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POLICY TYPE: BOARD AUXILIARY
POLICY TITLE: ACTIVE RETIREMENT PROGRAM
l. Introduction

The Governing Board of the Maricopa County Commu@ibllege District authorizes
the following Active Retirement Program for thosepoyees who meet the
qualifications as outlined in this document. laisequirement of this plan that
participants also be in retirement status, i.eeik@eg annuity allowances from the
Arizona State Retirement System. Employment witb@®CD of any person who is in
retirement status shall be solely in accordanck the conditions contained in the
MCCD Active Retirement Program, unless the persominated employment with an
ASRS employer at least twelve months before commgremployment with MCCCD
in retirement status. The MCCCD Active Retiremragram, for purposes of this
document, will be referred to as the "Active Retiemt Program."

The Governing Board and MCCCD support the concéfitie Active Retirement
Program, and will continue the past practice of imgpart-time employment
accessible at all colleges and units to the extexttis possible and appropriate within
the parameters of the MCCCD mission and vision.

The Governing Board also supports the conceptathBdCCCD colleges and district
offices maintain an active retirement program, siett eligible employees will have
an equal opportunity to apply and be consideregbéoticipation.

It is anticipated that meaningful assignments hallavailable which will prove to be
beneficial to both participants and the Districeiter the Governing Board, the
District, nor the colleges/centers can guarantegsaignment or a level of participation
for any person in this program. Continued partitgarequires yearly approval by the
appropriate district/college administrator(s).

Active retirement candidates will first apply teethollege or unit from which they are
retiring. If no assignment is available at thalegé or unit, or if the applicant does not
accept a proffered assignment, he or she may #dwrest consideration for assignment
at another location within the district. Campusi¥etRetirement Coordinators will

take an active and collaborative role in outplaagagdidates that are not selected for,
or do not accept, an assignment at their collegenarof origin.

If a candidate accepts an assignment at a locattwer than the college/unit of origin,
funding responsibility will pertain to the collegeit placement and not the college/unit
of origin.

The Governing Board reserves the right to modify gnogram but will not do so
without providing a minimum of six months noticedmployees prior to any changes.
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This amended policy becomes effective after Jun304. Employees who retire
prior to this effective date shall be governedHtwy previous version of the Active
Retirement Policy which was amended on June 261.2&&gardless of the date of
retirement, executives shall be subject to theiptesswersion of the Active Retirement
Policy which was amended on June 26, 2001.

These guidelines do not affect any person whaopiaricipant in the Early Retirement
Program.

Qualificationsfor Participation

An employee wishing to retire and participate iae Active Retirement Program must
notify, in writing, the appropriate supervisor, adistrator(s), and college/district
retirement manager at the place of current employag soon as possible prior to the
date of retirement. Verification of eligibility ithe Arizona State Retirement System
will be necessary before approval to enter the Rarags granted.

Additionally, the employee must have a minimuntesf (10) consecutivgears of
service with MCCCD as a full-time regular employ@&@YO status years excluded.)
For Active Retirement eligibility purposes, all eloyees, both faculty and non-faculty,
whose regular schedule or time of accountability 8 9.5, or 10 month calendar, will
earn a full year of service at the end of the meabaccountability, provided the full 9,
9.5, or 10 months was worked.

Current MCCCD employees with a minimum of five ¢®@gars of service and
appropriate additional service at the MaricopalS$kénter or in a specially funded
position prior to becoming regular full-time MCCGdnployees are eligible to
participate in the MCCCD Active Retirement Program.

Additional Requirement for Participation

A. The employee shall receive notificatioonh the appropriate college/district
retirement manager or administrator of eligibilifiythe employee is not eligible to enter
the Active Retirement Program or if an acceptabBgmnment is not available, then
he/she may withdraw the letter of intent to retire.

B. The employee must have an assignment withetheired approvals prior to

beginning participation in the Active Retiremenbgtam.

Conditions of Participation /5-Year Tiered Program
A. Conditions of Participation

1. Eligible employees may participate for up to fi& yearsas determined by
years of service within the MCCCD system as indiddielow:
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Years of Service AR Eligibility
0-9.99 no eligibility
10 - 14.99 2 years
15-19.99 3 years
20 —-24.99 4 years
25 years + 5 years

2. The participant's assignment could continue tcetiak of the semester in
which the graduation date occurs, with the Pregisidfice Chancellor's
approval.

B. The level of participation in the Active Retment Program along with the
assignment must be approved each year. Partiaipigiel may vary but must be
less than fifty percent (50%). Less than maximumtigipation for any year will
not extend the length of eligibility as noted above

C. Continued patrticipation in the Active RetirernBnogram may be affected as
follows:

1. The participant chooses not to continue in the @nogby so stating in writing
to the appropriate retirement manager and/or adgtnator. Returning to the
program will not be permitted.

2. The participant is unable to reach agreement acuts@pproval on a
mutually acceptable assignment.

3. A participant may be released from the program beeaf less than
satisfactory performance. In this event, the pgdict may appeal the
decision, in writing, within thirty (30) days, the& appropriate president,
provost, or vice chancellor

D. If, during the term of his/her participationtime program, the participant becomes
totally disabled, he/she will be eligible to comtnparticipation to the extent that
is permissible under state and federal law.

E. Once an employee elects to enter the Activeddeént Program, he/she may not
return to full-time employment with MCCCD exceptdan the provisions
provided by Arizona Statutes.

V. Benefits
A. Benefits

1. The District will not provide any health, healtHaked, or dental insurance
benefits to participants in the Active Retiremerdad?am.

2. Effective January 26, 1994, all employees who eieiActive Retirement
Program and elect COBRA will forfeit flex benefredits provided by the
District.
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VI.

VII.

3. The District will make available, at retiree cdstm life insurance, not to
exceed the level of participation at the time ofreenent, but not to exceed
$50,000; and other insurance coverage as approvdeiGoverning Board.

B. Wages In Lieu Of Benefits

1. Participants in the Active Retirement Program Wélgranted benefit credits
as determined by the Governing Board.

2. Payment will be made on a schedule and in a maoriex determined by the
Vice Chancellor for Human Resources.

C. Tuition Waivers
1. Participants in the Active Retirement Programlishe entitled to take classes

at any Maricopa County Community College with thigéion/activity fee
waived. (This tuition/activity fee waiver is to teatent of that amount
determined by the Governing Board each year toalkfpr one unit of credit
for regular students attending classes. The tuamaiivity fee waiver does not
extend to additional fees, which may be assesgezkftain courses.)
Tuition/activity fee waivers do not extend to spesisr dependents.

D. Termination of Wages In Lieu of Benefits
1. Participants in the Active Retirement Prograith ne granted benefit credits
(see section V. B) through the end of the montkimch they are no longer
participating in the program in accordance with afethe subsections of
IV.A.

Program Funding

Funding to support each participant in the ActivaiRment Program is the
responsibility of the college/center or districtiod location approving the assignment. If
an assignment is approved for more than one latagiach location will share in the
funding in the same proportion as the assignment.

It is understood that the duties/services perforasegart of any active retirement
assignment must be of genuine value to the ColBageict Office, and that the
compensation for such duties/services is both redde and appropriate. Presidents and
Vice Chancellors are responsible for assuring $ockach College/District unitThe
college/center will be responsible for the salartha assignment level.

Compensation and Accountability
A. Compensation

Salaries for employees whose first day of retineine July 1, 2004or after, will

be determined based on the schedules in effedteoddte of retirement for the
job assignment the active retiree will assume.stép changes or cost of living
adjustment (COLA) will be applicable.

If an employee accepts a lower grade position ptiame during their
participation in the active retirement program, shéary schedule in effect for
that position on the date of the employee’s reteenhshall serve as the basis for
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salary placement. The salary for a lower gradetjposwill be determined based
on the top step of the employee group salary sdbedeffect on the date of
retirement for the position to which the activerest is assigned.

If an employee accepts a higher grade positiomygtiene during their retirement
assignment, their salary schedule would be det&unirsing the same
promotional increase schedule that is being usedrding to the policy group of
the assignment the retiree accepts. This woulobBised on the salary schedule in
effect on the date of the employee’s retirement.

The salary that is in effect on the first day oétree’s assignment within a fiscal
year will remain in effect throughout the entirectl year.

B. Accountability

1. Accountability for all participants will be detern@d by applying the
approved percentage to the time requirement opdiséion as determined by
the appropriate Employee Policy Manual in effedhattime of retirement
except for instructional (classroom) faculty. Rap@tion for instructional
duties will be calculated based on specified loadlrt in Residential Faculty
Policy with maximum participation being less th#tyfpercent (50%) of a
full load for any academic year; residential faguiill have 49% of the
load/accountability of residential service/teachiaculty.

2. Participants Assigned 'Service Faculty' Duties
a. Maximum Assignment
As in the case of faculty in the classroom, anyig@gant performing non-

classroom duties must work less than fifty per¢d@®6) of a full load
during the academic year.

A patrticipant in this category is limited to lessn fifty percent (50%) of
a full-time assignment (per week) if his/her asmgnt is to be for more
than six (6) months in the calendar year.

b. A participant assigned service faculty dutiey mlso teach and/or
substitute and/or provide other non-teaching deelng as the
combination of all of the above is less than fggrcent (50%) of a full
assignment during the academic year.

3. Participants Assigned Non-Faculty Duties
a. Maximum Work Load

A participant may work no more than nineteen (1®)rs per week if
his/her assignment will continue for more than f{Bg months.
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VIIlI. General Comments

A.

Work Options

A participant, after commencing in the Active Retirent Program with approval,
has the option of increasing/decreasing his/hezllef/participation in subsequent
years.

Participation

A participant, with approval, may be permitted dmion of not working and not
being paid at all during an academic year(s). Bleatiemic year(s), however, will
be counted in the approved years of eligibilityrtlegpant must pay his/hdife
insurance premium, if applicable while not on tlagnpll in order to remain in the
district group coverage.

Minimum Participation

In order to qualify to receive wages in lieu of béts, a participant in the Active
Retirement Program must work at least one (1) @ayfipcal year, unless that
requirement is waived for medical or other extrawaidy reasons, by the Vice
Chancellor for Human Resources.

Jury Duty

A participant who is required to serve jury dutyidg the time when he/she has
agreed to work for the college/district will conimto be paid at the regular rate
except that pay received from jury duty, less ngkeeeimbursement, shall be
deposited with the college fiscal officer or apprafe District official.

Sick Leave
Sick Leave is neither earned nor can it be useplotycipants in the Active
Retirement Program.

Regular Employee

A regular employee is one who is covered by anyeffollowing policy
manuals:

Residential Faculty Policy Manual

Management/Administrative Technological Personmdicl Manual
Professional Staff Association Policy Manual

Maintenance & Operations Policy Manual

Crafts Policy Manual

Safety Policy Manuel

Due Process

It is the goal of the Active Retirement Progranptovide fair and equitable
treatment to its active retirees. Accordingly, eoyeles who believe that they
have been treated unfairly in terms of admissiathéoProgram, or in terms of
designated work assignment or compensation, or oteted working
conditions, may file a written petition to the ViGhancellor for Human
Resources within twenty-one (21) days of their peed unfair treatment. The
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Vice Chancellor will issue a final written decisiathin fifteen (15) days after
receiving the petition.

IX.  Administration
A. The Active Retirement Program shall be underdhection of the Vice
Chancellor for Human Resources.

B. The Active Retirement Program is subject toligpple laws and regulations of
the State of Arizona, the rules and regulationthefMaricopa County
Community College District, and all related fedeaadl state statutes.

CHANDLER-GILBERT COMMUNITY COLLEGES
DISTRICT SUPPORT SERVICES CENTER
ESTRELLA MOUNTAIN COMMUNITY COLLEGES
GATEWAY COMMUNITY COLLEGES
GLENDALE COMMUNITY COLLEGES
MESA COMMUNITY COLLEGES
PARADISE VALLEY COMMUNITY COLLEGES
PHOENIX COLLEGE COMMUNITY COLLEGES
RIO SALADO COMMUNITY COLLEGES
SCOTTSDALE COMMUNITY COLLEGES
SOUTH MOUNTAIN COMMUNITY COLLEGES

JULY 1989

AMENDED JULY 23, 1991
REVISIONS MARCH 31, 1995
AMENDED JUNE 27,1995
AMENDED OCTOBER 22, 1996
AMENDED NOVEMBER 21, 2000
AMENDED JUNE 26, 2001
AMENDED DECEMBER 9, 2003
AMENDED MAY 24, 2005
AMENDED SEPTEMBER 27, 2005
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POLICY TYPE: BOARD AUXILIARY
POLICY TITLE: ADMINISTRATIVE LEAVE
A. The Vice Chancellor for Human Resources may placenaployee on paid

administrative leave of absence. The Vice Chanc&loHuman Resources may place
the employee on paid administrative leave of absenty upon recommendation of the
appropriate college president (in the case of gelemployee) or appropriate Vice
Chancellor (in the case of a District office emm@ey or only with concurrence of another
Vice Chancellor (in the case of a District officeirtdan Resources employee). An
employee may be placed on paid administrative ledabdsence pursuant to this policy
only under either of the following circumstances:

1. aninvestigation into conduct that would be groufmasliscipline, up to and
including termination from employment, is pendargd the Vice Chancellor for
Human Resources has determined that such paid etiraiive leave of absence is in
the best interests of the employee or in the Iméstasts of other employees or
students of Maricopa; or

2. the Chancellor has recommended to the GoverningdBbat the employee be
terminated from employment and the Vice ChancéloHuman Resources has
determined that, pending final consideration ofrstecommendation by the
Governing Board, keeping the employee on the joblavpose a significant hazard.

B. The Vice Chancellor for Human Resources or desigha# present personally to the
employee, or mail via certified mail to the empleigecurrent address of record with
Maricopa, a letter notifying the employee that helee has been placed on paid
administrative leave of absence and shall contorusuch status until further notice. The
letter shall inform the employee that he or shé reihain an employee of Maricopa
while on paid administrative leave of absence, nsastinue to observe all policies and
regulations regarding the conduct of Maricopa erygis, and will continue to accrue all
rights and benefits as an employee. The lettet &iréther inform the employee that
during the duration of the paid administrative ke@a¥ absence the employee must contact
his or her supervisor each work day, be availablgrovide information or services as
required, and inform the employee’s supervisorlidbaations and phone numbers at
which the employee can be contacted during eack dey.

C. This policy shall not apply to any employee wdhemployee policy manual specially
provides for paid administrative leave of absence.

Governing Board Minutes, January 23, 2001
Adopted Motion No. 9014
Amended November 27, 2001 (for inclusion in Boaukifiary Policy Type only)
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POLICY TYPE: BOARD AUXILIARY
POLICY TITLE: AWARDING OF EMERITUSDISTINCTION
A. Upon recommendation by the Chancellor, the Guwng Board may award emeritus

distinction to any full-time residential facultyh@&ncellor, vice-chancellor, college president,
or college vice president who retires from the Mapia County Community College District.

The Chancellor may recommend, and the GoverBoayd may award, emeritus distinction
to a candidate only following a determination tteg candidate has:

1. at least twenty years of full-time service ie tlaricopa District with ten of the years
in the position for which emeritus distinction ecommended;

2. demonstrated satisfactory performance;
3. not been the object of an adverse personnetidaciand
4. fulfilled all terms and conditions of employment

The Governing Board may upon, recommendatioth&yChancellor, award emeritus
distinction to a candidate that does not meet ther@ in subsection (B), upon sufficient
showing that the candidate has:

1. Contributed significantly to his or her respeetfield or discipline:

2. Performed service throughout the candidate'd@ment in the Maricopa District that
have been of direct benefit to students; and

3. Contributed to the creation of innovative pragseor initiatives within the Maricopa
district.

4. At least ten years of full time service in thafdopa District.

The awarding of emeritus distinction will metat the candidate's name and title, followed
by emeritus distinction, will be placed irethppropriate college catalog or district
publication. Awarding of emeritus distinctishall not entitle the holder to remuneration or
other benefit in addition to any provided anthis policy.

The Chancellor shall consider, for recommeiotetd the Governing Board, every
employee eligible for emeritus distinction followjithe employee's retirement. This policy
shall be applied retroactively to any eligible eayge who has retired prior to the effective
date of this policy provided that a written petitifor emeritus distinction is submitted on
the employee's behalf to the Chancellor and thenGHbor is provided sufficient written
documentation to justify the awarding of emeritigidction. Emeritus distinction may be
awarded posthumously.

Governing Board Minutes, May 23, 2000 Adopted Mnoti8968

Amended November 27, 2001 (for inclusion in Boaukifiary Policy Type only)
Amended June 25, 2002 Motion No. 9114

Amended November 28, 2006 Motion No. 9388

Amended January 23, 2007 Motion No. 9393
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: EMPLOYMENT STANDARDS

The following constitutes grounds for disciplinagtion, up to and including termination of any
Maricopa County Community College District (MCCC&pployee as outlined by the respective
policy manuals:

1. Willful and intentional violation of any state agderal law, applicable ordinance, MCCCD
Governing Board policy, or MCCCD administrative uégion that affects the employee’s
ability to perform his or her job.

2. Making a false statement of or failing to disclaseaterial fact in the course of seeking
employment or re-assignment of position at MCCCD.

3. Willful and intentional failure to perform job des that have first been communicated to an
employee and are within the employee’s scope of@mgent.

4. Willful and intentional commitment of acts of frautieft, embezzlement, misappropriation,
falsification of records or misuse of MCCCD fungdepds, property, services, technology or
other resources.

5. Conviction of a felony or misdemeanor that adversdilects an employee’s ability to
perform job duties or has an adverse effect on MD@@mployment is continued.

6. Fighting with a fellow employee, visitor, dudent, except in self-defense. Committing acts
of intimidation, harassment or violence, includ{ibgt not limited to) oral or written
statements, gestures, or expressions that comne@ahrect or indirect threat of physical
harm.

7. Reporting to work under the influence of alcohad/an illegal drugs or narcotics; the use,
sale, dispensing, or possession of alcohol anliiégial drugs or narcotics on MCCCD
premises, while conducting MCCCD business, or gtteme which would interfere with the
effective conduct of the employee’s work for the ®ICD; the use of illegal drugs; or testing
positive for illegal drugs. The exception wouldlude the consumption of alcohol at a
reception or similar event at which the employgetsence is clearly within the scope of
employment.

8. Possessing firearms or other weapons on MCCCD promxcept as may be required by the
job or as otherwise permitted by law.

9. Abandonment of one’s position.

10. Intentional destruction or threat of destructidM&eCCCD property, with
malicious intent.
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11. Performing acts or executing job responsibilitrea reckless manner that pose
a threat to the physical safety of the employeanather person.

12. Failure by the College President, Vice Chancellrancellor or other senior
level administrators to notify appropriate law@mckement authorities of any
potential theft of District funds or assets.

The Vice Chancellor for Human Resources is resipbam$or reviewing documented
violations of employment standards, establishiragedures for the review of recommended
disciplinary action to be taken, and determiningethler the recommended disciplinary
action is consistent with the documented violatiohthe employment standards. The Vice
Chancellor for Human Resources shall have findi@ity to recommend disciplinary action
under this policy and shall document the ratiofiatell decisions. To the extent that the
recommendation for disciplinary action by the V&leancellor for Human Resources differs
from the recommendation of the employee’s Collegsigdent or Vice Chancellor or other
Chancellor's Executive Council Member, the Chammeedhall be consulted and shall make
the final recommendation on disciplinary actiomhe Vice Chancellor for Human Resources
shall make recommendations that involve the Chéorcel

Quarterly, a summary report shall be submittethe Governing Board on disciplinary
actions taken pursuant to this policy.

Adopted February 27, 2007 Motion No. 9407
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: INTERNATIONAL TRAVEL

A. The MCCCD Governing Board acknowledges that theiddpa Community Colleges are
committed to international and intercultural ediara@and globalization efforts. The Maricopa
Community Colleges include global education asnéegral component of the District’s
mission, and seek to create an environment whaohiteg and learning is augmented and
enhanced by international study and work opporiesior faculty and by student-centered
educational opportunities that prepare studentsudocessful participation in the global
community. International travel is just one of thays in which the MCCCD mission for global
education is accomplished.

B. All international travel is subject to the rulesdarequirements stated in the existing travel
regulations (Administrative Regulation 1.15 --TrBve

C. The Chancellor of the Maricopa Community Collegas final approval of all international
travel, regardless of funding source or destinatiGollege Presidents have first line of authority
for all international travel involving studentsctdty, and staff at their colleges. Vice
Chancellors have first line of authority for altennational travel involving staff in their

divisions. The Vice Chancellor for Academic Affainas authority to recommend for
Chancellor’'s approval any proposed student edutatiwoad and faculty exchange or

curriculum development initiative or reject the posals because outcomes are not clear, criteria
are not met, or program is not rigorous enough.

D. Student education abroad and faculty exchange ami¢walum development programs are
considered mission critical and will be approvedoag as the proposed programs meet the
following criteria:

D.1. Student Education Abroad:

All courses offered as part of student educaticoat must be approved MCCCD courses
and must meet academic standards. All coursestabgoad will be equal to or surpass the
same academic quality and excellence of a coufseedflocally at any of the MCCCD
colleges. The course competencies and contenheutiust be the ones that are officially
approved for the course and published in the MC@Gse bank. The courses must meet
the MCCCD rules concerning the length of time arseumust meet. The proposed study
abroad program will not be approved if coursesodfered for recreational or travel purposes
only.

The proposal for a study abroad program shouldidecht a minimum:

A. Title of the course(s), course description, nundfaredits, course competencies, and
course content outline.



Governing Board F-13
Governance Policies

B. Daily schedule of events, locally and abroad, iatiing all of the activities of the
course where contact hours are earned, includiegupd post-trip class meetings. The total
number of contact hours awarded must be exacttythech is officially required for the
course (1 credit requires at least 15 hours ofotesn or other supervised instruction).
Contact hours cannot be awarded for a “visit” tioar” unless those activities include a
lecture, discussion, or other instructional acfivit

C. Justification, indicating why it is important fdre course to be offered at the proposed
destination and how the location supports the §pegoals, objectives, and learning
outcomes of the program as well as the missioheMaricopa Community Colleges.

After the program occurs, the faculty sponsor sulbmit a full written report to the District
Vice Chancellor for Academic Affairs and collegaradistration, including his/her

evaluation of the program and evaluations fronstitient participants. The report will be
used to evaluate the program and ensure it corstittugerve the needs of the students and
the colleges. This evaluation will serve as th&or continued support of the program and
future funding. This information will also be usedprepare an annual report for the
Chancellor and the Governing Board.

All multi-year student education abroad progranat there approved for implementation
before January 2007 will be re-evaluated to enthatthey meet the criteria specified above.

D.2 Faculty exchanges and curriculum developmesgnams:

Each faculty member interested in participating ilaculty exchange or curriculum
development program will develop a proposal indigahow she/he will apply in his/her job
what was learned by participation in the prografhe proposal should address at a
minimum the following:
» How the objectives of the proposed project relatdé purpose of the program;
* How the proposed project contributes to internatid@arning outcomes and global
competence;
* Aclear description of expected outcomes and benifithe students and the
colleges. For example:
=  Curriculum changes; e.g., modifications to an @xgstourse, creation of a
new course, development of a new progracedificate and/or
= Potential partnerships; e.g., development of a stey abroad program.
»  Description of how faculty member intends to shtheelearning with a
broader audience:
= Preparation of a report to be shared with Distaiad college administrators
documenting the experience and resultingridmrtions to the District and the
college and/or participation in activitiesrhake the learning public; e.g.,
presentations at the college and/or Distiicte, presentation at conference,
publication of articles in newsletters arnldev venues, etc. and/or
=  Development of curriculum models that can be shaiéid other faculty for
their use.
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At the conclusion of the program, each particigateculty will submit a written report to

the District and college administration, includimg/her evaluation of the program and a
plan of action to apply what was learned. The rewdl be used to evaluate the program
and ensure it continues to serve the needs otdidersts and the colleges. This evaluation
will also serve as the basis for continued suppbitie program and future funding. This
information will also be used to prepare an anmepbrt for the Chancellor and the
Governing Board. At the end of the following acaileyear, each faculty member will be
asked to submit a status report that describeggssgnade meeting the expected outcomes
outlined in the proposal.

E. The Chancellor may consider requests on a casabg-basis for participation in exceptional
opportunities that are not considered missionaaiiti Other types of international travel (e.g.,
conferences, seminars, institutes, or board meespgnsored by a professional organization or
association) may be considered for approval byCiencellor if the following criteria are met:

The event presents a unique opportunity for theviddal and the institution and the learning or
professional opportunity does not exist in theeohgtates or its territories, or if the individual
has a commitment to participate as a representatiMaricopa on a board, council, or
committee of a professional association or orgdimza Individuals will submit a proposal to
address at a minimum the following:

* How the proposed travel is linked to the individsigbb responsibilities.
* Whether or not the opportunity, or a similar orseavailable in the United States or its
territories.
* What role the individual will play: keynote speakeonference presenter,
session/meeting facilitator, trainer, conferencdigigant, board member, etc.
* How participation in the event or meeting benefits institution.
* How the learning will be shared with others at MA@TC

Participants will submit a written report descripithe activities in which they engaged, what
outcomes were achieved, and how the learning willared with others at MCCCD. This
information will also be used to prepare an anmepbrt for the Chancellor and the Governing
Board.

F. Quarterly, each College President and each Vian€#ilor shall submit a detailed report to
the Chancellor of all international travel inclugjrbut not limited to, name of traveler,
destination, dates of travel, amount of fundingiree(s) of funding, purpose and benefit to the
institution, achieved outcomes, and plan to diseatsiinformation learned or resulting
products.

G. Quarterly, the Chancellor shall submit a summapprt to the Governing Board on all
international travel.

Adopted February 27, 2007 Motion No. 9414
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: PUBLIC STEWARDSHIP AND ETHICS

The Governing Board of the Maricopa Community Ggdid®istrict recognizes the
responsibility to demonstrate ethical and professiconduct. In order to demonstrate this
commitment to public trust and accountability te tommunities that we serve, all Governing
Board Members and Board-Approved employees shakdpeired to participate in training that
focuses on public stewardship and institutionailcsthSuch training shall be rigorous, practical
and application based. Newly hired Board-Approgetployees shall be required to participate
in training during their probationary period anceeyvtwo years thereafter. Existing Board-
Approved employees shall be required to participateaining within two years of the adoption
of this policy and every two years thereafter. e Dhistrict also shall consider ways of training
temporary employees once initial training of GowegrBoard Members and Governing Board-
Approved employees is complete. Such trainingl sthed be rigorous, practical and application-
based and temporary employees shall be requirpdrtizipate in training every two years after
initial training. The delivery of training to teraparies may differ from that of regular
employees, in recognition of the fact that they mayk on a part-time or seasonal basis.

Adopted February 27, 2007 Motion No. 9403
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: REQUESTSFOR PUBLIC RECORDS

As a political subdivision of the state of Arizonlag Maricopa County Community College
District is subject to applicable laws relatedhe tnspection and production of public records. A
public record entails any record, either paper@cteonic, made by a public officer (including
members of the Governing Board, faculty, staff addhinistrators) and kept as a memorial of an
official transaction.

All official reports and documents that are notrapé from disclosure will be made available for
public access for inspection and copying upon #evrirequest that reasonably describes an
identifiable record or records. An appropriate i@y be charged for copying records, including
a reasonable amount for the cost of equipment arngbpnel used in producing copies, but not
for the cost of searching for records. The Chanceahall establish administrative regulations
that are necessary to outline the appropriate proes and fees related to the inspection and
production of public records.

Requests for documents will receive a responsaméhieasonable period of time. The Office of
General Counsel must review information that isiesged by lawfully issued administrative
summons or judicial orders, including search wasan subpoenas.

For the review of personnel files, the Governin@ibof the Maricopa County Community
College District establishes that only the follog/imformation be disclosed regarding present or
former employees:

Name

Titles or positions (including academic degrees lambrs received)
Fact of past or present employment

Dates of employment

Salaries or rates of pay

Name of employee’s current or last known supervisor

ok wnE

Access to personal records or disclosure of pedanformation may be provided in
compelling circumstances affecting the immediatatheor safety of the individual and others.

Governing Board Minutes, October 28, 2003
Adopted Motion No. 9204
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: SPECIAL SERVICESEMPLOYMENTS

A. Limited, temporary special services employmelswing for additional compensation to
Management, Administrative & Technological (MAT) Residential Faculty employees for
work beyond their normal hours of employment mayragle upon the recommendation of a
College President or, for the District Office, ac¥iChancellor, and the approval of a Vice
Chancellor for Human Resources where one of tHheviahg conditions exists. Additionally, the
terms of this policy apply to any and all otheriinduals having special services employments:

1. The employee possesses specialized knowledgelisrneeded by an operating unit of
the District which is not the employee's regulacel of employment, and where the
employee's workload does not permit "loaning" ot/®es to the other unit during
regular work hours; or

2. The employee is part of a special project otremn between the District or a college
and a corporate or government client and the cligouiests a temporary change of
schedule to accommodate a special need; or

3. The employee is part of a highly specializedypsin and possesses special skills
which are not readily available elsewhere, the eygi has additional assignments which
are critical to the further development or maintereaof the specialized program, and the
special assignment is not sufficient to warranilatime employee and requires skills
that cannot be readily acquired on less than aifuk basis.

B. Every special services employment created puatdoahis policy shall be for a specified
term, which shall not exceed twelve months. Wonkgrened under such a special services
employment shall be performed outside the emplsys@'mal work hours or hours of
accountability, and shall not be within the scopthe employee's normal full-time employment.

C. Employees and supervisors proposing speciaicesremployments are required to provide
specific, detailed information about the scope ofkyobjectives and outcomes of the
employment and the person and title of person fuwwthe work is performed. Falsification of
special services employments can lead to emploge®tine, including termination, for all
parties involved.

D. Supervisors are required to verify all existspgcial services employments to determine that
the employee reasonably can perform their normakwesponsibilities as well as work to be
performed under special services employments. Vite Chancellor for Human Resources may
set forth certain limits on the number of hoursvotk performed under special services
employments in order to ensure that work can ressgrbe performed and employees and
supervisors shall observe these limits when estaibly special services employments.

E. Special services employments shall not bergateffect on a retroactive basis.
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F. Employees will be required to submit in writiagtatement detailing how the objectives of
the employment were met; this is to be signed bystipervisor and otherwise administered
pursuant to guidelines established by the Vice Céldar for Human Resources.

G. Paragraphs 11.4 (regarding shift differentialsj 19.3 (regarding overtime pay and/or
compensatory time) of the MAT policy manual shait apply to the calculation of
compensation for a special services employmentruhdaepolicy.

H. This policy shall in no way diminish the righgbresidential faculty regarding assignments
beyond the regular contract as provided under #gsdential Faculty policy manual.

I. The Vice Chancellor for Human Resources, Vica@iellors or College Presidents may
delegate their responsibilities under this poll@glegations shall be in writing and may not be
delegated below the dean level or, for the Distftite, the director level.

Adopted Governing Board Minutes, July 24, 2001 ptd Motion No. 9049
Amended November 27, 2001 (for inclusion in Boartdifiary Policy Type only)
Amended February 27, 2003 Motion No. 9148

Amended February 27, 2007 Motion No. 9406
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: WHISTLEBLOWER PROTECTION

In response to a legislative directive, the GovegriBoard has adopted the following policy:

1. Pursuant to A.R.S. 838-532, no adverse pers@utiein will be taken against an employee of
the Maricopa County Community College District @taliation or reprisal for written disclosure
of information of a public concern to a public bazhncerning an alleged violation of law,
mismanagement, gross waste of monies or abusetadray (collectively referred to herein as
"alleged wrongful conduct").

2. "Public Body" is defined as the Arizona Attorn@gneral, the Arizona Legislature, the
Governor of Arizona, the Maricopa County Attornayfederal, state or local law enforcement
agency, or the Maricopa County Community Collegstiiit Governing Board.

3. It is prohibited personnel practice for an ergpkowho has control over personnel actions, to
knowingly take an adverse personnel action agam&mployee in retaliation for disclosing
alleged wrongful conduct to a public body. Any Bittemployee found to have so retaliated is
subject to dismissal subject to termination proceslas set forth in District policy and a civil
penalty of up to five thousand dollars ($5,000).

4. This policy may not be used as a defense byraioyee who is being or has been disciplined
for legitimate reasons or cause under Districtgyoland it shall not be a violation of this policy
to take an adverse personnel action towards anogeglwhose conduct or performance
warrants discipline.

5. Any District employee who knowingly makes fatédkegations of alleged wrongful conduct to
a public body shall be subject to discipline, umal including termination of employment
subject to termination procedures as set forthigtrdt policy and a civil penalty of up to
twenty-five thousand dollars ($25,000).

6. An adverse personnel action under this polidefsned as one of the following if the reason

for the action was prior disclosure of alleged vgfh conduct to a public body:

Termination of employment

Demotion with salary reduction

Imposition of suspension without pay

Receipt of written reprimand

Failure to appoint, promote or reemploy

Negative performance evaluation

Withholding of appropriate salary adjustments

Involuntary transfer or reassignment

Elimination of the employee's position absent aicfidn in force, reorganization
or by reason of a decrease or lackifffcgent funding, monies or workload

= Significant change in duties or responsibilitiesakhs inconsistent with the

employee's salary or grade level
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7. An employee or former employee (an employee hdwobeen dismissed) who believes he or
she has been subjected to an adverse personrel based on prior disclosure of alleged
wrongful conduct may protest the action by filinglaim of retaliation and having it considered
in accordance with the following procedures:

a. A written complaint setting forth the basis floe claim or retaliation must be filed
with the Chancellor or designee within 10 dayshef ¢ffective date of the action taken
against him/her.

b. The Chancellor or his/her designee shall nanteimiive working days after receipt of
a complaint described in paragraph (a), a Whistlebt Hearing Committee to hear the
complaint.

c. The committee shall be composed of three pemsonassociated with the incident or
allegations. The make-up of the committee shalld@llows: one College President
from a college not related to the alleged violatiothe named by the Chancellor; one
District employee named by the complainant; ondrRisemployee named by the
individual who is accused of committing a prohildifgersonnel practice.

d. The committee shall make an initial determinmawd jurisdiction over the subject
matter within 10 working days after receipt of ttemplaint by the Chancellor. This
means that, based upon the contents of the witimplaint and any additional
information the parties desire to submit, the cotteriwill decide whether (1) the
complainant did, in fact, disclose information tpublic body as defined by the law and
policy and (2) whether an adverse personnel aetsoset forth in Paragraph 6 took place.
If the answer to either (1) or (2) is "no," no hat action will take place.

e. If the answers to (1) and (2) in Paragraph afd)yes, the committee will accept
jurisdiction and set a hearing date no later tiaeeéendar days after receipt of the
complaint by the Chancellor.

f. At the hearing, a determination of whether tdeease personnel action was retaliation
for the disclosure or whether it was based uporrahpportable reasons will be
determined. Also, the issue of whether the complaiknowingly made false allegations
to a public agency as described in Paragraph Soeitlecided if raised.

g. All parties at the hearing may be representecdoysel.

h. The hearing will be open to the public exceperehithe complainant requests a
confidential hearing. The hearing will not be subj® the technical rules of evidence
except the rule of privilege recognized by the tolrach side will have the opportunity
to call witnesses, present evidence, and cross-eeaime other party's witnesses. The
hearing will be recorded and transcribed upon dogiest of either party. The requesting
party will bear the cost of transcription.

i. The committee will issue findings of fact withis days after the conclusion of the
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hearing. The committee’s findings are final. Thiasgings will be forwarded to the
Governing Board along with the committee's reconaaéion for appropriate discipline,
if applicable. The Governing Board shall make thelfdecision with regard to
imposition of discipline or fine.

J. Complaints against the Governing Board or areappf the decisions made in
accordance with this policy must be filed in Supe@ourt.

8. The District shall have Ombudsperson Servicatdre available to the external (non-
employees) community and internal employee commuaiaddress complaints and concerns
relative to the operations of the Maricopa Countyrtthunity College District. These services
may be staffed by District employees or may bereated or both. The District shall also
maintain a 24-hour hotline for the submission ahptaints and concerns (anonymous or
otherwise).

9. Among the concerns or complaints that may be restely the Ombudsperson are
unsolicited, derogatory and anonymous complaintoacerns about employees. These shall
not be reviewed separately by the Governing Board.

10. Quarterly, the Chancellor shall submit to the Gaoireg Board and District Audit and
Finance Committee summary information on the nunoberhistleblower complaints in the
District. Such report shall protect the identifyaistleblowers. Quarterly, the Chancellor also
shall submit to the Governing Board and DistricdAwand Finance Committee summary
information on complaints and concerns submittetthéoexternal and internal Ombudsperson
Services. ldentities shall be protected.

Governing Board Minutes, October 23, 1990
Adopted Motion 7424 - Amended November 27, 200t ificlusion in Board Auxiliary Policy Type only)
Amended February 27, 2007 Motion No. 9409
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POLICY TYPE: BOARD AUXILIARY

POLICY TITLE: WORKPLACE VIOLENCE PREVENTION

It is the policy of the Maricopa County Communitglfége District to promote a safe
environment for its employees, students, and visitdhe Maricopa Community Colleges are
committed to working with its employees to maintamenvironment free from violence, threats
of violence, harassment, intimidation, and otherujitive behavior.

Violence, threats, harassment, intimidation, ameiotisruptive behavior in our facilities will

not be tolerated, and it is the responsibility bfeembers of the Maricopa Community Colleges
to report any occurrence of such conduct. Everpleyee, student and visitor on Maricopa
Community College District property is encourageddport threats or acts of physical violence
of which he/she is aware. All reports will be takseriously and will be dealt with appropriately.
Such behavior can include oral or written states\egestures, or expressions that communicate
a direct or indirect threat of physical harm.

This policy applies to employees and students,elsas independent contractors and other non-
employees doing business with the Maricopa Comm@utleges. Individuals who commit
such acts may be removed from the premises andmaybject to disciplinary action, criminal
penalties, or both. The Chancellor is hereby utsad to enact all administrative regulations
necessary to implement this policy.

Governing Board Minutes, March 26, 2002
Adopted Motion No. 9097



