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Institutional Goals .............................................................................1-02 (B) 
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Instructor .......................................................................................3-01 (B) 
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Insubordination, Employee ..................................................................3-32 (B) (3) 
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Insurance, Student ............................................................................7-06 (H) 

Interest, Conflict of ...........................................................................3-20 

International Fee ..............................................................................7-06 (E) 

Internet/Intranet ...............................................................................15-01 
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Jury Duty .......................................................................................3-11 
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Laboratory Fee ................................................................................7-06 (F) 

Lay Off..........................................................................................3-30 (D) 
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Logo .............................................................................................11-03 
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Mascot ..........................................................................................11-03 

Material, Management of Hazardous ......................................................13-11 

Maternity Leave ...............................................................................3-36 

Matriculation Fee .............................................................................7-06 (B) 

Mediation .......................................................................................3-31 (B) 
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Meeting Rooms................................................................................13-01 
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National Guard Duty .........................................................................3-14 
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Performance Appraisal, Employee.........................................................3-19 

Permits, Parking ..............................................................................11-01 (12 of 18) 

Person with Disability ........................................................................11-05 

Personal Business Absence ..................................................................3-12 

Personnel Classification System ............................................................3-01 

Personnel Files ................................................................................3-22 

Petition to Graduate ..........................................................................5-08 (C) 

Physical Plant Department ..................................................................11-01 (3 of 18) 

Physical Plant Work Orders.................................................................11-01 (3 of 18) 

Plagiarism ......................................................................................7-11 

Plagiarism ......................................................................................15-01 (C) (3) (g) 

Planning Process, College...................................................................13-09 

Policy, Amendment or Repeal of...........................................................1-09 

Positions, New Job............................................................................3-02 (B) 

Power Failure..................................................................................11-01 (12 of 18) 

President's Discretionary Fund .............................................................9-09 

Privacy Act .....................................................................................7-05 (A) 

Privacy and Protection of Records ........................................................11-02 and 15-01 

Privacy, Student Records ....................................................................7-05 (A) 

Privileges, Employee .........................................................................3-09 

Probation, Academic .........................................................................7-03 (R) 

Probationary Period, Ninety-Day, Performance Appraisal............................3-19 (C) 

Problem Resolution, Student ................................................................7-09 

Problem Review Panel, Employee..........................................................3-31 (B) (8) 
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Problem-Solving, Employee ................................................................3-31 

Procedure for Grade Grievance ............................................................5-09 (C) 

Procedures for Employment .................................................................3-02 (C) to (F) 

Professional Development, Sabbatical for ................................................5-03 

Professor........................................................................................3-01 (B) 

Proficiency Credit .............................................................................5-11 (D)(3) 

Proficiency Exam Fee ........................................................................7-06 (L) 

Program Accreditation .......................................................................5-16 

Program Approval ............................................................................5-07 

Program Requirements .......................................................................5-06 

Programs Defined.............................................................................1-01 

Promotion and Reclassification.............................................................3-04 (E)(5-6) 

Promotion and Tenure Committees ........................................................5-02 (F) 

Promotion in Rank ............................................................................3-01 (B) 

Property, Surplus .............................................................................9-08 

Protection and Privacy of Records .........................................................11-02 

Public Participation, Board of Trustees ...................................................1-06 (P) 

Public Safety Department ....................................................................11-01 (6 of 18) 

Purchase Orders ...............................................................................9-03  

Purchasing......................................................................................9-03 

Purchasing Procedures.......................................................................9-03 (H) 

Purchasing Requisitions......................................................................9-01 (I) 

Quorum of Board of Trustees...............................................................1-06 (J) 

Ranges, Salary.................................................................................3-04 

Rank, Faculty ..................................................................................3-01 (B) 

Reasonable Accommodations, Disability Services ......................................11-05 

Recall from Reduction in Workforce .......................................................3-30 (D) 

Receiving Department Procedures .........................................................11-01 (3 of 18) 

Reclassification and Promotion.............................................................3-04 (E)(5-6) 
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Records, Protection and Privacy of ........................................................11-02 

Records, Retention............................................................................11-04 

Records, Student ..............................................................................7-05 

Reduction in Workforce and Recall ........................................................3-30 (D) 

Refund of Fees.................................................................................7-06 (O) 

Refund of Fees, Appeal of ..................................................................7-06 (O) 

Refund of Fees, Title IV Recipients ........................................................7-06 (P) 

Registration of Research Projects ..........................................................13-08 

Regular Student Defined .....................................................................7-02 (A) (3) 

Rehired Employees ...........................................................................3-02 (G) 

Reimbursement for Educational Fees Other Than CSCC ..............................3-08 (H) 

Reimbursement for Travel, Employee ....................................................9-06 

Reimbursement for Travel, Board of Trustees...........................................1-04 (E) 

Reinstatement of Academically Dismissed Student ......................................7-03 (T) 

Relative Defined...............................................................................3-20 

Relatives, Hiring of...........................................................................3-20 

Religious Observances, Absence From Work for .......................................3-12 

Repeal or Amendment of Policy............................................................1-09 

Reports ..........................................................................................9-07 

Request for Vacation..........................................................................3-05 (J) 

Requests for Services From the Research and Planning Department ................13-10 

Requirements, Degree Program ............................................................5-06 

Requirements, Grading and Academic ....................................................7-03 

Requirements, Graduation ...................................................................5-08 

Research, Academic ..........................................................................5-01 

Research and Planning Department, Request for Services From .....................13-10 

Research Projects, Registration of .........................................................13-08 

Resignation .....................................................................................3-30 (A) 

Responsibilities of Board of Trustees......................................................1-08 



Italics = Procedures Page 19 
 
 COLUMBUS STATE COMMUNITY COLLEGE 
 INDEX TO POLICY AND PROCEDURES MANUAL  
 
SUBJECT SECTION 
 

Responsibility and Academic Freedom....................................................5-01 

Retention of Records .........................................................................11-04 

Retired Employees, Employment of ......................................................3-02 

Retirement......................................................................................3-30 (B) 

Retirement, Converting Sick Leave........................................................3-10 (F) &  (G) 

Retirement System, School Employees....................................................3-08 (B) 

Retirement System, State Teachers ........................................................3-08 (B) 

Retroactive Academic Withdrawal .........................................................7-03 (F) 

Rights and Privacy/Student Records, Access to..........................................7-05 (A) 

Rooms, Meeting...............................................................................13-01 

Rooms, Scheduling of for Other Than Academic Reasons .............................13-01 (E) 

Royalty and Copyright .......................................................................13-05 

Sabbatical and Faculty Rank................................................................3-01 (B) (3) (e) 

Sabbatical for Professional Development .................................................5-03 

Safety, Employee..............................................................................13-11 

Salaries, Employee............................................................................3-04 

Salary Increases ...............................................................................3-04 (E)(3) 

Salary Ranges..................................................................................3-04 

Salary System Administration ...............................................................3-04 (E) 

Salvaged Equipment ..........................................................................11-01 (5 of 18) 

Schedule, Work ...............................................................................3-24 

Scheduling of Rooms for Other Than Academic Reasons ..............................13-01 (E) 

School Employees Retirement System.....................................................3-08 (B) 

Second-Year Student Defined................................................................7-02 (A) (7) 

Separated Employees .........................................................................3-30 

Separation Approvals, Employee ...........................................................3-30 (E) 

Separation From Employment ..............................................................3-30 

SERS ............................................................................................3-08 (B) 

Services to Students...........................................................................7-04 
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Sexual Assault .................................................................................3-34 (C) 

Sexual Harassment ............................................................................3-34 

Sexual Harassment............................................................................15-01 (C) (3) (h) 

Sexual Misconduct ............................................................................3-35 

Shipping Department Procedures ..........................................................11-01 (3 of 18) 

Short-Term Leave of Absence ..............................................................3-13  

Sick Leave......................................................................................3-10 

Smoking in Buildings.........................................................................13-02 

Snow Closing ..................................................................................3-16 (A) 

Spouse and Dependent Children Fee Waiver.............................................3-08 (J) 

Staff..............................................................................................3-02 (D) 

State Community College Defined .........................................................1-01 

State Community College District Defined ...............................................1-01 

State of Ohio Capital Funds.................................................................9-02 (E) 

State Teachers Retirement System .........................................................3-08 (B) 

Status, Emeritus ...............................................................................3-23 

STRS ............................................................................................3-08 (B) 

Student Code of Conduct ....................................................................7-12 

Student Conduct ...............................................................................7-10, 7-11, 7-12 

Student Complaints ...........................................................................7-13 

Student Fee.....................................................................................7-06 

Student Financial Aid.........................................................................7-07 

Student Grade Report.........................................................................7-03 (V) 

Student Grievance.............................................................................7-09 

Student Grievance Process ..................................................................7-09 (C) 

Student Insurance .............................................................................7-06 (H) 

Student Academic Conduct ..................................................................7-11 

Student Misconduct ...........................................................................7-10, 7-11, 7-12 

Student Problem Resolution .................................................................7-09 
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Student Records ...............................................................................7-05 

Student Records/Rights and Privacy, Access to..........................................7-05 (A) 

Student Services ...............................................................................7-04 

Student Suspension and Dismissal for Arrest and Conviction.........................7-08 

Students, Classification of ...................................................................7-02 (A) 

Subpoena for Court Service .................................................................3-11 

Summons to Court ............................................................................3-11 

Supply Room Procedure......................................................................11-01 (3 of 18) 

Support Services...............................................................................11-01 

Surplus Equipment ............................................................................11-01 (5 of 18) 

Surplus Property ..............................................................................9-08 

Surplus Property, Disposal of...............................................................9-08 (B) 

Suspension and Dismissal for Arrest and Conviction, Student........................7-08 

Suspension and Warning, Employees ......................................................3-32 (C) 

Syllabi and Course Outlines .................................................................5-10 

Symbol ..........................................................................................11-03 

Technical Education Program Defined ....................................................1-01 (D) 

Telephone Services ...........................................................................13-04 

Tenure and Promotion Committees ........................................................5-02 (F) 

Tenure, Awarding of..........................................................................5-02 (E) 

Tenure, Faculty................................................................................5-02 

Tenure, Termination of.......................................................................5-02 (I) 

Termination of Tenure........................................................................5-02 (I) 

Tickets, Traffic Violations ...................................................................11-01 (14 of 18) 

Tornado .........................................................................................11-01 (11 of 18) 

Trademark ......................................................................................15-01 (K) (4) 

Traffic Citations ...............................................................................11-01 (14 of 18) 

Transcripts .....................................................................................7-03 (W) 

Transfer Credit ................................................................................5-11 (D) 
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Transfer, Employee. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-02 (C), (D), (E)  

& 3-04 (E) 

Transient Student Defined ...................................................................7-02 (A) (5) 

Transient Student Fee ........................................................................7-06 (K) 

Travel and Reimbursement, Employee....................................................9-06 

Travel and Reimbursement, Board of Trustees ..........................................1-04 (E) 

Travel Reimbursement........................................................................9-06 (A) 

Travel/Transportation Meals Reimbursement, Off-Campus--Business Related .....9-06 (B) 

Trips, Field.....................................................................................5-17 

Trustee Emeritus Status ......................................................................1-12 

U.S. Resident Fee.............................................................................7-06 (E) 

Vacancy on Board of Trustees ..............................................................1-04 (H) 

Vacation ........................................................................................3-05 

Vacation Request ..............................................................................3-05 (J) 

Vehicles, College-Owned ....................................................................11-01 (5 of 18) 

Verification of Graduation Requirements .................................................5-08 (D) 

Waiver, Fee for Employees .................................................................3-08 (G) 

Waiver, Fee for Spouses and Dependent Children......................................3-08 (J) 

Warning, Academic...........................................................................7-03 (P), (Q) 

Warning and Suspension, Employees ......................................................3-32 (C) 

Weapons ........................................................................................3-32 (B) (1) 

Weather Emergency...........................................................................3-16 (A) 

Withdrawal, Course ..........................................................................7-03 (F) 

Withdrawal, Retroactive .....................................................................7-03 (G) 

Word Processing Center .....................................................................11-01 (16 of 18) 

Work Day Defined............................................................................1-01 (F) 

Work Orders, Physical Plant................................................................11-01 (3 of 18) 

Work Schedule ................................................................................3-24/3-01 (F) (2) 

Workforce, Reduction and Recall in .......................................................3-30 (D) 



Italics = Procedures Page 23 
 
 COLUMBUS STATE COMMUNITY COLLEGE 
 INDEX TO POLICY AND PROCEDURES MANUAL  
 
SUBJECT SECTION 
 

World Wide Web ..............................................................................15-01 (K) 

Written Student Complaints .................................................................7-13 

Zip Code ........................................................................................11-01 (2 of 18) 
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