
employment that requires medical, surgical, or hospital treatment.

Employees who sustain work-related injuries or illnesses should inform their supervisor
immediately. No matter how minor an on-the-job injury may appear, it is important that it be
reported immediately. An accident report must be filed with Campus Security. This will enable
an eligible employee to qualify for coverage as quickly as possible.

Neither Olympic College nor the insurance carrier will be liable for the payment of workers'
compensation benefits for injuries that occur during an employee's voluntary participation in
any off-duty recreational, social, or athletic activity sponsored by Olympic College.

305 SICK LEAVE BENEFITS

Olympic College provides paid sick leave benefits to all eligible employees for periods of
temporary absence due toillnesses or injuries. Full-time faculty, part-time faculty (see the
Adjunct Faculty Handbook), classified staff and administrative staff accrue sick leave benefits at
the rate of twelve (12) days per year (1 day for every full month of service). Eligible employees
may use sick leave benefits for absences due to their own illness or injury or that of a family
member who resides in the employee's household, or any other reason authorized by the
employee’s respective collective bargaining agreement or RCW 49.46.210 and associated
WACs.

Employees who are unable to report to work must notify their direct supervisor before the
scheduled start of their workday if possible or otherwise as soon as is practical. Before
returning to work from a sick leave absence of five consecutive calendar days or more, an
employee must provide a physician's verification that he or she can return to work. If an
employee believes that obtaining verification for use of paid sick leave would resultin an
unreasonable burden or expense on the employee, the employee must notify their supervisor
orally or in writing.

Sick leave management incentive allows unused sick leave benefits to be paid to employees on
an annual basis at the rate of 25% of its value for hours in excess of 480 hours. Sick leave
balances are also paid at the rate of 25% of its value (hourly rate) upon retirement. Sick leave
balances are returned to the State when employees resign or are terminated.

Hourly and student employees accrue sick leave at the rate of one (1) hour for every forty (40)
hours worked. There is no cap to the amount of paid sick leave hours an employee may earn,
however, employees may only carry over forty (40) hours or less to the following calendar year
(January 1 — December 31). These hours are non-compensable therefore cannot be cashed,
donated or bought out at any time.
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306 BEREAVEMENT LEAVE

Employees who wish to take time off due to the death of an immediate family member should
notify their supervisor immediately. Up to five (5) days of paid bereavement leave will be
provided to eligible employees.

Approval of bereavement leave will occur in the absence of unusual operating requirements.
Employees may, with their supervisors' approval, use any available paid leave for additional
time off as necessary.

Per WAC 357-01-172, “Individuals considered to be members of the family are parent, sibling,
parent-in-law, spouse, registered domestic partner, grandparent, grandchild, minor/dependent
child, and child.”

307 JURY DUTY

Olympic College encourages employees to fulfill their civic responsibilities by serving jury duty
when required. Employee classifications that qualify for paid jury duty leave are: faculty,
adjunct faculty, administrative and Classified.

Employees must show the jury duty summons to their supervisor as soon as possible so that the
supervisor may make arrangements to accommodate their absence. Jury duty leave must be
reported in ctcLink (PeopleSoft) and employee must forward a copy of the jury certification to
HR. Employees are expected to report for work whenever they are dismissed from jury duty or
otherwise account for their work shift.

Either Olympic College or the employee may request an excuse from jury duty if, in Olympic
College's judgment, the employee's absence would create serious operational difficulties.

Vacation leave, sick leave, and holiday pay benefits, will continue to accrue during jury duty
leave.

308 WITNESS DUTY

Olympic College encourages employees to appear in court for witness duty when subpoenaed
to do so. If employees have been subpoenaed or otherwise requested to testify as witnesses by
Olympic College, they will receive paid time off for the entire period of witness duty.
Employees will be granted a maximum of 8 hours of paid time off to appear in court as a
witness at the request of a party other than Olympic College. Employees will be paid at their
base rate and are free to use any remaining paid leave benefits (such as vacation leave) to
receive compensation for any period of witness duty absence that would otherwise be unpaid.

The subpoena must be provided to the employee's supervisor immediately after it is received so
that operating requirements can be adjusted, where necessary, to accommodate the
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employee's absence. Employees must notify HR as soon as possible and provide a copy of the
subpoena. The employee is expected to report for work whenever the court schedule permits.

309 BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and
their qualified beneficiaries the opportunity to continue health insurance coverage under the
State of Washington Public Employees Benefits Board health plan when a "qualifying event"
would normally result in the loss of eligibility. Some common qualifying events are resignation,
termination of employment, or death of an employee; a reduction in an employee's hours or a
leave of absence; an employee's divorce or legal separation; and a dependent child no longer
meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at Olympic College's
group rates plus an administration fee (approximately 2%). The Washington State Health Care
Authority provides each eligible employee with a written notice describing rights granted under
COBRA when the employee becomes ineligible for coverage under Olympic College's health
insurance plan.

310 EDUCATIONAL ASSISTANCE

Olympic College recognizes that the skills and knowledge of its employees are critical to the
success of the organization. Tuition waivers, professional development programs and
temporary promotions are examples of activities that the College supports.

Employees should contact Human Resources or their supervisor for information or questions
about educational assistance. While educational assistance is expected to enhance employees’
performance and professional abilities, Olympic College cannot guarantee that participation in
professional development activities or formal education will entitle the employee to automatic
advancement, a different job assignment, or pay increases. Professional development
opportunities are granted on a case-by-case basis. Employees are encouraged to discuss their
professional goals with their supervisors.

311 FITNESS CENTER

Olympic College promotes health and wellness and a work-life balance for its employees.
Employees have free access to a fully equipped fitness center. Availability to the fitness center
is limited to times when classes are not scheduled. Employees are required to have an official
Olympic College ID card to gain access to the center.

312 AWARDS AND RECOGNITIONS
Olympic College has an annual faculty and staff Spring Awards and recognition celebration

each year to close out the academic year. Monetary awards, service awards and other special
recognitions are presented to pre-designated faculty and staff in an all-College gathering that
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includes members of the Board of Trustees. Full and part-time employees are recognized and
invited to attend.

401 APPOINTMENT LETTERS AND CONTRACTS

Full-time faculty are issued an employment contract each year. Faculty contracts normally
cover the academic period of September through June. The start and end date is in accordance
with the Board approved academic calendar. Administrative employees are issued an
Appointment Letter at the time of hire. Appointment Letters for temporary appointments will
include a begin and end date.

All full-time employees (unless hired into a temporary appointment) are entitled to a
desighated notice before any College-initiated termination takes effect.

Adjunct faculty are hired on a quarter-to-quarter basis, thus are issued an employment contract
each quarter.

403 PAYDAYS

Regular employees are paid semi-monthly on the 10th and 25th days of the month. The 10"
pay date covers the period of the last half of the previous month and the 25 pay date covers
the first half of the month. Hourly and student employees are paid semi-monthly on the 10th
and 25th days of the month. Adjunct faculty are paid on the 10" and 25™ of the month;
however, the first pay date may vary depending on the start date of the quarter. Each paycheck
will include earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday,
employees will receive pay on the last day of work closest to the regularly scheduled payday.

Employees may have pay directly deposited into their bank accounts by adding a direct deposit
transaction in ctcLink (PeopleSoft) via Employee Self Service (ESS) or receive pay via the Bank
of America CashPay Visa Payroll card.

Employees will also be able to view their earnings statement and earnings history in ESS
located in the Payroll tile.

405 EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any organization
and many of the reasons for termination are routine. Below are examples of some of the most
common circumstances under which employment is terminated:

DISCHARGE: involuntary employment termination initiated by the College.

LAYOFF: involuntary employment termination initiated by the College due to lack of work orlack of
funds orother business needs.
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RESIGNATION: voluntary employment termination initiated by an employee.
RETIREMENT: voluntary employment termination initiated by the employee who meets age,
length of service, and/or any other criteria for retirement from the College.

Human Resources offers exit interviews at the time of employment termination. The exit
interview will afford an opportunity to discuss such issues as employee benefits, conversion
privileges, or repayment of outstanding debts to Olympic College. An exit packet will be
provided to the employee containing benefits and leave information, exit instructions (return of
keys, parking placards, nametags, etc.), and/or retirement forms if applicable. Suggestions,
complaints, and questions can also be voiced.

409 ADMINISTRATIVE PAY CORRECTIONS

Olympic College takes all reasonable steps to ensure that employees receive the correct
amount of pay in each paycheck and that employees are paid promptly on the scheduled

payday.

In the unlikely event that there is an error in the amount of pay, the employee should promptly
bring the discrepancy to the attention of the Payroll Office or Human Resources so that
corrections can be made as quickly as possible.

410 PAY DEDUCTIONS

Certain laws mandate that Olympic College make deductions from employee's earnings.
Among these are federal income taxes, Social Security taxes on each employee's earnings up to
a specified limit that is called the Social Security "wage base", retirement benefits, and medical
and industrial insurance. Except federal income taxes, Olympic College contributes to and in
most cases matches the amount paid by each employee. The rate of retirement benefits
contributions vary depending upon the plan.

Olympic College offers programs and benefits beyond those required by law. Eligible
employees may voluntarily authorize deductions from their paychecks to cover the costs of
participation in these programs such as pre-taxed retirements contributions, supplemental
disability insurance coverage, pre-taxed childcare payments, etc.

If you have questions concerning payroll deductions, contact the Payroll Office staff.

501 SAFETY

To assist in providing a safe and healthful work environment for employees, students, and
visitors, Olympic College has established an active safety committee. The College’s Safety
Committee working in concert with Human Resources, the VP for Administration and the

Campus Security and Emergency Management director hold the responsibility for
implementing, administering, monitoring, and evaluating the safety program. Their success
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depends on the alertness and personal commitment of all. The safety committee meetings are
open to all OC community.

Some of the best safety improvement ideas come from employees. Those with ideas, concerns,
or suggestions for improved safety in the workplace are encouraged to raise them with their
supervisor, or with another supervisor or manager, or bring them to the attention of HR, the
Campus Security Director or to the Safety Committee. Concerns and suggestions can also be
submitted via a safety gram (https://www.olympic.edu/services/campus-security/safety-gram).
Reports and concerns about workplace safety issues may be made anonymously if the
employee wishes. All reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all work activities.
Employees must immediately report any unsafe condition to the appropriate supervisor.
Employees who violate safety standards, cause hazardous or dangerous situations, or who fail
to report or (where appropriate) remedy such situations, may be subject to disciplinary action,
up to and including termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury may
appear, employees should immediately notify Campus Security or Human Resources or the
appropriate supervisor. Such reports are necessary to comply with laws and initiate insurance
and workers' compensation benefits procedures.

For more information on all of the College’s safety plans and programs, please visit
https://olympic0.sharepoint.com/adminsvc/SitePages/Campus-Safety-Programs.aspx.

502 WORK SCHEDULES

Work schedules for employees vary throughout our organization. Supervisors will advise
employees of their individual work schedules. Employees are expected to adhere to established
work schedules; failure to do so may be cause for corrective action. Staffing needs, operational
demands and work rules may necessitate variations in starting and ending times, as well as
variations in the total hours that may be scheduled each day and week.

Flex-time scheduling is available in some cases to allow employees to vary their starting and
ending times each day within established limits. Employees should consult their supervisor for
more information about flex schedules.

503 USE OF PHONE AND CAMPUS MAIL SYSTEMS

Personal use of telephones to charge long-distance and toll calls is not permitted. Employees
should practice discretion in using College telephones to make perscnal calls and may be
required to reimburse Olympic College for any charges resulting from their personal use of the
telephone. To ensure effective telephone communications, employees should always use an
approved appropriate greeting and speak in a courteous and professional manner. Please
confirm information received from the caller, and hang up only after the caller has done so.
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The use of Olympic College paid postage for personal correspondence or for any purpose other
than Olympic College business is not permitted.

504 SMOKING

In keeping with Olympic College's intent to provide a safe and healthful work environment,
smoking is allowed in designated areas only. Smoking is prohibited in and around all buildings;
employees are asked to respect these designations. Insituations where the preferences of
smokers and nonsmokers are in direct conflict, the preferences of nonsmokers will prevail. The
smoking policy applies equally to all employees, students, customers, and visitors. (See Olympic
College Policy on the Olympic College website.)

505 REST PERIODS

Each workday, full-time Classified and hourly employees are entitled to a 15-minute rest period
for every four (4) hours worked. To the extent possible, rest periods will be provided at the
employee's discretion; however, supervisors have the right to schedule the breaks to
accommodate business needs. Since rest periods (breaks) are paid as time worked, employees
must not be absent from their work stations beyond the allotted rest period time.

506 OVERTIME

When operating requirements or other needs cannot be met during regularly scheduled
working hours, overtime-eligible employees may be given the opportunity to volunteer for or
be assighed overtime work. All overtime work must be approved in advance by the supervisor.
Overtime assignments will be distributed as equitably as practical to all employees qualified to
perform the required work.

Overtime compensation is paid to all nonexempt employees in accordance with federal and
state wage and hour laws and is calculated for all hours worked in excess of forty (40) hours in
a workweek. For overtime purposes, work is the time actually spent performing the duties
assigned in addition to time during which an employee is excused from work for holidays, sick
leave, vacations or compensatory time.

Employees who work overtime without receiving prior authorization from the supervisor may
be subject to disciplinary action.

507 USE OF COLLEGE-OWNED PROPERTY

When using College property, employees are expected to exercise care and follow all
operating instructions, safety standards, and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be

damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need
for repairs could prevent deterioration of equipment and possible injury to employees or
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others. The supervisor can answer any questions about an employee's responsibility for
maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or
vehicles, as well as excessive or avoidable traffic and parking violations, can result in
disciplinary action, up to and including termination of employment.

508 EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, or power failures can disrupt operations.
In extreme cases, these circumstances may require the closing of the College. In the event that
such an emergency occurs during non-working hours, employees will be notified via the College
website/email, employees can subscribe to a cell-phone emergency notification service, refer
to local radio and/or television stations, who will be asked to broadcast notification of the
closing, or employees can call the Campus Security office.

When operations are officially closed due to emergency conditions, employees may use
vacation or personal leave or make up the time within the work week unless negotiated
agreements call for other provisions. (See the Olympic College Policy for suspended
operations.)

508 BUSINESS TRAVEL EXPENSES

Olympic College will reimburse employees for reasonable business travel expenses incurred
while on assignments away from the normal work location. All business travel must be
approved in advance by the budget administrator and supervisor and submitted to the Accounts
Payable Office.

When approved, the costs of travel, meals, lodging, and other expenses directly related to
accomplishing business travel objectives will be reimbursed by Olympic College (in accordance
with state regulations). Employees are expected to limit expenses to reasonable amounts.

Employees who are involved in an accident while traveling on business must promptly report
the incident to their immediate supervisor. Employees who use their personal vehicles for
business travel are required to have insurance coverage.

Cash advances to cover reasonable anticipated expenses may be made to employees, after
travel has been approved. Employees should submit a written request along with the travel
authorization when travel advances are needed. Generally, employees are permitted to
combine personal travel with business travel, as long as time away from work is approved.
Additional expenses arising from such non-business travel are the responsibility of the
employee. When travel is complete, employees should submit completed travel expense
reports immediately. Reports should be accompanied by receipts for all individual expenses.
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Travel procedures are subject to change. Employees should contact their supervisor or
Accounts Payable for guidance and assistance on procedures related to travel arrangements,
travel advances, expense reports, reimbursement for specific expenses, or any other business
travel issues. Abuse of this business travel expenses policy, including falsifying expense reports
to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and
including termination of employment.

510 TECHNOLOGY SERVICES SUCH AS COMPUTERS AND EMAIL

Technology services such as the use of computers, Internet, files, email, telephony,
teleconferencing services, software and other technologies provided by the College to the
employees are College property and are only intended for use to conduct College business. To
ensure compliance with this policy, Olympic College reserves the right to monitor computers,
Internet, email usage and other technology services within or related to the College enterprise.

Olympic College strives to maintain a workplace free of harassment and is sensitive to the
diversity of its employees. Therefore, Olympic College prohibits the use of technology related
services such as text, chat and the email system in ways that are disruptive, offensive to others,
or harmful to morale. For example, the display or transmission of sexually explicit images,
messages, and cartoons are not allowed. Other such misuse includes, but is not limited to,
ethnic slurs, racial comments, off color jokes, or anything that may be construed as harassment
or showing disrespect for others. Employees may not use computers and other technology
services during work time for personal business or other non-work-related activities such as
entertainment, personal parties, etc.

Employees may use technology services and technology materials only for its intended license
and in accordance with its service agreement. Olympic College prohibits the illegal duplication
of software and other related technology materials.

Files and other related data created on Olympic College systems and services may be subject to
public disclosure in accordance with applicable laws and College policy therefore the
employees should be aware of the state retention laws and other applicable rules related to the
use and misuse of Olympic College/state property.

Employees should notify their immediate supervisor or the Information Technology department
if they are aware of any said violations. Employees who violate this policy may be subject to
disciplinary action, up to and including termination of employment.

Olympic College’s Information Technology department (OC-IT) is the centralized IT department
for the College, delivering essential technology services and support for all campuses. OC-IT
offers a wide range of services to the OC community including face-to-face or over the phone
support via the OC-IT Help Desk. The OC-IT Help Desk is open Monday thru Friday from 7:30 AM
to 7:00 PM.
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Contact Information: Bldg. 5 {CSC), Rm. 216 360-475-7600, Helpdesk@olympic.edu. Please visit
https://oc-it.info/ITSupport for more information.

601 MEDICAL LEAVE

Olympic College provides medical leaves of absence to eligible employees who are temporarily
unable to work due to a serious health condition or disability. For purposes of this policy,
serious health conditions or disabilities include inpatient care in a hospital, hospice, or
residential medical care facility; continuing treatment by a health care provider; and
temporary disabilities associated with pregnancy, childbirth, and related medical conditions.

Eligible employees must make requests for medical leave to their supervisors and Human
Resources at least 30 days in advance of foreseeable events and as soon as possible for
unforeseeable events.

A health care provider's statement will be requested to verify the need for medical leave and
its beginning and expected ending dates. Employees returning from medical leave must
submit a health care provider's verification of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability, up to a
maximum of 12 weeks within a calendar year period. If the initial period of approved absence
proves insufficient, consideration will be given to a request for an extension.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the
period of disability in accordance with all applicable laws covering occupational disabilities.
Subject to the terms, conditions, and limitations of the applicable plans, OC will continue to
provide health insurance benefits for the full pericd of the approved medical leave.

Benefit accruals, such as vacation, sick leave, and holiday benefits, will continue during the
approved medical leave period as long as the employee is in pay status or on leave without pay
for fewer than ten (10) days in a month.

So that an employee's return to work can be properly scheduled, an employee on medical leave
is requested to provide Olympic College with at least two weeks advance notice of the date the
employee intends to return to work. When a medical leave ends, the employee will be re-
instated to the same position, if it is available, or to an equivalent position for which the
employee is qualified.

If an employee fails to report to work promptly at the end of the medical leave, Olympic
College will assume that the employee has resigned.

602 FAMILY LEAVE

Olympic College provides leaves of absence to eligible employees who wish to take time from
work duties to fulfill family obligations relating to childbirth, adoption, or placement of a foster
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child; or to care for a child, spouse, or parent with a serious health condition, or family
members’ military care. A serious health condition means an illness, injury, impairment, or
physical or mental condition that involves inpatient care in a hospital, hospice, or residential
medical care facility; or continuing treatment by a health care provider. Regular employees
who worked more than 1250 hours in a twelve-month period are eligible for Family Leave.

Eligible employees must make requests for family leave to their supervisors and Human
Resources as soon as possible. Employees requesting family leave related to the serious health
condition of a child, spouse, or parent will be required to submit a health care provider's
statement verifying the need for a family leave to provide care, its beginning and expected
ending dates, and the estimated time required.

Eligible employees may request up to a maximum of 12 weeks of family leave within a
calendar year. Any combination of family leave and medical leave may not exceed the
maximum allowed by law. If this initial period of absence proves insufficient, consideration will
be given to a written request for an extension. Married employee couples may be restricted to
a combined total of 12 weeks leave within any 12 month period for childbirth, adoption, or
placement of a foster child; or to care for a parent with a serious health condition.

Subject to the terms, conditions, and limitations of the applicable plans, Olympic College will
continue to provide health insurance benefits for the full period of the approved family leave.
Benefit accruals, such as vacation, sick leave, and holiday benefits will continue during the
approved family leave period as long as the employee is in pay status.

So that an employee's return to work can be properly scheduled, an employee on family leave
must provide the College with at least two weeks advance notice of the date of the employee’s
return to work. When a family leave ends, the employee will be reinstated to the same
position, if it is available, or to an equivalent position for which the employee is qualified.

If an employee fails to report to work promptly at the end of the approved |leave period,
Olympic College will assume that the employee has resigned.

603 PAID FAMILY AND MEDICAL LEAVE

As of Jan. 1, 2020, Washington employees who have worked 820 hours or more in the qualifying
period and experience(d) a qualifying event have access to Paid Family and Medical Leave.

Employees who have missed work due to family or medical reasons may be eligible for paid
family or medical leave for the following qualifications:

e Care for and bond with a child younger than 18 following birth or placement

e Care for yourself or a family member experiencing a serious health condition

s Certain military-connected events.
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Paid Family and Medical Leave requires that you give your employer(s) written notice at least
30 days in advance of when you plan to take leave. However, if the reason you need leave was
not foreseeable, you may notify your employer(s) as soon as possible.

The Paid Family and Medical Leave Benefit Guide provides information on how to apply for
benefits and submit weekly claims. It also explains your rights and responsibilities under the
law. Download the guide at www.paidleave.wa.gov/benefit-guide. For more information about
how to apply, call 833-717-2273 or visit www.paidleave.wa.gov.

604 SABBATICAL LEAVE

Olympic College provides educational leaves of absence (sabbatical leave) to eligible
employees who wish to take time off from work duties for professional development that is
applicable to their job duties with Olympic College. Full-time faculty and administrative
employees are eligible to request educational leave as described in this section.

Specific guidelines are available in the collective bargaining agreements. Requests will be
evaluated based on a number of factors, including the benefit of the outcome to the College,
anticipated workloads and staffing considerations during the proposed period of absence.

Subject to the terms, conditions, and limitations of the applicable plans, Olympic College will
continue to provide salary and health insurance benefits for the full period of the approved
educational leave. Benefit accruals, such as vacation, sick leave, or holiday benefits, will be
suspended during the leave and will resume upon return to active employment.

If an employee fails to report to work at the end of the approved leave period, Olympic College
will assume that the employee has resigned.

605 MILITARY LEAVE

A military leave of absence will be granted to employees, except those occupying temporary
positions, to attend scheduled drills or training or if called to active duty with the U.S. armed
services. Employees will continue to receive full pay while on leave for a maximum of 15 days.

Official military orders must be submitted to Human Resources in order to be paid during this
period. Subject to the terms, conditions and limitations of the applicable plans for which the
employee is otherwise eligible, health insurance benefits will be provided by Olympic College
for the full term of the military leave of absence. Vacation, sick leave, and holiday benefits will
continue to accrue during a military leave of absence.

Employees on two-week active duty training assignments or inactive duty training drills are
required to return to work for the first regularly scheduled shift after the end of training,
allowing reasonable travel time. Employees on longer military leave must apply for
reinstatement in accordance with all applicable state and federal laws. Every reasonable effort
will be made to return eligible employees to their previous position or a comparable one. They
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will be treated as though they were continuously employed for purposes of determining
benefits based on length of service, such as the rate of vacation accrual and job seniority.

606 PREGNANCY-RELATED ABSENCES

Olympic College does not discriminate against any employee who requests an excused absence
for medical disabilities associated with pregnancy. Such leave requests will be evaluated
according to the medical leave policy provisions outlined in this guide, in the applicable
collective bargaining agreements, and in accordance with applicable federal and state laws.

Requests for time off associated with pregnancy and/or childbirth, such as bonding and
childcare, not related to medical disabilities for those conditions, will be considered in the same
manner as other requests for family or personal leave.

701 EMPLOYEE CONDUCT AND WORK RULES

To ensure orderly operations and provide the best possible work environment, Olympic College
expects employees to follow rules of conduct that will protect the interests and safety of all
employees and the College. The following are examples of infractions of rules of conduct that
may result in disciplinary action, up to and including termination of employment. This list is not
intended to be all-inclusive or exhaustive.

» Theft; inappropriate removal or possession of property

> Falsification of records, reports or other College documents (i.e., timekeeping, grades, etc.)

» Reporting to work under the influence of alcohol or illegal/illicit drugs

> Possession, distribution, sale, transfer, or use of alcohol or illegal/illicit drugs in the
workplace, while on duty, in the course of conducting college business, or while operating
employer-owned vehicles or equipment

» Disruptive behavior including threats or violence in the workplace

» Negligence or improper conduct leading to damage of employer or customer-owned
property

» Insubordination or other disrespectful conduct

» Violation of safety or health rules

» Smoking in prohibited areas

» Sexual or other unlawful or unwelcome harassment

> Possession of dangerous or unauthorized materials, such as explosives or firearms, or other
weapons in the workplace

» Excessive absenteeism or any absence without notice

» Unauthorized absence from work station during the workday

» Unauthorized use of communication systems, or other employer-owned equipment

» Unauthorized disclosure of confidential information

» Violation of personnel policies

» Unsatisfactory performance or conduct

702 DRUG AND ALCOHOL USE
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Olympic College is committed to providing a drug-free, healthful, and safe workplace. To
promote this goal, employees are required to report to work in the mental and physical
condition to perform their jobs in a satisfactory manner.

While on Olympic College premises and while conducting business-related activities off Olympic
College premises, no employee may use, possess, distribute, sell, or be under the influence of
alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does
not impair an employee's ability to perform the essential functions of the job effectively and in
a safe manner that does not endanger other individuals in the workplace.

Olympic College is required to comply with the Drug-Free Schools and Communities Act
(DFSCA) in order to be eligible for federal funding. Marijuana remains anillicit drug based on
federal law and despite Washington law. Therefore the term “drug” in this section and others
within this handbook includes Marijuana.

Violations may lead to disciplinary action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment
program.

Employees with questions or concerns about substance dependency or abuse are encouraged to
use the resources of the Employee Assistance Program (EAP). They may also discuss these
matters with their supervisor, a member of the counseling faculty or Human Resources to
receive assistance or referrals to appropriate resources in the community.

Employees with questions or issues related to drug or alcohol use in the workplace can raise
their concerns with their supervisor or Human Resources without fear of reprisal.

703 SEXUAL AND OTHER UNLAWFUL HARASSMENT

Olympic College is committed to providing a work environment that is free of discrimination
and unlawful harassment. Actions, words, jokes, or comments based on an individual's gender,
race, ethnicity, sexual orientation, age, religion, or any other demeaning or legally protected
characteristic will not be tolerated. As an example, sexual harassment (both overt and subtle)
is a form of employee misconduct that is demeaning to another person, undermines the
integrity of the employment relationship, and is strictly prohibited.

Any supervisor or manager who becomes aware of possible sexual or other unlawful
harassment should promptly advise the Vice President of Human Resources or any member of

management who is responsible for handling the matter in a timely and confidential manner.

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action,
up to and including termination of employment.

704 ATTENDANCE AND PUNCTUALITY
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To maintain a safe and productive work environment, Olympic College expects employees to be
reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a
burden on other employees and on Olympic College. In instances when employees cannot
avoid being late to work or are unable to work as scheduled, they should notify their superviscrs
as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action,
up to and including termination of employment.

705 PERSONAL APPEARANCE

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees
and affect the business image Olympic College presents to customers and visitors.

During business hours, employees are expected to present a clean and neat appearance and to
dress according to the requirements of their positions. Consult your supervisor or department
head if you have questions as to what constitutes appropriate attire for your position.

706 RETURN OF PROPERTY

Employees are responsible for all property, materials, or written information issued to them or
in their possession or control. All Olympic College property must be returned by employees on
or before their last day of work. Employees must complete an exit checkout form and return to
the Human Resources office.

707 DISCIPLINARY ACTIONS

The best disciplinary measure is the one that does not have to be enforced and comes from
good leadership and fair supervision at all employment levels. Employees are expected to
perform their work efficiently and effectively and be mindful of students’ and the public’s
expectations of the College and its employees.

Olympic College's own best interest lies in ensuring fair treatment of all employees and in
making certain that disciplinary actions are prompt, uniform, and impartial. The major
purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare
the employee for satisfactory service in the future.

Disciplinary action may call for any of five steps -- verbal warning, written warning, demotion,
suspension with or without pay, or termination of employment -- depending on the severity of
the problem and the number of occurrences. There may be circumstances when one or more
steps are bypassed. Discipline is administered in accordance with bargained agreements and
College policies.
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The College hopes that most employee problems can be corrected at an early stage, benefiting
both the employee and Olympic College. Employees should refer to the procedures and
collective bargaining agreement relative to their employee type for specific guidelines.

800 LIFE-THREATENING ILLNESSES IN THE WORKPLACE

Employees with life threatening illnesses such as cancer, heart disease, and viruses, often wish
to continue their normal pursuits, including work, to the extent allowed by their condition.
Olympic College supports these endeavors as long as employees are able to meet performance
standards. As in the case of other disabilities, Olympic College will make reascnable
accommodations, to allow qualified employees with life-threatening illnesses to perform the
essential functions of their jobs.

Employee’s individual medical information is treated confidentially and maintained in a file
separate from personnel information. Olympic College will take reasonable precautions to
protect such information from inappropriate disclosure. Managers and other employees have a
responsibility to respect and maintain the confidentiality of employee medical information.
Anyone inappropriately disclosing such information is subject to disciplinary action, up to and
including termination of employment.

Employees with questions or concerns about life-threatening illnesses are encouraged to
contact Human Resources or Olympic College's Employee Assistance Program for information
and referral to appropriate services and resources.
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OLYMPIC COLLEGE

About the College

*Founded in 1946

*Educates approximately 11,000 students
avyear

«Service area includes Kitsap and Mason
Counties

*Three campuses: Bremerton, Poulsbo,
and Shelton
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5 OLYMPIC COLLEGE
«  Approximately 1,200 employees and p—
volunteers service the college
Board of Trustees
*  Olympic College is on a quarter system i
* President - Dr. Marty Cavalluzzi el
\T/
« Full list of Board Members and
executives can be found onthe B s@ff Exel @t e S0 o
website. N~ NN s e
5 OLYMPIC COLLEGE
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State Board

» Olympic College is part of the Washington State Community and
Technical College System that includes 34 public community and
technical colleges.

* The system is overseen by the State Board for Community and
Technical Colleges

WASHINGTON STATE BOARD FOR
COMMUNITY & TECHNICAL COLLEGES 23
=

OLYMPIC COLLEGE

Mission Statement

“Olympic College enriches our diverse
communities through quality education
and support so students achieve their

educational goals”
(Revised 2012)

e
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Strategic Goals

1. Olympic College (OC) provides and supports quality comprehensive instructional
programs that meet student and community needs and respond to changing
conditions.

2. OC students succeed by engaging in campus life and meeting their self-determined
educational goals.

3. OC applies collaborative and transparent decision-making processes that engage the
wider College community in planning the College’s future.

4, OC communication among employees, students, and the community is clear,
consistent and reliable.

5. OC serves as a site for cultural events, promoting diversity and inclusion to the wider
college community.

6. OC respects and supports diversity of thought, people, culture, ideas, and activities.

e
—

OLYMPIC COLLEGE

Achieving the Dream

Participating Colleges have a laser focus on

» Equity
» Closing achievement gaps

» I[ncreasing graduation rates with an emphasis on low-
income, first-generation and students of color, and
others who have been traditionally underserved at all
colleges.

o e
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New Employee Information

We will cover important information you’ll need to know
as a new employee including policies, procedures and
general information.

More details and information on all these topics can be
found within the Onboard Portals.

——
——

OLYMPIC COLLEGE

Employment Categories

* Administrators
Staff « Classified Staff (Full-time)
+ Temporary hourly

* Full-time Faculty
+ Adjunct Faculty (Part-time)

Faculty

Student * Regular Student Employees (RSE)

+ Work-study - Federal, State,
Employees [,

—~——
=
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Employee Access

Network Login and Email Parking Permit
= Supervisor will receive an email with login = Fill and print form from your new
and temporary password information. employee checklist.
= This will include your System ID # = Visit Cashier and Security in
Building 4

Supervisor Requests:
= Keys and Building Access
= Computer/Network Access * Part-Time Employees--$15/year
= Telephone Access/Set-up
= Long Distance Code

= Full-Time Employee----$50/year

Obtaining ID Card
= Facilities will call when keys and card
access is ready. Please allow 3-5 days. = -

T

OLYMPIC COLLEGE

Access to Personnel File

® Olympic College maintains a personnel file for each employee.
Access to these files is restricted as they contain confidential

and personal information.

= |f you would like to review your personnel file for any reason
please contact Human Resources to schedule an appointment.

—
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~ Confidentiality I —

* Employees will treat all College information as confidential and
will not discuss or disclose this information except in the line of

ﬁ Public Statements J—

* No employee will presume to speak for or on behalf of Olympic
College without prior approval of the Communications Director

Genera]‘ % Personal Appearance ]—

C ampus » Employees are expected to present a clean and neat
. appearance and dress according to the requirements of their
Information g I

» Allowed only in designated areas on campus

ﬂ Emergency Closings and Campus Alerts

- www.olympic.edu/alerts

. { OC Report It! oc= | ‘

REPORT IT!
= -

OLYMPIC COLLEGE

Equal Employment Opportunity

= Olympic College does not discriminate in
employment opportunities or practices on the opaal Binloymens Onporuntiyis
basis of race, color, religion, gender, sexual T“E uw
orientation, national origin, age, disability, genetic
information, or any other characteristic protected
by law or policy.

= Employment decisions at Olympic College will be
based on merit, qualifications, abilities, and
support of the College’s mission.
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Equal Employment Opportunity

® Questions or concerns about any type of discrimination
|n the Workplace can be brought to Equal Employment Opportunity is

* Immediate Supervisor T“E uw
= Equal Employment Officer (VP HR) e e NN
= Title IX Officer (VP Equity Inclusion)

= OC Report It /

= Employees can raise concerns and make reports without
fear of reprisal.

—_—

OLYMPIC COLLEGE

Conflicts of Interest and Outside Employment

® An actual or potential conflict of interest occurs when an employee
is in a position to influence a decision that may result in a personal
gain for that employee or for a relative as a result of Olympic
College's business dealings.

= Employees have an obligation to conduct business within guidelines
that prohibit actual or potential conflicts of interest.

®" Employees may hold outside jobs as long as:
® |t does not constitute a conflict of interest

®" They meet the performance standards of their job with Olympic
College

o e
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Reasonable Accommodation

= Olympic College is committed to complying fully with the
Americans with Disabilities Act (ADA) and the Washington Family
Care Act.

® Reasonable accommodations may be requested when employees
can otherwise perform the essential functions of their positions.
= Reasonable Accommodations handled by:
®" Human Resources - Employees
® Access Services - Students

e

OLYMPIC COLLEGE

Use of Colleges Resources

= All employees are responsible to be good stewards of state funds
and resources.

" Important to use college resources for college business only.

= Olympic College prohibits the use of any college resource including
computers, E-mail system, internet, or phone service in ways that
are disruptive, offensive to others, or harmful to morale

® Please immediately notify your supervisor if any equipment, tools,
or vehicles appear to be damaged, defective, or in need of repair.

e
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Public Records Act (PRA)

= Agency Liability: The agency has the burden of proving that all
requested documents were produced, and that its redactions and
withholdings are proper; payment of court costs and attorney
fees, up to S100 per page, per day for each day the record
release was delayed or denied.

* Employment Obligation: All OC employees are expected to fully
comply with the PRA.

= Personal Legal Obligation: Under the Ethics in Public Service Act,
"[n]o state officer or state employee may intentionally conceal a
record if the officer or employee knew the record was required to
be released under [the PRA.J” RCW 42.52.050].

——
e

OLYMPIC COLLEGE

Public Records Act (PRA)
Staff Compliance Tips

1. Keep college business matters on college issued computers and devices
& personal matters on personal computers and devices.

2. Use work e-mail for business purposes only.
Keep your communications respectful and professional.

4. Always remember that as an agency employee, public disclosure is.a part
of all of our jobs.

5. Employees who submit PRA requests, “must use personal time and
resources to do so”. (no use of College emalil, letterhead, etc.).

6. Everything that you write, record, post, scribble...in the conduct of
college business, is a public record and may be requested and potentially
disclosed. e

—
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FERPA

= FERPA = Family Educational Rights and Privacy Act

= Student educational records are confidential and may not be
released without the written consent of the student

® Maintaining confidentiality of student records is the
responsibility of all college employees

= Requests for student information should be directed to the
Registrar or Campus Safety

= All employees are required to complete the FERPA training
through SafeColleges

——
T——

OLYMPIC COLLEGE

Sexual and Other Unlawful Harassment

* Olympic College is committed to providing a safe and healthful work
environment that is free of discrimination and unlawful harassment.

+ Actions, words, jokes, or comments based on an individual's gender, race, ethnicity,
sexual orientation, age, religion, or any other demeaning or legally protected
characteristic will not be tolerated

» Report sexual or other unlawful harassment to your direct supervisor, Human Resources
or any member of management who is responsible for handling the matter in a timely
and confidential manner.

» Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary
action, up to and including termination of employment.

~—
=
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Mandatory Reporter

* Minors— All state employees are required by law to report
suspected child abuse or neglect.

* Vulnerable adults - immediately report suspected abuse,
abandonment, neglect, or financial exploitation of a vulnerable
adult.

OLYMPIC COLLEGE A

Safety

* Olympic College is committed to providing a safe and healthful
environment for employees, students, and visitors.

Olympic College Safety Committee
e Safety Committee - active and meets regularly
* Meetings are open to all employees

e Some of the best safety improvement ideas are put forth by employees

—~——
=
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Safety

All employees are required to:

= Obey all safety rules and exercise caution in all work activities. Review
the Accident Prevention Program to locate First Aid Kits, Supplies &
Services.

= Immediately report any unsafe condition to the appropriate supervisor.
= Immediately report any accident that results in injury, regardless of
how insignificant the injury may appear.
= |f urgent medical is needed call 911 and then Campus Security at 360.475.7800.
= For less urgent situations call Campus Security at 360.475.7800.
= Notify your supervisor.

= These reports are required for legal compliance and to initiate insurance and
workers’ compensation benefits procedures.

——
e

OLYMPIC COLLEGE

Safety

Chemical Hazards: Your Right to Know

Most employees are not expected to encounter many hazardous chemicals as
part of their typical work environment.

However, there are areas on campus where hazardous chemicals may be
used and stored.

It is important to follow all oral, written and displayed instructions regarding
safe use and handling of hazardous substances. Carefully read all signs, labels
and documentation and adhere to all prescribed safety guidelines.

All departments are required to maintain Material Safety Data Sheets (MSDS)
for hazardous chemicals employees may be exposed to.

—
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Employee Conduct and Work Rules

The following are examples of infractions that may result in
disciplinary action, up to and including termination of
employment:

= Theft; inappropriate removal or possession of property

= Falsification of records and reports (i.e., timekeeping)

= Disruptive behavior including threats or violence in the workplace
= Sexual or other unlawful or unwelcome harassment

= Possession of dangerous or unauthorized materials, such as explosives
or firearms or other weapons in the workplace

= Reporting to work under the influence of alcohol or drugs.

——
——

OLYMPIC COLLEGE

Drug and Alcohol Use
Employee Assistance Program (EAP)

Olympic College is committed to providing a drug-free, healthful, and safe
workplace. To promote this goal, employees are required to report to work in
the mental and physical condition to perform their jobs in a satisfactory
manner.

While on Olympic College premises and while conducting business-related
activities off Olympic College premises, no employee may use, possess,
distribute, sell, or be under the influence of alcohol orillegal drugs. The legal
use of prescribed drugs is permitted on the job only if it does not impair an
employee's ability to perform the essential functions of the job effectively
and in a safe manner that does not endanger other individuals in the
workplace. B

—
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Employee Assistance Program (EAP)

Employees with questions or concerns about substance
dependency or abuse are encouraged to use the resources of
the Employee Assistance Program.

The Employee Assistance Program is confidential and can
provide assistance and referrals regarding a variety of topics
including:

® Financial Issues
= Family Counseling

= Personal Mental Health and Wellness

OLYMPIC COLLEGE

Employee Benefits

Some of the benefits offered to Olympic College employees include:
* Bereavement Leave

Eligibility for benefits is dependent

upon a variety of factors including: + Deferred Compensation Plan
 Educational Financial Assistance
- Fede.ral' State’ Local' and Ot.her « Employee Assistance Program (EAP)
applicable laws and regulations - Fitness Center Access (no charge)
' L H * Flexible Spending Account (pre-taxed medical expense fund)
* Employee's classification - Holidays
» Percent of full-time status + Life Insurance
« Long-Term Disability
|f yOU have questions « Medical + Dental Insurance
. T » Professional Development Opportunities
about benefit eligibility please - Retirerment Plan
consult with Human Resources. + Sick Leave Benefits
« Supplemental Life Insurance
» Tuition Waivers
—— = Vacation Benefits
$ This is not an exhaustive list and not all employees will be eligible for all benefits.
OLYMPIC COLLEGE
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Leave Types

= Bereavement

= Civil Duty Leave

= Disability

= Domestic Violence Leave

= Family Care Leave

= Family Medical Leave

= Leave of Absence

= Military Leave & Military Caregiver Leave
= Pregnancy Disability Leave
= Sabbatical (Faculty)

= Shared Leave

——
——

OLYMPIC COLLEGE

Helpful Acronyms

= AHE - Association of Higher Education (Faculty Union)

= CSDC - Classified Staff Development Committee

= SGOC - Student Government of Olympic College

= WPEA - WA Public Employees Association (Classified Staff Union)
= CBA - Collective Bargaining Agreement

= CTC - Community and Technical Colleges

= ctcLink - PeopleSoft System

State Board acronyms list can be found online at sbctc.edu

—
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Employee Onboarding Portals

Meet the President

CIick o MOty 10 IeCiT MOre GO0t e PresioenT of Qlympic Corege!

Welcome to Olympic College —

| am delighted you have chosen to pursue your career with Olympic College. The College Is dedicated to
student achlevement, success, diversity and Inclusion. Our mission Is to enrich our diverse communities
through quality education and suppart so that students achieve their educational gosls

The college Is a nationally recognized higher education institution, twice being nominated for the
prestigious Aspen Award and we are currently a part of the national Achieving the Dream network. This
network and participating colleges have a laser focus on equity, closing achlevement gaps, and Increasing
graduation rates with an emphasis on low-income students, first-generation students and students of color,
groups that have been traditionally underserved at all colleges.

Located In Bremerton Washington. the college is situated In the beautiful Pacific Northwest, with beautiful
mountain ranges, waterways and easy eccess to the culture and activities of urban Iife. arts and culture,

Your expertise, Insights and passion will help drive the mission of the College forward.

As you begin your role, | encourage you to take advantage of the comradery and resources avallable to all
oyees. Please reach out to your manager, division dean and the human resources team with whatever
ns of needs may arise.

empl

Navigation Resources

Feel free to peruse some of the most frequently used pages by employees.

-

ACcess 1o these DOgES Moy £OE D CUONDEE URTH ST YOU OVE COMPISET ONDOGrTIng.

finding your 07 Look o furthert
7 Olympic Coliege Intemal Hub
Access your Oympic College Employes Emal from The Wep

PeopieSon (cicLinkq Login Homepage

To Print or not to Print....

As you go through your checklists and tasks, you may find a form that requires a signature, but you are not
able 10 do so virtually. These must be printed and physically signed. Please use the attached guldarce to
learn how to effectively complete this part of your onboarding.

- 4

ACCESSIBAITY TOOLS }

Find Your Way on the First Day!

ciiceon tew Qtyma s megs:

B4l G50 InC pmtaNle COMpPLS MO GTOCNEG 1O Yo Comaience.

£ compus Mep Ercmerton et i
£ compus Map Fouiisopat th
(SRS — i

Actesmy o 3
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Supervisor Portal

A Message From the Vice President for Human Resources

Ox € Lee Felger ir, B0, Muor (Ret) USAR, CM, SPHR, SHRM.SCR ACG:
Our Commitment 10 you 2 OC i
Hanas Oown HR Success Dy keeping HoDEs Up. Heans RIQM. ana Honing PosTive Resuts!

We're exchted you've Oecioedto share your expertiss andjoin our DT team. The Human Resources depsriment
3 PErE 10 25¥ST, SEVE. 3NT QUICE yOu ITOUGN your OC EMpioyment expenence.

% rom nd ¥ou bring to your work
Toneln you et temitartzed, sccsssto o 7" g i
o ng you fee! conor: grouna runring.

'VWETE DIOUG 0 OfFEr OUT S8NVICES BND NEVE &N SXOSIENT, WS-TAINSD SIafT /880y tD MEST YOUr NeSds. Wevear
your passion and level of SxD2rSe, 00 know your ftns ar¢ valued, appreciated, snd respected.

Pizase 7! a2 10 TE4CN OUT 10 &N HRTESM MEMDE! Wi ANy QUESTIONS OF ASSIIANCE YOU May NEed.

e ook forware to serving you!

Your Human Resources Team

DtE Lee Feiger Jr E3D, Major Ret). USAR CM, SPHR, SHRM-SCR, 408

resident for Human Rescurces

Kim Ane

Fubéc Records Managar & Folicy Ceveiopment

Kapeimonm

360) 473-2048

Jscquee Curry
Depury Cirector of 4R
e
(380 4757307

Joshus Mesters

Fauls Sneiace, SP-R SHRM - SCF

Taient AcTussmon Traning Managar
psheisenEmplcety

(360} 4787221

Welcome Paula

Onboarding Portal ~ About Olympic College  Benefits Portal | Employee Resources | Payroll Portal  Policies and Procedures

Train Lesm Grow!

ey et e

Eee—

Employee Assistance Program

The wasningion 115 8 e, CONMOEntis Drogram Crested 1o cromate the.

Pestn_ safaty snd weilneing of public empioyzas.
Far mors Infanmation sbout 1ne EAP or to scoess senvices, plesse vislc
eapwa.gov

Y

et St

ey Ancerson

"

nsulicnt - Recruling
Landzivon Sty pt edu
360) 475 7302

Sl N ek

W zmnsurtm

o1 a2 gulym

(2601475 7331

Jonniier bisizn Ibsrma
1R LS - et

-baaBalympe.

360275 7308

127 Gzt Guestons:
e esouies Vel Livg
36 475 7300
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S T s

Welcome imaiin

SR AR LR ooy Leam Your Medical Benefits
R e JNAVIA Rimen, (@

Wicome Oiympic College. to your Benefts Portal!

As an empioye= of Olympic College. you may quaiTy to enroll in the Pubilc Empioyees Sensfit Board (PEEE)
Employes and Retires Bensfis. Please review the linked Information to leam more on esgioliity requirements,

access empioyss DEnaMs Iformation that pentaing 1o your Specfic classMcation. and getto know your Navigating your healthcare benefits can be a confusing process, but we are here to make it as easy as possibie!
options. CIKK e IMage DEow 10 NEVIgEts 10 the OYymoic College empicyse DEnsms WEbPSgE Tor mare el Feel fres 10 pUruse THESe resources 10 NEIp answer Some o7 the MOST Common MEdical Denett questions.
TeSOUrcEs.

Muciical Bawfit Fian Comparacn Tool
" Printable Maciea! Berwfits Coat Compariasn
| Meciicsl Plon Pramisms

How to varify & dupmncnt

" Mecical Plan by County

_ R IEw s o ¥
Still have questions? Get answers!
Reach out 10 Olympic CoBegs's DeNeNts experts for furtner guidance o adwisemeant.
Jacquie Curry
- Understanding Retirement

Depury Dwector of HR

Jeurry@oimgic.

Olympic Cobage offers several different retirement pians and options based on your classification

Clamaifind staff = acios: Eencsn 2 plona through the Degariment of retrement Syacems PERS.

Admiristrotive Exempt sertors ow sroled A4 resrement plow mih she cotion ¢ contrbuls ootitions! fundh

Jennifer Mislan-Darra

Fasulty m2vs 192 2ptes = sheses botvmss D053 TOD size 2o THAL
HR Congurtant

Jmistan-ibarragotympi
960} 4

Visi the ks beiow 2r witin your sebesating Shoskin e o

o acireting the Boat glon fov youl

Don't Forget!

1" ot choses you sisn

£l Benefits enroiment forms must be printed, signed In ink end refurmed to Human Resources prior to e dus £ Phare Coadanc
gate, sven If you ar= waling Coversge or selecting the basic LTD ana Life Insurance pians.
5 Wekinara, Swmiaca, and ctims Helchd Videos

r (‘Q e———
v

Say AHI..

Compare the Demal Plans that Ofympic Coflege offers!

.
Madicel and Duntal Enroliment Forma Dus: 31 Doya afisr SV0V20%9
DFS Plas seinction Dus: 50 Daya sher VOVI0T Sta)

TIAA Rusismmare: Forms Dum: 31 Daya siter T10GI000 (Admimawas ve Bxswer)
Fasulty shesew setwwen TIAA or DRS Tesshers Retiremert Symem (TRES) Plam Dus 3% savm sher HO120N) e
Finct s Darvim Frovowe
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Why We're Here...

Mission

Olympic College enriches our diverse communities through quality education
and support so students achieve thelr educational goals.

Click on the infamous OC PI Structure to view the Vision and Volues statements!

Meet Our Leadzrship

The Executive Team advises the Presidznt ragarding opertions and management of
the Cellege. This includas recommerdations regarding annual planning, emvironmental
anu Istlulonal assessier L yoal selling, stroleyy fomoln @ 1d budgel developmenL
Each member represents thel’ respective areg of division. As & goveming Jody. the
Exceutive Teem makes decisions about Collzge polices and operatiens once
appropriate research has been complened. Llick on the badge below for memcer
Information!

feculie feam

Getinvoived and Sive Eactkl

Circka loge o see the Comress ond Ass
EVENIS [0 QTENT 0N DIRET CVENUES 10 SUD;
ergenizatoat

k= ested In voluntearing ‘or 2 spechic depariment? Go b our Velunteer ports|

find cuthcw o get the bal rling!

57 Find aut whas the Alurmnl Assodatar has besn up tal

‘Opmoic College Faundation Evams

RN GONlEgE AUNI ASSOCIEDAN VES

£ auml Assodation ENOTUCHT Etarles

Hello, e

Explore the Great PNW

New to the area? There Is something for everyone to love In the Pacific Northwest!

Nestled between 2 meuntaln ranges and a short ferry ride to downtown Seattle, the
Kitsap Peninsula offers the cozy and quiet feel of a smali town [ife with ease of access
10 exciting nightlife and secluded mountain hiking alike.

Click on @ photo o take a peek ot some of the top destinations/attractions In the
surrounding areal

Board of Trustees

Meet The Olympic College Board of Trustees and learn how they keep OC
focused on its mission to enrich our diverse communities through quality
education and support so students achieve thelr educatonal goals.

Click the Students 10 See Why They Choose Olympic College!
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Employee Handbook

Procedures webpage:

[+ EmployseHanoDook2009 (2)par

= 2018-2019 Agjunct FECURY Hanabook par
f=  Olympic College Cade of Conduct.docx
™ OC Testing Procedures_Drug and Alcohol.pdt

[ Accdent Prevention Program Handbook paf

ACCESSIRILITY TOOLE 3

Leave Policles and Regulations

(i FMLA EligRAINY and Emttiements. par

for  Hounly Employee Sick Leave Policy OC.pdf

WIEW ALL(6) } ACCESSIILITY TOOLS 3

Now Its tme to pay atention.....

Click the: picture below 10 feQm more about Legve Eigibiity:

= Your Raghts under Family Medical Leave Act FMLA paf

= EmMpéoyee Leave for Holldays of Falth and Consclence.par

(e Families First Coronavirus Response Act FECRA_Poster_WH1422_Non-Federal.pdf

In order for Olympic College to maintain It's high standards. all employees are asked to comply with State
and Federal employment laws and regulations. Please review the Policies and Procedures that are linked
here. You can also click the Employee Handbook below to go straight te the Olymplc College Policies and

Ulympic Lelege Policy Manual

Oty pic Colege hes ciested policiss and orccedures aith every sspect of the crgarlzation In mind. Pl
TEViEw SCTIE 0T OLF NIGRIIGNTed D01 TIES INKET DEIDW.,

UK LTHEGe D0 105 0 HOIC/ MMM I08IE OF ORIEATS. HEre JOU 10N TEWew O POIEIES OUWPER D/ JUrINSTTITOR. Ltk 51
the alcers beiow fe get stcrizer

w5,

G Eoard of Trustze Folicy Varual

£

" EDard of Tustse COdE OF WS
& smotiegen zanpuc

& Patkng Policy

o toenmty Tnet iy

v 3

State énd Federal Regulations

=

faf veera micimun wege nonce par

fof - Wik Stete Minimum Wage 2020 pat m
faf Equal Emphyment CppotLninypdl W
R T ——— o
[0 ¥our Rigits Under AT USERRA.GT i}

VEWALL )3 ACCEZBIBIT THGLE 3
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me, Faith

Leave Reporting Time

vel 8z Non-Teaching Far-Time

Vs Sebf Service Companamtory Terw Ealances

" Vi Yo Pay Hatory

Know Your Options

A1 Olymplz Colege, we /2 11ying 10 02 25 DEperas: 33 DOIEDE. W2 T20UVE 8l SMDoyesE pEToDaz I
DEDEESE P20l PEYMENS 1N ONE OTTWO WayE:

o & o cegioyeea g o e st

== Cxzh Doy Vs Payred Core’

Elasped Time Reporters - InCiudes Full-Time Facully, Clessfied, and AGministrative amp:
Pleass Toliow the link beiow to be taken to Instructions on how 1o enter your drect deposit Information Info &s Part-Time Faculty Teaching Fositicns.
Ctelink. Review the sttached fiyer 1o lsam sDout the Cash Pey Vise Payroll Cand.
- -

" M Hirw Dot S Bk Py Card {Shers Forre - Hirm chim sy pared wnd 1255 8.

< 85 wel

sccxzmmLTY Toous )
Pay Day Details

3

Ciympic Cose
neip empioy

@y besn schedUEd B0

CErSEana When thay C2N be expeCcIing Thelr Incoms 10 arTive.

e v stan dmn 5 it 0 g B B eweraian v & SpEE 8 e 48 Payred) nae mes tea

dsdingn. Hers

23 empicyses are peid sem-montly

+ %0tn (for 161h thu last day of preceding montn)
+ 25t (for 151 U 18T Of CuTNT Momn)
Presss paruse Ihe STACNSS D8y SCNEOLES SCCONING 10 yOUr CIzssMoanon.
o Ak Facuiey Py Deses 20t 80en
5 Full Vi, Shdmes, e Hionrly Py D 20201 o

accasLTY Toous

Employee Acknowledgement and Attestation
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OLYMPIC COLLEGE

HUMAN RESOURCES
EMPLOYEE ONBOARDING

Clympic College Employee Onboarding documentation ‘s provided to new erployees
through the NECGOY Orboard Portals. The Employee Onkoard system and its asscciated
checklists cantain important information about Clympic Ceollegze incuding the Emplovee
handbaock. The documentation and information provided in the system is meant to be an
overviaw of College policies and procedures and ‘s by no means all-inclusiva. | understand that |
shoule consult Human Resources of my supervisor iF [ have any guestions about Olympic College
pelicies and procedures,

Since standard practices, guidelines, policies, procedures and benafts ase subject to
change, | acknewledge that revisions to the documentation provided may occur. Such changes
will be communicated to affected parties throuzh normal caommunication channels and the most
current version of all documents will be made available on the Collepe website, or by reguest
fram the Human Kesources Department. | undarstand that revised information may supersada,
miodify, ar elim nate existing policias.

| hiave received access to the Clympic Cellege Onbeard system, anc lunderstand that itis
my responsibility to review the provided intormatior @nd comply with all College paolicies,
procedures, and guidelines and to ack for clarification if neaded.

I acknowledge | have fully reviewed the information in the onboard system, have
viewed the new emplayee orientation documents and completed the tasks inthe pre-boarding
checklist prior to my start date. | agree to abide by the policies, procedures, and guidelines
contained therein.

EMPLOYEE'S SIGNATURE DATE

EMPLOYEE'S MAME

Qlympic College is an Equal Opportunity Employer and Educator
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Your Right to Know: Drug-Free Schools, Workplaces, Communities

https://www.olympic.edu/about-olympic-college/your-right-know

Your Right to Know

Drug-Free Schools, Workplaces, Communities

E[ANDWS CONDIT
ymipic Col Eg'EDE D::rnmttggb:l mainzaining an environment of

teaching and kearning which is free of illicit drugs and alcohal. In
compliance with the reguirement of the Drug-Free Schools and
Commumities Act Amendmens 1383 as mandated by section 22 of
Pubdic Laws 101-228, all students and employees of Olympic College
are nodfied of the following: the unlawdidl manufacture, distribu
tion, dispensaton, possession, or use by students or employess
of any controlled substance and alcohel is prohibited in and on
Oiympic College owned and contralled property.

Smdents: Each soudent, by the act of registering, 5 b

the rules and FEgl..I|EIfI:II'IE!IDfﬂ}'111FI'E'EEI 2Ze. Tﬁéﬁﬁent Comduct
Code, available on Ofymipic College’s website describes prohibited
conduct invohing drugs and alcohol for students. [See WAL 132C
120-065(10)1.

Employees: A statement of O ic College’s commitment o a
drug-free workplace fior Empl'g;.m'egiscm be found on the collese’s
welbsite at wanaolymoic.edu {Policy OCP £00-1) and in the OC
Employes Handbook (Section 702 Drug and Alcohol Uise) available
through Human Resource Services.

SANCTIONS FOR VIOLATIONS . . .
Olympic College will impose appropriate sanctions, consistent with
local, state and federal law, on student and employees who vio
late the College’s policies and stamdards of conduct for a dnug-free
emironment. Soudents and employees fiound o be in violation may
be sulbject to arrest and conmviction under the applicable criminal
lawws of local municipalities, the State of Washington, or the United
Srares. Conviction can result in sanctions including probation, fines,
and imprizonment.

Employees: Employes violation of the college’s drug and aloohaol
policy will result in"disciplinary acton being taken in acoondance
with bargaining unit agreements, tenure laws, or other policies of
the institution. Prohibited conduct imvelding illicit drugs and aloohol
miay be subject to cne or more penalties described in the OC
Ermployee Handbook (Section 702 Drug and Alcohol Use), including
disdplinary action, up to and including immediate terminaton of
employment, andfor required participation in a substance abuse
rehabilitation or treatment program. Employees must abide by the
terms of drug and alcohol policies and report any convicton under
a criminal drug statute for vieladons imor on Obympic College prop
erties or while conducting college business as described im college
policy OCP 400-1.

Stodents: Students who viclate the standard of conduct imvolving
controlled substances will receive discipline &s described in the

Soudent Conduct Code on the college's website at wews chanoic,
edufourrent-soudents/policies-processes/student-conduct-code.
Possible penaltes for students indude a disciplinary waming,
written reprimand, disci-plinary probation, loss of privileges,
expulsion, restiution, or other appropriate action. [See WAC
132C-120-1451

OLYMPIC COLLEGE

MERTON = PFOULSED SHELTON

gE#n]E?: o EEEEE Et?r#r]r:u.rtfltggm maintaining an enviromment of
teaching and learning which is free of illicit drugs and alcohal. In
compliance with the reguirements of the Drug-Free Schools and
Communities Act Amendments 1983 as mandated by section 22 of
Pulzlic Law 101-228, all students and employess of Olympic College
are notified of the following: the unlasdul manufacture, distribu
tion, dispensaton, possession, or use by students or employess
of any controlled substance and alcohol is prohibited in and on
Cilympic College owned and controlled property.

es o obey

Students: Each soudent, by the act of mﬁmnﬁ. a

the rules and regulations of Olympic College. The Student Conduct
Code, available on Olympic College’s website describes prohibited
conduct imvahing drugs and alcohol for studenits. [See WAC 132C
120-0e501011

Employess: & statement of O ic College’s commitment o a
drug-free workplace for Emplg}-"gs can be found on the college’s
website at www.olympic.edu (Policy OCP £00-1) and in the OC
Employee Handbook (Section 702 Drug and Alcohol Use) available
through Hurnan Resowrce Sendices.

SANCTIONS FOR VIOLATIONS

Olympic College will impose appropriate sanctions, consistent with
lzcal, state and federal law, on students and employees who vio
late the College's poficies and standards of conduct for a drug-free
emironment Sudents and ermployess found to be in violation may
be suibject to arrest and cormviction wunder the applicaible criminal
lawws of local munidpalities, the State of Washington, or the United
States. Conviction can result im sanctions incuding probation, fines,
and irmprisonment.

Employees: Employes vicladon of the college’s drug and alcohol
palicy will result in'disciplinary acion being taken in accordance

with bargaining unit agreements, tenure laws, or other policies of
the imstitution. Prohibited conduct imvolving illicit drugs and aloohol
may be swhject toone or more penalties described im the OC
Emplyee Handbook [Section 702 Drug and Alcohol Use), including
disciplimary action, up to and including immediate terminadon of
emplayrnent, andfor reguired particpation in & sulbstance abuse
rehabilitation or treatment program. Employees must abide by the
terms of drug amd alcohaol policies and report any convicdon under
a criminal drug statute for vieladons inor on Olyrroic College prop
ertes or while conducting college business as described in college
policy OCP 400-1.

Students: Students who viclate the standard of conduct invalving
conrolled substances will receive discipline as described in the
Student Conduct Code on the college’s website at pregscohmoic,
eduw/ourrent-students/policies-processes/student-conduct-code.
Pozzible penalties for soudents include a disciplinary waming,
written reprimand, disci-plinary probation, loss of privileges,
expulsion, restitution, or other appropriate sction. [See WAC
132C-120-145]

This Information complies with the 1992 1938 and 2008 Higher Education Amendments.
Oiympic College does not discriminate on the basis of race, color, national origin, sex,

disability, sexual orientation, or age in its programs and acthvities.

Updated Ocrober 2015
Commumications and Web Senvices Dept.

Ohymipic College
1800 Chester Ave,

Bremerton, WA 983371655

3E0-792-0050
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PEHALTIES

Federal Dimug Laws

The possession, use or distribution of lict drugs is probibited by
Tederal law. Strict penalties are provided for drug convictions, including
mandatony prison terms for many offenses. The fellewing information,
although nat complete, i an cverdew of Federal penalties for first con-
wictions. All penalties are doubled Tor any subsequent drug cormdetion.

Federal or state drug corsictions may result in the loss of federal benefits,
inclding school loans, grants, scholarships, contracts, and licerses. Federal
drug trafficking comsictions may result in denial of federal benefits for up to
five years for a first conviction, 10 years for a second cormdction and perma-
nent denial of federal benefits for a third comsiction. Federal or state drug
comdctions for possession may result in denial of Federal benefits for up

o pne year for a first conviction, completion of a drug treatment program
andior community service; and wup to five years for subseguent cormactions,
completion of a drug treabment program andfor community service.

Forfeiture of Property and Real Estate (21 T5C 853)

Any person corvicted of a federal drug offense punishable by more than
ane year in prison shall forfeit to the United States any personal or real
property related to the wolation, including houses, cars, and other personal
belongings. If there is probable cause, a warrant of seizure is E<eed and
property i seinsd st the time an individisal is srested on charges that may
result in forfeiture.

Federal Irug ing Penalties (21 USC 841)

Penalties for federal drug trafficking comvictions vary according to the guan-
tity of the controlled substance imvoled in the transaction. The list below

i a sample of their range and s=verity of federal penalties imposed for the
first corvictions. Penalties for subsequent convictions are twice as severe.

See www deadiversion. wedol gov for maore information.

Heroin'1 kg or mone Prisonc not bess than 10 years.
CocaineS kg or mone Prisarc not mare than life.
Crack cocaines0 gm or more Fire: wp to $4 million or more.
Methamphetamine/50 gm or mare:
PCPADO gm or more

LSDu0 grm or more
Marijueanast 000 kg or more

Herping 100 gm or more
Cocaine/500 gm or mare

Crack cocaines gm ar mare
Methamphetamine’S grm or more
PCRAD grm or more

LSOV gm or mare

Prisarc not bess than S years Prison:
not more than 40 years Fine: up to
£2 million

Marijueanad] 00 kg or more
Marijuanaiess than 50 kg Prigon: up to 5 years
Hashishiless than 10 kg Firse: up to $250,000

Hash Oilfless than 1 kg

Controlled Substarmce, Schedule |
and |, GHE

Controlled Substamce, Schedule W

Prisarc up to A years
Fire: wp to $1 million

Prisorc up to 5 years Fine up o
£250,000

Controlled Substance, Schedule ¥ | Prisonc up to 1 year Fine up to
£100,000

Controlled Substance, Schedule ¥ | Prisonc up to 1 year Fine up to
£100,000

If death or seriows bodily injury results from the use of a controlled sub-
stance, which has been ill=gally distributed, the person comvicted on federal
charge= of distributing the substance faces a mandatory life s=ntence and
fines ranging up ta 58 million.

Persors corvicted on federal changes of drug trafficking waithin 1,000 feet of
Obyrnpic College (21 USC 850 face penalties of prison terms and fines which
are twice as high 2% the regular penalties for the offense, with mandatary
prison sentence of at et one year,

YOUR RIGHT TO EMNOW
Dimug-Free Schools, Workplaces, Commumities

Federal Dmg Possession Penalties (21 1TT5C 844)

Persons comicted of federal charges of possesgion of any controlled
substance face penalties ol up o one year in prison and a mandatary
fine af no less than $1,000. Second corvctions are punishable by not
less than 15 days but nol more than Das years in prison and a mini-
ridrr e af $2,500. Subsequent comvctions are punishable by not less
than 90 days, but not more than three years in prison and a minimum
Firve cal 45,000,

Special sentendng provisions for possession of crack cocaine Impose a
mandatory prison terrm of not less than fee years but no mone than 20
years and a rinimurm fine of $1,000, or bath ir: (8. it & a first convic-
tion and the amount of the wrack possessed exceeds 5 grams; (b.) it

15 & second corviction and the armount of crack possessed exceeds 3
grams; and (] it is a third conviction and the amount of crack pas-
segsed exceeds 1 gram. A mandatory prison sentence of not ks than
theee years i imposed for passession of Munitrazepam.

Chil penalties of up to $10,000 may alsa be imposed for possession
of srmall amounts of contralled substances, whether or not oriminal
prosecution is pursued.

i State Drog and Alechol Laws
Undeer ROW G644, Washington ©tate Liw prohibits bath the sale of
aleaholic beverages to persons under 21 years ald and the posses-
gion of alcohal by anyone under 21, State law alio makes it llegal ts
possess open containers of alcoholic beverages or consurne aloohol or
rmarijuana in rmoving or standing vehicles. Driving under the influence
of alcohol, marfjuana or amy drug (DU i an offense evidenced by
impairrnent of normal faculties, THC level of 5.0 or unlawful blood or
breath akcakhol level of 08 or higher. Depending on the severity and ag-
gravating factors, violations af these State laws may be misdemeanars
or felonies. Penalies rangs from chvl infractions, cormmunity service,
probation, reatrrent st an aloohal or chemical dependency Ireatrment
prograrm, drivers license suspension or revecation, fines up o thou-
sands of dollars, and imprisonrment. Ses Washington State Statutes,
Section 46,61 and 66.44.

Under ROW 6550, the following i a partial lst of illicit drugs consid-
ered 1o be controlled substances by Washington State: Marcotics [api-
um and cocaine, and all drigs extracted, derved, or synthesized from
opium and cocaine, including erack oacaine and herain): amphetamine:
metharmphetamine; barbiturates, and hallucinogenic substances [L5D,
peyate, mescaling, pallocybin, PCP, THE, MDA, STP).

A State Penalties for egal Sale of Controlled Substances: the illegal
sale of any controlled substance is punishable by up 1o 10 years in
prison, $25000 fine il the crime involved less than 2kg of the drug
(5100000 minirmwm fine il the orime invalved 2kg or more], or bath
(RCW 69.50.401)

B. State Penalties for Nlegal Manufacture of Delivery of Contralled
Substance - Marcotics, Munitrazepam, amphetamine, methamphet-
armine (ROW 69.50.401) - up to 10 years prisan, $25,000 fine, or boath
{and] Mon-narcotics - up to 5 years prison, $10,000 fine, or both. Fines,
imprisonrment or both may be double if violaBons occurred in a public
park, public transit, school or school bus or other designated areas
(RCW 60 50.435):

€. State Penalties for Possestion of Contralled Substance - Possession
of any controlled substance s punichable by up 1o 5 years prison,
$10,000 fine, or bath. (ROW 69504013, RCW SA_ 20.021). More severe
penalties are provided for persond convicted of providing controlled
substances o minors and for repeat offendes,

MOTE: Alcoholism and drug dependency are recognized by Washing-
ton State & treatable ilnesses. AL an employer, e sLale’s concern
with these illnesses i entirely limited o the effect they may have on an
effiployes’s job performance or on-the-job behavior, There is no intent
to intrude upan the private life of any ermployee.

Local Dimug and Alcohol Laws

Municipal and county ordinances prohibit the consumplion of posies-
ghom of aleshal or Megal drugs in public places, public parks, recrestion
aress of on any public school propeny. The consumplion of alcohol is
prohibited during specific hours in cubs and certain premikes open
the public. Penalties are mandated by state and federal Laws.
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