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Employee Resources



Disclaimer: Information in this booklet is for resource purposes only. In all instances, the
NWCCD policies & procedures manual is the official source for college policies. For specific
questions related to your department., please ask your supervisor for guidance.

The information presented in this booklet was effective at the time of publication. All
information is subject to change without notice as necessary to comply with state or federal
law, accrediting agency regulations, regulatory agency regulations an/or actions of the
NWCCD Board of Trustees. The provisions of this booklet, unless otherwise noted, are
subject to change without notice and do not constitute an irrevocable contract between any
employee and NWCCD.

NWCCD seeks to provide equal educational opportunities without regard to race, color,
religion, national origin, sex, age, or disability. This policy extends to employment, admission,
and all programs and activities supported by the college.
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ORIENTATION
AGENDA

The morning of your first day will be spent with a Human Resource
Representative covering the following items as needed for your position.

AGENDA ITEM: TIME:

New Employee Paperwork

Benefit Discussion and Applications

Sexual Harassment and FERPA

Information Technology Meeting:

Overview of Computer System, Software

and Telephone System
Physical Plant Meeting:

Introduction to School Dude, Work Orders,

and Vehicle Reservations

Introduce the President of the College

Campus Tour

Business Office Procedures

Marketing Photo

College Bookstore, if applicable

Other Job Related Items as Needed

Campus Police, if applicable




Our Strategy

Our Strategy is based on
unique strengths of our College
and our region. We will focus
on the following five areas as
we pursue our vision:

Strategy - Culture Diversity

Increase diversity and contribute to the cultural life of the region by
leveraging the beauty, culture and history of our area.

Strategy - Faculty Leadership

Ensure that NWCCD support for the professional development of
faculty as educators and as leaders in the college (and as leaders in
collegiate education) results in an enhanced academic culture and
increased student learning.

Strategy - Student Success

Build an intellectual climate and learning environment that fosters
student engagement and encourages learners to set and reach personal
goals.

Strategy - Workforce Development

Be the valued on-the-spot provider of workforce development for
business and industry.

Strategy - Continuous Quality
Improvement

Employ sophisticated management tools, systems, and processes
consistently and creatively.



Our Mission / Vision

o Our Mission:

> Creating student success and making a difference in our communities
through educational leadership.

o Our Vision:

> Our College strives to set the standard of excellence in higher education

by:

Creating meaningful and engaging learning opportunities through
innovative teaching and learning.

Attracting and supporting diverse and creative people and ideas.

Strengthening community and industry relationships by providing
programs and services responsive to our constituents’ needs, and

Developing leaders to maintain and enhance the quality of economic,
social, and cultural life in our communities.

o Our Purpose:

> To achieve the mission, the College provides the following:

General education to furnish the student with a common core of
knowledge appropriate to an Associate Degree holder.

Programs of study at the freshman and sophomore levels to prepare
students to successfully transfer to the baccalaureate program of their
choice;

Technical education and training to prepare students to enter and re-
enter the job market, emphasizing employment opportunities in the
College service area;

Continuing education to assist people in upgrading job skills for career
advancement and in gaining personal enrichment;

Assistance to students in successfully meeting their educational goals
through an appropriate variety of student support programs;

Help in the economic, cultural, and educational development of service
area communities through its programs, the sharing of its human and
physical resources, and through cooperative efforts with appropriate
individuals and organizations.
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Integrity

Be Honest, Fair, & Trustworthy. Communicate
Responsibly & Honor Commitments.

Do: Don't:

*  Bddress behaviors that are inconzsistent with ourwalues * Lie

* Comrmunicate apenly, honestly, corpletely, & timely * “Pazzthe buck”

* Understand cormmitrments & be accountab e * Take credit for other's work

Respect

Treat Everyone With Dignity.
Embrace Diversity of People, |deas, & Experiences.
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Provide Quality Learning Services & Experiences. Innovate & Create.
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Implement best practices * Make exoyms

Take risks/ appreciate risk-taking
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Initiate change
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Lelﬂfﬁiﬁg Learn & Grow as Employees & as an Organization.
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NWCCD Leadership
Information

* What name do | use for the College:

Northern Wyoming Community College District (NWCCD) is the
official name of the college. It is acceptable to use Sheridan / Gillette
College.

* Who are the Board of Trustees’:
Kati Sherwood — Board Chair

Bruce Hoffman —Vice Chair

Robert Leibrich — Treasurer

Rolf Distad — Secretary

Norleen Healy

Jerry lekel

R. Scott Ludwig

* Who is the President of the College:
Dr. Paul Young

* Who is the Vice President of Gillette College:
Dr. Mark Englert



YOUR REPORTING
RELATIONSHIP

The following is your chain of
command for your position. Please
refer to it when calling in sick or
dealing with issues.

President / Vice President

Department Head

Supervisor

My Human
Resource
Representative

Employee



Employee Values

Ethics,
Integrity, and
Prudent Use of
Resources

Gifts

Policies &
Procedures

Public Servant

NWCCD prohibits the personal use of college
resources. Employees are expected to abide by a
strict code of ethics and integrity, which includes
maintaining confidentiality, upholding state, federal and

local laws and regulations, and fostering the values of
NWCCD.

Any employee shall not solicit or accept any benefit
from a person who does business with or may be
likely to do business with the college in the future.
Employees who are asked about gifts or donations to
the college should refer these requests to the

or College Foundations.

All employees are expected to abide by the District
Policies & Procedures, which will be administered
fairly and consistently. Noncompliance may result in
disciplinary action, up to and including termination.
The District Policies and Procedures supersedes all
other practices mentioned in other District
Publications.

Employees must remember that their actions,
whether professional, financial, or political, shall not
conflict with their official NWCCD duties nor appear
to do so.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/about-nwccd/giving-to-the-college/gillette-college-foundation/
http://www.sheridancollegefoundation.org/web/
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf

Employee Conduct

Attendance &
Punctuality

Appropriate
Dress

Customer
Service

Fiscal
Responsibility

Use of College
Resources

NWCCD requires each employee to report to
work as scheduled. Regular and punctual
attendance is essential to a well functioning
organization.

Professional attire is expected for NWCCD
employees. Individuals who are meeting the
business community are expected to dress as the
clients they would be meeting. Certain employees
must adhere to special dress standards or uniforms
depending on the job that they are employed to do.

Regardless of your position within the organization,
you are a representative of the college. The
community, students, parents and anyone who uses
our facilities should be treated with respect and in a
dignified manner.

All College Employees should consider the
monetary impact of any action, or activity; and then
insure that the college’s finances are being spent
wisely. All expenditures should be for the benefit
of the College, be necessary, and completed at the
most reasonable cost.

The use of College Resources for personal benefit
are prohibited unless authorized in writing by the
President or Board of Trustees. All resources
should be used toward the mission and goal of the
College.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/1000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf

Absences and Leave

Absence Employees need to call their supervisor within the

Notification first 30 minutes of the work day if you are going to be
absent because of illness. Your supervisor may require
that you call him/her sooner depending on your
position. Please discuss with your supervisor the
method of calling in sick and how early the call needs
to be made by.

Emergency In case of inclement weather or other emergency

Clqsure closing of the college, employees should listen to the

Policy radio for notification. If at all possible, the College’s
decision should be made by 7:00 AM. Please see the
exhibit on to see the radio stations and
contacts. If the College is closed due to an
emergency situation, the President or designee has in
effect granted emergency leave to all employees.
Please refer to the

Sick Leave, Employees should refer to the

Vacation, and to

Personal determine how much vacation, sick leave, and

Days personal days they will accrue each year. The policy
also gives definitions on what is covered and for
whom. They should also consult with their
supervisor to determine the process for requesting
days off.

Holidays Holidays are determined by the Board of Trustees and

ranges from 9-16 each year. Please ask for an updated
list for the current year. Your supervisor or HR
Specialist can help.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf

Campus Facilities

Mail

Vehicles /
Physical
Plant

Gym /
Fitness
Center /
Exercise
Area

Cafeteria &
Snack Bars

Each employee or department has a mail slot at the
college where mail the College receives is placed. You
are also able to mail college business items in
between the campuses or to the public from this area
as well. Please see Bev Bates (Sheridan) or Vicki
Odegard (Gillette) with any further questions.

Only College employees approved by administration
in advance may operate a College owned vehicle. The
driver must comply with all federal and state laws and
regulations developed by the Administration. Vehicle
reservations should be made through the College
website. A Motor Pool Driver Request Form needs
to be filled out prior to operating a vehicle. Please fill
out and return this form at least 2 weeks in advance.
Contact Mary Edmundson (Sheridan) or Chantell
Russell (Gillette) with questions or to get a form.

Employees have access to the College Facilities which
may include exercise area, fitness center, or walking
track. Times and availability of the area are subject to
change. Please ask the College for contact
information and further details.

The Cafeteria and Snack Bars are owned and
operated by outside organizations. Employees are
offered discounts or bonus buy purchases, please see
a food service representative for more details.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf

Campus Policies

Drug & Alcohol
Policy

Sexual
Harassment
Policy

Smoking Policy

Telephone
Policy

Web / Internet
Policy

NWCCD is a Drug Free Campus and prohibits the
unlawful possession, use, or distribution of illicit drugs
and alcohol by students and employees on any NWCCD
property. It also prohibits employees to be working
while under the influence.

The College is opposed to the existence of a working
climate wherein inappropriate and/or disrespectful
conduct of a sexual nature exists. Sexual Harassment
will not be tolerated at NWCCD. Questions and/or
complaints about sexual harassment can be addressed by
your supervisor, or the Human Resource Department.

All NWCCD facilities are non-smoking. Smoking is
prohibited anywhere within the buildings, including rest
rooms, break rooms, and stairways. It is also prohibited
anywhere on College Property. Smoking is only allowed
in a private vehicle parked on campus.

Except for emergencies, employees should make and
receive personal calls only during lunch time or break
time. Personal calls must not interfere with the
employee’s work. Long Distance Calls using a code
should only be used to conduct NWCCD business.

The District supports a connection to the Internet and
the World Wide Web for faculty, students, and staff in
support of the mission of the College.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/3000.nwc.pdf

Evaluations &
Development

Contracts /
Salary
Information

Evaluations

Who
Completes
Evaluations

Professional
Development

Faculty contracts are issued each Spring. Staff Salary
notification letters are issued each Fall.

All faculty, classified and administrators are evaluated
annually. Evaluations are based on job descriptions
and goal performance. Copies of annual evaluations
are kept in the employee personnel file.

Evaluations for Vice Presidents, Deans, Directors, and
Classified Staff are done by their immediate
administrative supervisors. Faculty Evaluations are
completed by the Deans, Directors, and the Vice

President of Academic Affairs.
&

Professional Development is encouraged for both
Faculty and Staff. It assists in the College’s growth.
Applications, Guidelines, and information regarding
the Staff Development and Faculty Development are
available in the Public Folders in Outlook. Please
refer to the Committee Exhibit for members on both
of these committees for further information.


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/2000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf

Schedules & Time

Work Week

Overtime &
Comp.Time

Schedule
Changes

Lunch Break

Pay Period

The work week begins on Sunday and ends on
Saturday. You are expected to work your normal
hours per week, unless leave is requested and
approved, or a holiday is granted. You are expected
to report to work and leave work as agreed upon
between you and your supervisor. (Institutional Practice)

Overtime & Comp.Time provisions apply only to non-
exempt employees. A non-exempt employee must
have prior approval from his or her supervisor to
work in excess of forty hours per week. Overtime or
Comp time is approved at the discretion of the
supervisor. There is no compensatory time for
exempt employees.

You should not make any change in your schedule
without prior approval from your supervisor.

Lunch Breaks should be taken at the time agreed
upon between you and your supervisor. Lunch may
not be worked through to allow an earlier quitting
time without prior consent from your supervisor. The
lunch period is usually 60 minutes.

The pay periods begin on the first and the sixteen of
the month and run until the fifteenth or the last day of
the month. Pay days are on the fifteenth and the last
day of each month. Please see the exhibit on

to determine when timesheets are due. (Institutional
Practice)


http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf
http://www.sheridan.edu/site/assetlibrary/nwccd/offices/president/4000.nwc.pdf

Where to Find?

Academic &
Holiday
Calendars

Telephone
List

Policies &
Procedures

Committee
Minutes

Insurance
Forms &
Booklets

Insurance
Companies

http://www.sheridan.edu/site/about-
nwccd/employment-opportunities/holidays-and-
academic-calendars/

The
employees are listed by name or you can get a
comprehensive list by clicking either Sheridan or
Gillette on the left hand side of the screen.

Please see the Table of Contents to know

which series different items are located in.

Go to Inbox in Microsoft Outlook
Click Public Folders

Click All Public Folders

Click Committees

Click Committee Minutes of Choice

Employee’s Group Insurance website has rate
calculators, plan books, contact information, and
forms. Please contact HR or EGI with questions:
EGI
2001 Capital Ave. Room #106
Cheyenne, WY 82002
(800) 891-9241 Fax: (307) 777-7685

Vision —VSP
Long-Term Disability — The Standard



http://www.sheridan.edu/site/directory/
http://www.sheridan.edu/site/directory/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://www.sheridan.edu/site/about-nwccd/policies-handbook/
http://personnel.state.wy.us/EGI/Index.htm
http://personnel.state.wy.us/EGI/Index.htm
http://personnel.state.wy.us/EGI/Index.htm
http://personnel.state.wy.us/EGI/Index.htm
https://www.mycignaforhealth.com/default.aspx
https://www.mycignaforhealth.com/default.aspx
https://www.mycignaforhealth.com/default.aspx
https://www.mycignaforhealth.com/default.aspx
https://www.mycignaforhealth.com/default.aspx
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://www.deltadental.com/Public/Subscribers/Subscribers.jsp?DView=SubscriberHome
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
http://personnel.state.wy.us/EGI/StateofWyomingCertificateActiveEmployees.pdf
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HOLIDAY
SCHEDULE FOR
THE CURRENT
SCHOOL YEAR

The holidays are approved by the Board of Trustees and can range from 9-16 days
per year.



HOLIDAY
SCHEDULE FOR

THE 2011-2012
SCHOOL YEAR

The holidays are approved by the Board of Trustees and can range from 9-16 days
per year.

July 4, 2011 Independence Day 1
September 5, 2011 Labor Day 1
November23 - 25, 2011 Thanksgiving 3
December 26 - 30, 2011 Christmas 5

(Monday through Friday)

January 2, 2012 New Year's 1
(Monday - Federal Holiday)

March 14 - 16, 2012 Spring Break 3
April 6, 2012 Easter Break (GoodFriday) 1
May 28, 2012 Memorial Day 1

Total Holidays 16



FALL 2011 ACADEMIC CALENDAR
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SPRING-SUMMER 2012 ACADEMIC CALENDAR

W Tt s Newressoreskimn.2(colepeComd)

|4-3 4 5 6 7 In Service January 11

8 7 [i] 1] 12 13 14 Division and Cther Meetings lan. 12
Is 13 17 18 19 20 2l Professional Flex Day Jan. 13

n pic} 4 5 26 7 8 First Day of Schoollan. 16

= k' 3l

W T F 5
I 2 3 4
g & 7 B 10 1
12 12 14 I5 15 17 18
17 i 2l ¥ ) 13 24 L President's Day Feh. 20 [Mo Classesfcollege Open)
» i 8 9

W T F 5
| 2 3
4 5 & 7 | 10
n 12 13 14 15 15 17 Spring Break March 12-16 (No classes)
18 19 0 21 77 13 24 [College Open Mar. 12-13; College Oosed Mar. 14-16)
5 . 7 28 29 30 3l

W T F 5
1 2 3 4 5 & 7 Easter Break April 6 (College Closed)
8 ) 10 1 12 13 14
15 16 17 18 e 1] 21
n il 24 25 25 7 8
= 0

e

W T s S

Gillette Graduation-May 11
12 Sheridan Graduation-May 12

[ 17 18 17 Professional Flex Day-May 14
23 24 5 Earhy Summer Session Begins-May 21

30 k]| nMemorial Day May 28-College Closed




5 | T W T F 5
| 2
3 4 5 & 7 a8
10 11 12 13 14 15 1. Early Summer Session Ends 6/8
I7F 18 19 20 21 F s 23 Summer session begins-lune 11
M 5 26 7 28 9 30
Jy2o2
5 M T W T F 5
1 F] 3 4 5 3 7 Inde pende nce Day-luly 4-College Closed
g ? 10 11 12 13 14
15 [ 17 18 1% 20 21
n N 24 5 26 7 28
= 0 31
Agst02
5 M T W T F 5
I 2 3 4 Summer sessions ends-August 3
5 & 7 8 9 10 1 Sum mer grades due - August 13
2 13 14 15 16 17 18
9 x 21 7 23 24 5
¥ I 28 9 30 3

Grand Totals - Fall and Spring - 163 Days plus 7 flex days (4 delineated here ) = 170 days



CLASSIFIED STAFF PAYROLL CALENDER

MONTH Pay Period Submit all [ Timesheet | TimeCard | Classified pay
January-11| Start End paperwork Due Approval date
Pay Period 1-lan 15-lan 7-lan 20-Jan 22-lan 31-lan
Pay Period 16-lan 31-lan 22-lan 5-Feb 7-Feb 15-Feb
February-11
Pay Period 1-Feb 15-Febh 8-Feb 20-Feb 22-Feb 28-Feb
Pay Period 16-Feb 28-Feh 22-Feb 5-Mar 7-Mar 15-Mar
March-11
Pay Period 1-Mar 153-Mar 2-IWlar 20-Mar 22-Mar 31-Mar
Pay Period 16-Mar 31-Mar 22-Mar S-Apr -Apr 15-Apr
April-11
Pay Period 1-Apr 15-Apr 7-Apr 20-Apr 22-Apr 29-Apr
Pay Period 16-Apr 30-Apr 22-Apr >-May 7-May 13-May
May-11
Pay Period 1-May 15-May J-May 20-May 22-May 31-May
Pay Period 16-May 31-May 21-May a-lun 7-lun 15-Jun
June-11
Pay Period 1-lun 15-lun 7-lun 20-Iun 22-Jun 30-lun
Pay Period 16-Jun 30-Jun 20-Jun 5-Jul 7-Jul 15-Jul

* Estimated for the time period to ensure funds are paid outfrom the current fiscal year.

ADMIN & FACULTY PAYROLL CALENDER

Pay Period
MONTH

January-11

Pay Period 1-lan 15-lan

Pay Period 16-lan 31-lan
February-11

Pay Period 1-Feh 15-Feb

Pay Period 16-Feb 28-Feb
March-11

Pay Period 1-Mar 15-Mar

Pay Period 16-Mar 31-Mar
April-11

Pay Period 1-Apr 15-Apr

Pay Period 16-Apr 30-Apr
May-11

Pay Period 1-May 15-May

Pay Period 16-May 31-May
June-11

Pay Period 1-Jun 15-Jun

Pay Period 16-Jun 30-Jun

Submit all paperwork
(Includes PAF & Leave
Adjustments)

Admin &

Faculty Pay
date

First and Last
Pay Period of the

Semester

14-lan

31-lan

15-Feb

First

28-Feb

15-Mar

31-Mar

15-Apr

29-Apr

13-May

Last

31-May

15-1Jun

30-Jun




CLASSIFIED STAFF PAYROLL CALENDAR

MOMNTH Pay Period Submit All Timesheet Timesheet Classified
Start End Papenwork Due Approval Pay Date
July 2011
Pay Period 7/1/2011 7/15/2011  7/7/2011 7/20/2011 7/22/2011 7/28/2011
Pay Period 7/16/2011 7/31/2011 7/22/2011  §/5/2011 8/7/2011 8/15,/2011
August 2011
Fay Period 8/1/2011 &8/15/2011 8/7/2011 &8/20/2011 Bf22/2011 8/31,/2011
Pay Period 8/16/2011 8/31/2011 §/22/2011  9/5/2011 9,/7/2011 9,/15,/2011
September 2011
Pay Period 9/1/2011 9/15/2011 9/7/2011 9/20/2011 9/22/2011 9/30,/2011
Pay Period 9/16/2011 9/30/2011 9/22/2011 10/5/2011 10/7/2011 10/14/2011
October 2011
Pay Period 10/1/2011 10/15/2011 10/7/2011 10/20/2011 10/22/2011 10/31/2011
Pay Period 10/16/2011 10/31/2011 10/22/2011 11/5/2011 11/7/2011 11/15/2011
November 2011
Pay Period 11/1/2011 11/15/2011 11/7/2011 11/20/2011 11/22/2011 11/30/2011
Fay Period 11/16/2001 11/30/2011 11/22/2001 12/5/2011 12 /772011 12/15/2011
December 2011
Pay Period 12/1/2011 12/15/2011 12/7/2011 12/19/2011 12/19/2011 12/23/2011
Pay Period 12/16/2011 12/31/2011 12/22/2011 1/2/2012 1/2/2012 1/6/2012
ADMINISTRATIVE AND FACULTY PAYROLL CALENDAR
MONTH Pay Period Submit All Paperwork  Admin/Faculty First/Last
Start End (PAF's and Leaves) Fay Date Pay of Semester
July 2011
Pay Period 7/1/2011 7/15/2011 7/7/2011 7/14/2011
Pay Period 7/16/2011 7/31/2011 8/22/2011 7/28/2011
August 2011
Fay Period 8/1/2011 &8/15/2011 B/7/2011 B/15/2011
Pay Period 8/16/2011 8/31/2011 8/22/2011 8/31/2011 First 222
September 2011
Pay Period 9/1/2011 9/15/2011 9/7/2011 9/15,/2011
Pay Period 9/16/2011 9,/30/2011 9/22/2011 9/30/2011
October 2011
Pay Period 10/1/2011 10/15/2011 10/7/2011 10/14/2011
Pay Period 10/16/2011 10/31/2011 10,22 /2011 10/31/2011
November 2011
Pay Period 11/1/2011 11/15/2011 11/7/2011 11/15/2011
Fay Period 11/16/2001 11,/30/2011 11/22 /2011 11/30/2011
December 2011
Pay Period 12/1/2011 12/15/2011 12/7/2011 12/15/2011 Last???
Pay Period 12/16/2011 12/31/2011 12/19/2011 12/23/2011




RADIO
INFORMATION
FOR COLLEGE
CLOSURES

Please refer to your specific area for
contact information.

Gillette: Mark Englert
Basin Radio Network: (307) 686-2242
(The Fox: 100.7 FM or The Edge 96.9 FM)
KOAL 103.9 FM: (307) 687-1003

Johnson County: Micah Olsen
KLGT 92.9FM: (307) 684-5126
KBBS 1450AM: (307) 684-7070
KZZS 98.3FM

Sheridan: Cheryl Heath / Kent Andersen

Sheridan Media (307) 672-7421

(KROE 930AM; KZWY 94.9FM; KYTI 93.7FM; or
KWYO [410AM)

KLGT 92.9FM: (307) 684-5126
KBBS 1450AM: (307) 684-7070
KZZS 98.3FM
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Sheridan College Part-Time List




NWCCD COMMITTEE MEMBERSHIPS 2010-2011

A Administrative Staff GC Gillette College

C  Classified Staff sC Sheridan College

F  Faculty Teanhir!gFrnfe_ssinnaIE srgth:-E.E'-.\'h:lae primarny responsibility is
student instruction and may include Faculty

Policies & Frogedurss Senss 05 7 pg & "Some commiffes appoinfments are volunfary while ofhers are idenfified by job file.
Volunfesr posifions are recommended by employee and sfudent groups and sppoinfed by fhe President Temms are for fwo years,
with spproximately S0 percent of the posiions svailzble sach yesr Appoinfmenis are made in fhe spnng and ferms begin lday 1.7

{11 Term ends May 2011 12 Term ends May 2012

GOVERNANCE COMMITTEES

Faculty Senate

11 (GC) Scot Thompson 12 (GC) Buckey Walters, President
11 (SC)} Carl Schiner 12 [(GC) Chuck Denny
11 (SC) Walker Russell 12 (5C) Phyllis Puckett
11 (3C)} Courtney Green 12 [3C) Tim Rockwell
12 (SC) Mark Johnson, Vice President

Facully Representatives elected according to Faculty Senate By-Laws

Curriculum & Standards

12 (5C) Patricia Dray 11 (SC) JaneWohl, Chair
12 (SC) Mercedes Aguirre-Batty 11 (SC) Bruce Leslie

12 (GC) ScottEngel 11 (GC) Jeremy Roseth
12 (GC) Keith Rath 11 [(GC) Beauw Corkins

& Teaching Professionals (4 GG, 4 5C) and those listed below:
Recorder- Administrative Assistant, Vice President Academic Affairs (ex-officio)
Jon Connolly, Vice President Academic Affairs (ex-officio)
James Baker, AssistantVice President Academic Affairs (ex-officio)
Sharon Elwood, Dean of Enrollment Services (Registrar) ( ex-officio)

Persocnnel
12 A (5C) Erin Nitschke 11 (GC) Kristin Young
11 A (2C) DeanneWyssman 12C (GC) Ashlea Redding
11 A (GC) Diane Adler 12 F (SC) Keri DeDeo
12 4 (GC) Libby Cates 11 F (SC) Phyllis Puckett
12 € (30) Duane Charlson 11 F (GC) Buckey Walters
11 C (5C) Daris Ostrowski 12 F (GC) Karen Desch

4 Administrative staff (2 GC, 2 5C) inciuding Administrative Staif president or appointes,
4 Classiied stalf (2 GC, 2 5C) including Classiied Stalif Associstion president or appointes,
4 Facully (2 GC, 2 5C) including Faculty Senate president, and those listed below:
Cheryl Heath, Vice President Administration and Chief Financial Officer
Kevin Price, Director Human Resources
Paul Young, President (ex-officia)

Student Issues & Concerns

12 A (GC) Beth Walker 12 F (GC) Ray DeStefano
11 A (2C) Robin West 11 F (SC) Dave Knutson
12C (GG Mickie Sharkey Student (GC)
11 C (SC) Starr Zabel Student (SC)

2 Administrative staff (1 GC, 1 5C), 2 Classiied staf (1 GC, 1 5C), 2 Feculty (2 GC, 1 5C)
2 students (1 GC, 1 5C), and those listed below:
Carol Garcia, Dean of Students [ex-officio)
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WORKING COMMITTEES

Distance Education

12 (3C) Sara Beres 11 (ZC) Patty Terry
12 (GC) Lisa Arhart 11 (3C) Valerie Collins
12 (GC) Brad Schaedler 11 {GC) Karen Wendel

& teaching professionals and those listed below:
Stoney Gaddy, Director Distance & Distributive Learning
Brady Fackrell, ClIO (ex-officio)
Diane Adler- Library Representative (ex-offico)

Academic Assessment

12 (2C) Jenny Heuck 11 (=C) Mike Walker

12 (GC) Brent Heusinkveld 11 (2C) Mary Ann Lance
12 {GC) Miranda Miller 11 {GC) Travis GGrubb
12 (SC) Debra Kayser

7 teaching professionals and those listed below:
Jon Connaolly, Vice President Academic Affairs
James Baker, AssistantVice President Academic Affairs
Sharon Elwood, Dean of Enrollment Zervices (IR Representative)
Ardath Lunbeck, Academic Dean
Katie Curtis, At Large Member
Tim Rockwell, At Large Member
Erin Mitschke, AtLarge Member

Faculty Development

12 (3] Effie Lewis 11 (=C) Tobin Korsch

12 (GC) Bryant Haag 11 (GC) Joyce Schaedler/Keita Mamadou

4 facully (2 GG, 2 5C) and those listed below:
(Administrative Assistant, Vice Fresident Academic Affairs handies expendiures)
Jon Connaolly, Vice President Academic Affairs

Staff Development

124 (GC) Stephanie Crawford 12C (SC) Jennifer Will

11 & (SC) Stoney Gaddy 11C (GC) Penny Goold

2 Adminiztrative staifif1 GG, 1 5C), 2 Classiied stalf (1 GC, 1 5C), and those listed below:
(Human Resources Dept handles sxpendiures)
Kevin Price, Director Human Resources

Student Appeals

12 4 [SC) Christina Hoskinson 12 F (SC) Chuck Holloway
114 (GC) Jeri Russell 11 F (GC) Miranda Miller
12 ¢ (GC) Fran Dow Student (GC)  Kyle Ryan

11 G (2C) Linda Fletcher Student (SC)

2 Administrative staff (1 GC, 1 5C), 2 Classified staff (1 GC, 1 5C),
2 Faculty (1 GG, 1 5C), 2 students (1 GG, 1 5C)
Recorder: Administrative Assistant, Student Services (ex-officio)
Zharon Elwood, Dean of Enrollment Zervices [ ex-officio)

Scholarships — Sheridan College

124 TomdJohnson 12F  JuneBiss

114  Monty Blare 11F  Katie Curtiss
12C  JoAksamit Student ltealya Badgett
11 Bev Bates ctuden Madio Amer

2 Administrative stait, 2 Classifed staff, 2 Facully, 2 Students
(each campus has own committes)
Foundation Representative ( ex-officio)
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Scholarships — Gilletie College

124 VickiOdegard 12F  Jolly Simmons
114  Jamie Chacon 1M F  Chuck Denny
12C  LeAnnaTabatt Student AlisaRankin
11 C  LindaBuus Student Simona Oliveri

2 Administrative staff 2 Classified staff, 2 Faculty, 2 Students
{each campus has own committes)
Foundation Repres entative {ex-officio)

ADVISORY COMMITTEES

Instructional Resowrces—Sheridan College

12 F Mike Walker Student

12F  Janine>asse-Englert Student

11F CaroleHoveland

11F * (volunteered) Kathleen Davidson

4 teaching professionals, 2 students, and those listed below:
{each campus has own committes)
Katrina Brown, Library representative (ex-officia)
Infarmation Technology representative | ex-officio)

Instructional Resources — Gillette College

12 F Karen Desch Student
12 F Wickie Black Student
11F Amanda Malyurek
11F Brent Heusinkveld

4 teaching professionals, 2 students, and those listed below:
{each campus has own committes)
Diane Adler, Library repres entative (ex-officio)
Information Technology representative ( ex-officio)

Planning

12 C (2C) Shari Peddicord 11 C (GC) Brittany Bucholz

11 F Bucky Walters, Faculty Senate President 11F Mark Johnson, Faculty SenateVice President

2 Classified stalif (1 GC, 1 5C) and those listed below:

Cheryl Heath, Vice President Administrations and Chief Financial Officer
Brady Fackrell, Director Information Technology Services

Kent Andersen, Director Facilities, Sheridan

Mark Andersen, Director Facilties, Gillette

Mark Englert, Vice President Gillette College

Jon Connaolly, Vice President Academic Affairs

James Baker, AssistantVice President Academic Affairs

Ardath Lunbeck, Trudy Munsick, Ami Erickson: Academic Deans

Carol Garcia, Dean of Students

Sharon Elwood, Dean of Enrollment Services
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INFORMATION THE COLLEGE
NEEDS PRIOR TO VEHICLE
AUTHORIZATION

Please see the Physical Plant website
to print and fill out a form. Return to
either Mary Edmundson (Sheridan) or
Chantell Russell (Gillette).

MOTOR VEHICLE DRIVING RECORD FORM

Instructions to user: Please prnt this form and submit a hardcopy to the Physical Plant.

Mame in full:

License number and class:

State:

Birth date:

Expiration date:

Have you had any moving violations in the past 12 months? Yes_ Mo

If ¥es, give Date, Place and Mature of the wiolation/s:

Signature of License Holder



MOTOR POOL RATES

Cars 40 cents a mile

Mini-van 40 cents a mile

19 Passenger bus $1.25 a mile

25 Passenger bus $1.50 a mile

Physical Plant Trucks §.50 cents a mile
Wheel Vehicles 5.50 cents a mile

Yehicle Request Form — Form needs to be completed by the requester with the account number to charge. Use 8361 forin
-state travel and 9362 for out-of-state travel. The form will be forwarded to Mary Edmundson for her to reserve the vehicle.
Mary will send a confirmation to you by e-mail letting you know what vehicle has been reserved. Far any short notice
requests let Mary Edmundsaon know via phone or in person ASAP.

Ifyou have a cancellation, please let motor pool know by phaone or e-mail as soon as possible so that your vehicle can be
reserved for someone alse.

Pick up and return vehicles at the Physical Plant area, south of the Dome Building. If you are leaving before ¥ a.m., please
pick up keys before 4:30 p.m. the night before. Keys for the vehicles are located in Mary Edmundson’s office, shop closest
to the highway, they will be on the counter in the office on top ofthe motor pool request form that needs to be signed.
FPlease |eave the form on the counter, maotor pool will check mileage before and after your trip. Take vehicles only if they are
facing the street, these are serviced and ready to go. If a vehicle does not look ready, check with someane, it may be
necessary to give you another one. When you return your vehicle, pull it in facing the fence, do not back it in! Do not leave it
someplace else on campus, as we assume you are still using it. Roll up all windows and lock it. Place the keys in the
metal key box located near the large gate.

Cellular phones are available to be checked out, it is best to take one on any lang trip. Upon returning from your trip,
please return it to the office or lock it up in the vehicle out of sight. If you make any calls on the phone, please inform
Mary Edmundson on how many were made.

Sheridan Vehicle
Information



NWCCD Information Technology Services
3069 Coffeen Avenue
Sheridan, Wyoming 82801
(307) 674-3300

Mew Employes Information from TS

Account Setup
*  Log into your computer. Usernames are usually the first letter of your first name in com bination
with wour last name. Ex: Mancy Smith would be namith. The initial pazsword wdll be givento you
by ITS.
+  After logging in, please change vour password . Haold down the Ctrl-Alt-Delete buttons and
choose, Change Password,

Your #1 Rezource for ITS troubleshooting information i currently found in the followdng areas:
+  hitp A Takes sheridan. edu — helpful videos on commanly asked gquestions
+  hittperHelpdesk sheridan.edy — ertering wotk orders
+  https i yoollege sheridan edu - F &0= (&t the bottom et of the page)

Outlook

*  Click onthe Outlook button in your task bar. Outlook wdll open. Storage limitations on your
account prevent you fom having more than 100M B of email stored on the s2rver. To overcome
thizlimit wou must create, and manage, Personal Folders wathin Qutlook to store email. You wall
receive messages from the System Administrator when your Inbox is over the limit.

+  Your Woice Mail can be retrieved from both your phone and your email. Voicem ail does
contribute to the size of your email Inbox. Therefore  the 100MB gorage limit pedains to both
em ail and voicem ail .

* Pleaze refrain from using work email as a3 message board, dassified ad space or other personal
natification service. T # izn't applicable to your job it probably shouldn't be zert ot az amass
email at work .

+ Pleaze keep sttachments to a minimum and ensure that attachmerts vou send owt do not exceed
the size allowed . Although our email system will allow an attachment of up to 10M B, sending a
mazs email copies that file for every recipiert vou designate . A large file (Sh B+) attachm ent s=nt
to hundreds of people within an institution can actually bog downthe email server and cause
delaysto all ather incoming email st the time (or bring down the email server altogether).

+  Rememberthat your work email, the email address and all correspondence iz considered public
inform ation based onWyoming statutes. Please keepthiz inmind with every email you send.

B arracuda

Access your SPAM filter by going tor hitp: Mharracuda sheridan edy.  Once there, you wdll be presented
with a login screen. Pleass enter your full email address and password.

We do not recommend adjusting anything wathin your “SP AM Settings without contacting ITS
first as there are very specific settings that could affect the overall performanc e of your email.

Phones
+  You will need to zet up vour name and woice mail on your phone. Pick up your handset and push
the meszages button. Theinitial password to access the system i 1234, The phone sl walk
wioul through setting up your name and your woice mail messages,

D atatel
+  ArcesstoDatatel iz at the discretion of vour Directar. You will receive your usernam e and initial
paszword from 1T, Change the password from the ST application CXPW D).

Pagel of 2
Forassistance: httpyfhelpdesksherdan.edu




NWCCD Information Technology Services

iy College Portal (https: fmycoll ege.sheridan.edu)

Fram thiz site, you can acoess Webldvizor, Blackboard , Webhail and SharePoint, or you can log
irto each site with the following links, using your otginal usemame and password .
WebAdvisor hitp:Veev-webserver shetidan edu 805040 ek Adviso riebAdvisat
To enter time, grades, change address, etc.
Blackboard: hitp: wwesne sheridan edwidistance hbSupgrade asp
Student leaming system.
WebMail: hitpsfinail sheridan edwexchandge
Accessto email from anywhere on any com puter.
Sharef oint: hitps i yoalle ge . sheridan.e duf
Shared documents and collaboration site for departn ert =.

School Dude

School Dude isthe site to submit all work orders for Maintenance, Cugodial and IT requess
You can alzo schedule everts,

o to weoee helpdesk sheridan.edu to submit & work regquest. You swdll initially be asked far your
email addresz. Motice there iz a tab for submitting work orders to specific depatments. The
password to submit 2 work order is nwecd.

Wireless

YPH

*#  |natructions for connecting to the College wireless are located at
Http: ffwencne sherid an. edu feciservice sfitsfnireless

«  Youmud be connededto a validinternet connedion

*  Nou will be ahle to access your network files from home or on the road when you are logged
irto the “F M software loaded on your college izsued laptop. Click onthe YPN link on your
dezktop, enter your usemame and password, dick connect and the icon will mowe to the
taskbar in the locked position. You are now conneded tothe College network .

+ |fyoudonot have a college izzued laptop then please use the links located in the "M yCollege
P ortal" section above as YPMN accessiz not givento personal computers.

ITS Helpdesk: Qur helpdesk will be manned from 7:30am —9pm Monday through T hursday during the
zemester and 7.30am — Spmoon Fridays. Atter Spm e will have student workers at the helpde sk that can
anzwer basic questions and assist with video conference courses going on throughout the district.
Contad information; Call us: 307-674-3300/ 00 Campus Ext. 2600

2r goto our helpde gk website to submit a support ticket: hitp Yhelpdesk sheridan. edu
The following sy=stems are supported for 24 /T systemup time:

+ PN access

E mail

Telephones

Wehsite & MyCollege
Colleague &\Webddvizor
Blackboard

3063 Coffeen Avenue - Sheridan, Wyoming 32301

(2071 674-044 6 ext, 2000
Page 2 of 2



Cisco Call Attendant Tips

Transfzrring Calls:
Select the Transfer button, key in extension, select transfer.

Czll Forward to Messages:

Select CRwdALL 2nd the message button
** Thisfeature is great when you are going to be away from your desk for an extended period of
time. The caller will appreciste getting rightto your message!

Call forward to another number:

Select CPwdAll and then key in the extension
** Handy feature if you are going awsay on vacation and you want someone in your office to
answer your calls, see personal settings below to change password.

Messages:
Setting up new password press messages and key in the initial password "12345", yvou willwant to
change this |ater to your own unigque password.

Send message select 2
** Great for forwarding messages, thiscan also be done thru your email whenchecking
MEssIERs.

Old messages select 3
** Zometimesthis nead to be cleaned out whenvyou use your emailto check messages.

Set-up optionsselect 4:

Grestings#1

** Ztandard Greeting #1 [To Re-record)

** Alternate Message #2 [Changes to your zlternate message)
** Edit Others #32 [Use this to change your messages, especizlly before switchingto 2
different message!
** Standard #1 ~ Generally used for main message
** Closed #2
** Alternate #3 ~ Changed to reflect gone for holiday, vacations whenusing thisit's
helpful to putwhen the callercan expedc areturn callor whao to call intheir absence.

clephone System

Messzze settings 2

Personal settings 3
** Change password #1
** Recorded name #2

Transfer settings 4



clephone System

Placing a Conference Call

Step 1

Step 2
Step 3

Follow these steps to turn a call into a conference call.

Procedure

During a call, press the more softkey and then the Condrn softkey Doing so
automati cally activates a new line and puts the first party on hold.

Flace a call to another number or extension.

When the call connects, press Confrn again to add the newparty to the conference
call.

Eepeat these steps to add parties to the conference call.
Once the conference call inthiator disconnects, no addibional parties can be added.

You can drop the last party added by pressing the RmLstC sofikey



Sheridan College Police Call Out Procedure

Chief Jason Vela

Cell Phone 752-2253
Office Extension 4150
Monday-Friday 8:00am-5:00pm
Officer Josh McKinley

Cell Phone 752-2133
Office Extension 4152
Officer Sandy Litle

Cell Phone 752-9999
Office Extension 4152
Officer Allen Thompson

Cell Phone 752-9999
Office Extension 4152
Officer Brian McPhillips

Cell Phone 752-9999
Office Extension 4152

Sheridan Police Dispatch 672-2413

¢ For Emergency assistance please call 911 and give them your
location. Campus and City Police will be dispatched by radio to your
location. Do not dial a *7" before dialing 911.

¢ For immediate assistance call Jason Vela at 752-2253 or Josh
McKinley at 752-2133

¢ For low priority calls please call the 4150 Office Extension and leave
a message. The Campus Police will return your call as soon as they
receive your message.

¢ In the event that Campus Police cannot be reached and it is not an
emergency, call the Sheridan Police Dispatch at 672-2413 they will
contact someone to help you.



INSTRUCTIONS
FOR FILLING OUT
AN INCIDENT
REPORT ONTHE
SHERIDAN
CAMPUS

For answers to any further
questions, please contact the
Campus Police.

NWCCD
Procedure for Non-Life Threatening Accidents

Render necessary first aid.

Step 2
For Sheridan College notify Campus Police, for Gillette College notify a college administrator,

they will document the event and provide assistance.

Step 3
If the injured party needs additional medical attention but the injured party refuses medical

transport via ambulance, it is the responsibility of the injured party to seek medical attention on
his or her own.

Step 4
Fill out the provided incident report form and submit it to Starr Zabel.

Step 5
The supervisorfinstructor should follow up with the injured party in a timely manner and inform

them that they must meet with Starr Zabel to complete accident insurance paper work.



Northern Wyoming Community College District
Incident Reporting Form

Morthern Wyoming Community Caollege District officials require ALL injuries and auto mobile accidents
be reported that are sustained while on District property andfor while paricipating in District recognized
activities. This repart should be completed no matter how minorthe injury may have been. A District
representative must complete all sections of this form within 24 hours after the injury is first reported.
Cnce completed, a copy of this report mustbe sent to the Office of the Vice President of Administrative

Services. Flease provide a thorough answer to all applicable sections.

For funtherinformation or if you have any questions, please contact the Office of the Vice President of
Administrative Services at 307-674-6446 x2341.

Northern Wyoming Community College District Incident Report

I hereby verify that the following information is correct and accurate to the best of my

knowledge.

Part 1: NWCCD Incident ldentifier Information (representative filling out this form):

First Mame

Last Mame

Daytime Phone Number

Employee Job Title

Employee Department

On Campus Extension

Home Address

City, State

Zip Code

Did anyone witness the
incident?

Witness Name(s)

Witness Telephone Mumber (s)

Part 2: Injured Person Information:

First Name

Last Name

Employee Job Title {If

Employee Department

Employee Phone Number

Applicable)
Home Address City, State Zip Code
Gender District Status
O Male O Full Time Employee O Student
O Female O Part Time Employee O Guest




Part 3: The Incident:

Date of Incident

Time of Incident

Location of Incident

Where did the incident occur? Flease be as specific as possible, building & room number or in
relation to a known fixed object. Example: In the hallway of the Whitney building next to the coffee

car.

What was the individual doing just before the incident occurred? Descrbe the activity, as well
as the tools, equipment, or matenal the individual was using. Be specific. Examples: climbing a
ladder while carrying a paint can, spraying chlorne from a hand sprayer; daily computer key-entry

What happened? Explain how the incident occurred. Examples: When the ladder slipped on wet
floor, worker fell 20ft, worker was sprayed with chlorne when gaskef broke during replacement,
worker developed soreness in wrist over time.

What is the injury or illness? Identify the part of the body that was affected and how it was
affected. Indicate left or nght. Please be more specific than “hurt”, “pain’, “sore”. Examples: “twisted
left ankle®, “‘chemical bum on lower left am”, “one inch cut on nght wrst”




Part 4: Response [ Treatment:

Who responded to the incident scene? (Please check all that apply)

O NWCCD Police and/or Security O Resident Assistant
O NWCCD Faculty or Staff member O No One
O Emergency Services O Other:

What treatment was received? (Please check all that apply)

O No Treatment O Unknown
O Treatment Refused O Beyond First Aid
O First Aid

Please describe the treatment given. (If treatment is refused have victim sign below)

Was the individual treated/taken to the Emergency Room?

O Yes O No

Part 5. Signatures:

Injured Acknowledgement and Signature

| have been apprised that | may seek medical attention and would like to do so.

Signature: Date:

| have been apprised that | may seek medical attention but decline to do so.

Signature: Date:

Witness Signature

Signature of Witness:

Date:
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Northern Wyoming Community College District
Board of Trustees

Mrs. Kati Sherwood, Chair
g 5. Sharptailed Road
Sheridan, W 82801

307-674-6547(h)
307-572-2002(w)

katiactaccess.net

Mr. Jerry lekel
425, Heald
Sheridan, W 82801

I0T-672-2067 (h)
jerrvi@iekel.net

Mr. Bruce Hoffman, Vice Chair
1686 Colony Park Drive
Sheridan, W 82801

307-572-2569 (h)
baskethi@fiberpipe.net

Mr. R. Scott Ludwig
51 Coffeen Ave., Suite 202
Sheridan, WY 82801

307-683-2002 (h)
J07-672-9738 (w)

scott@rsludwig.com

Mr. Robert L. Leibrich, Treasurer
1742 Hillcrest Dr
Sheridan, W 82801

307-672-1484 (w)
307-673-1040 (h)

robert. leibrich@fib.com

Mr. Jack Tarter

Johnson County Advisory Board
532 M. DeSmet

Buffalo, Wy 82834

307-584-73365 (h)
ftarte@vcn.com

Mr. Rolf Thor Distad, Secretary
25 Fouothill Drive
Sheridan, WY 82801

307-751-3751 (cell)
RTDistad@hotmail.com

Mr. Dave Ebertz

Gillette College Advisory Board
1011 Beaver Drive

P.O. Box 1526

Gillette, Wy 82717

J07-635-0614 (w)
J07-686-5737 (fax)

deeberizi@daveebertz.com

Mrs. Maorleen Healy
730 Clarendon Avenue

Sheridan, W 2801
J07-674-2444 (h)

nhealyvi@sheridan.edu
nhealyi@bresnan.net

Mr. Hayden Heaphy, Atorney
Davis and Cannon

P.O. Box 728
Sheridan, WY 82801
J07-672-7491(w)
307-672-8955 (fax)

Havdeni@davisandcannon.com
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DISCOUNT ON
YOUR HEALTH
INSURANCE

Visit the Healthier Wyoming
Website for more information and
to register:


http://www.healthierwy.org/

Employee Discounts

There are several programs that are available to employees of
NWCCD.

* Tickets to some college events at a discount or free
* See the HR department or Front Desk for assistance.

* Discounts at the College Bookstore
* Notify the Bookstore when you check out.

* Employee Discounts when you purchase a Munch Card from
Sodexo on the Sheridan Campus

» To obtain the following discounts, refer to the instructions on
the next few pages:

* Dell Computer Discount
e Hewlett-Packard (HP) Discount
* Microsoft Office Software Agreement

*  Verizon Wireless Discount



Dell Computer



Microsoft Office

Microsoft Work at Home Software:

You are eligible to participate in Microsoft's Software Assurance Home Use Program (HUP). This program enables you to
get a licensed copy of most Microsoft® Office desktop PC applications to install and use on yourhome computer.

Under the Home Use Program, you and our other employees who are users of qualifying applications at work may acquire
a licensed copy of the comesponding Home Use Program software to install and use on a home computer. You may
continue using HUP software while you are under our employment and as long as the comresponding software you use at
work has active Software Assurance coverage.

Please note that some product and language versions may not be available at the time you place an order. For up-to-date
information on the availability of Home Use Program software, please visit http://microsoft.com/licensing.

To access the Microsoft Home Use Program Web site:

1. Goto https://hup.microsoft com/

2. Select the country to which you want your order to be shipped to and choose the language forviewing the order
Web site.

3. Enter your corporate e-mail address and insert the following program code .

MNote: This program code is assigned fo our organization for our sole use in accessing this site. You may not share
this number with anyone outside our organization.

4. Place your order online, and it will be shipped to the location you have chosen. Please note that a fulfillment fee will
be charged to cover packaging, shipping, and handling costs.

We trust you will enjoy this benefit and look forward to your participation.

Hewlett-Packard

Please use the following login instructions to access HP Academy:

1. Go to www hpdirect. com/academ

2. Hit the “I'm an Educator” button, then “Sign UP & Shop” button.
3. Enter your First & Last name, email address, password of choice, and select your school..

4. Once you have set up your account, you can sign in with your email address and password.

2. You can also call the HP Home & Home Office sales center at 866-433-2018 for assistance, and to place your order on the phone.



Yerizon Wireless

Verizon Employee Discount: 18%

Employee User Enrollment Form

Enrcllment Process:
Plesse complete the below steps to successfully conwvert your current Verzon Wireless service to the Employee User
Program and teke advantage of these grest plan rates!

1 Cormplete the infomnation below.

2 Photocopy yourcument Employee Photo |D. If you do not possess orcannot fax an Employes Photo |D, please
photocopy yourcument pay stub (delete account & salary info). This information is needed for verification purposes.
3 Fax the completed Cowver Enroliment Form & photocopy of Employes Photo |Dorrecent Pay Stub to 1-800-711-
TTEE.

“A prica pian with e maninly accaess of 33499 or highar ks raquirad fo b2 allgibia for e ampiayas discounl Family Shara Primary Lines (33499 o
nighar) are alginia. Familly Share Sacandary Bnss are NOT aigipia. Visi My ACCoum 31 waww warinamainalass OOm O Camact Wiarizon Wirsiass Cusiomer
Sarvica al 1-500-322-0204 I3 price plan change ks raquirad.

Employee User Enrollment Contact
Information:
*Ermployer Mame: *Employee Last
Mame: *First Mamsa: “Work Phone:
*Home Phone: *CellularMumber *E-mazil Address:

Employees End User Agreement:
| understand that by registering my line, | will receive a discount on my monthly access fee and will be sble to activate
future service and to obtsin equiprment at s special rate as 8 result of iy employment with

[Print your employer's name & address)

| furtheracknowledge and understand thatl am receiving my calling plan rate based on my Employersoversll line
sttainment with Vernzon Wireless. From time-to-time, ry calling plan rates may be adjusted to those associsted with the
actusltotaline attsinment of my Ermployer. | understand that | cannottemninate my service without an Eary Temnination
Fee because of a rate adjustment to which my Employeragreed, notwithstanding amything to the contrary in the Customer
Agreerment. | acknowledge and understand that certsin information relsting to the service, including name, mabile
telephone numberand monthly charge total, may be releasedto my Employer. Vernzon Wireless reserves the right to
require proof of continued employment with ny Employerfromme. If a review of iy employment status revesals that | am
no longeran employee, Venzon Wireless reserves the night to adjust the calling planrates forthe penod of tirne | was not
g curmment employese and switch me to s commercially svailable caliing plan orto 8 non-discounted caliing plan forthe
remainderof my Customer Agreement termn.

By: [Employee Signature) *Mame:
[Employee Mame Printed & Employee |05} “Date:

*ndicates required field
E2005 Verzon Wireless EUAI 03/05 C7475

For Verizon Wireless Use Only

ECPD ID: 135201 Sales Rep Name: Cynthia Trumhble

Group |D: Sales Rep |VEcode: EBVET







Pepartment Cheeklist

Attendance __Attendance Policy
__ Work Schedule / changes
__ Tardiness
__ Calling in sick (when and whom)
__ Lunch periods
____Inclement Weather
__ Official College Closure
__Requests for Time off

Job Expectations ___Training on day-to-day operations
___ Performance Evaluation Schedule
____Job Responsibilities and Goals
__ Corrective Discipline and Appeals Process
___ Chain of Command

Equipment & __ Ordering Supplies
Property Use __ Photocopying
__ Operation and Maintenance of Equipment
___ Voice Mail & Greeting
Fax

___Mail (Inner Office & Postal)

Safety & Security _ Keys & Building/Office Access
__ Building Hours & After Hours Procedures
__ Evacuation Plans & Location of Fire Extinguishers
__ Accidents & Emergencies (First Aid Kit)

Personal Break Room Facilities

Concerns Restroom Locations
Safeguarding Personal Belongings
Smoking Policy

Professionalism Customer Service Role and Standards
Personal Phone Calls & Visitors
Integrity
Appropriate Dress
Confidentiality

Facility & Co- Meet Co-workers

s Co-worker’s roles/responsibilities

___ Where to Park
__ Facility Map



