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Columbus State Community College

Date

Board Action

SUBJECT:

Revision of Policy No. 3-10, Sick Leave

BACKGROUND INFORMATION:

The College periodically reviews and revises Chapter 3 —-Human Resource Policies, to stay up to date,
clarify, and/or stay in compliance with changing law. There is a need for one basic clarification in this
revision. Many years ago, the Board approved the use of sick leave for the purposes of bereavement for a
death in the immediate family of one of the college employees. Because bereavement is not specifically
mentioned in the prior versions of the policy, most employees do not know they have this benefit or can
not find it in policy. Consequently, this revision is to more clearly identify that bereavement is an
appropriate use of sick leave.

In addition, in light of the switch to semesters that will be effective fall of 2012, whenever policy is
reviewed, we try to address and revise the use of the term “quarters” and substitute the word “terms”.

RECOMMENDATION:

That the Board of Trustees adopts the proposed changes in the Sick Leave Policy 3-10 to provide clarification
regarding the use of bereavement and adopt the updates that are necessary to the policy.



COLUMBUS STATE COMMUNITY COLLEGE
POLICY AND PROCEDURES MANUAL

Effective December1,-2008
SICK LEAVE
Policy No. 3-10
Page 1 of 2
(A)  The college recognizes that employees may need to take sick leave. Paid sick

(B)

©

(D)

(E)

leave will be used only for personal illness, adoption, injury, pregnancy, exposure
to a contagious disease which could be communicated to others, or for
BEREAVEMENT death, illness, or injury to a member of the employee’s
immediate family.

[See also benefits available under college’s Family and Medical Leave Policy No.
3-36.]

Full-time employees who work a 100 percent schedule are credited with time for
sick leave at a rate of 10.0 hours per calendar month of completed service. Other
full-time employees working reduced work schedules shall have their time for
sick leave credited and deducted at a rate in proportion to their appointment. Full-
time faculty members, regardless of whether they are employed TWO OR
THREE TERMS three-orfour-quarters-during a fiscal year, will be credited with
time for sick leave at a rate of fifteen days per year. Time for sick leave may be
accumulated without limit.

Adjunct instructors are credited with time for sick leave at a rate equal to the total
number of contact hours for that quarter times 0.665, rounded to the nearest half
hour. Adjunct instructors do not accumulate sick leave credit from quarter to
quarter. A fulltime faculty member who is employed as an adjunct faculty
member under a supplemental contract is eligible to be credited with sick leave in
accordance with the above. Sick leave credit earned as a full-time faculty member
and sick leave credit earned as an adjunct faculty member are not interchangeable.

If an employee is absent from work due to a work-related injury and receives
lost-time compensation from the Bureau of Workers Compensation, that
employee is not eligible to utilize sick leave or receive pay from the college for
that absence or any subsequent related absence for which he/she receives lost-
time compensation. (Such leave shall be counted as Family and Medical Leave
under Policy No. 3-36.)

Sick leave accumulated by an employee while previously employed by another
Public agency is transferable in accordance with the provisions of the Ohio
Revised Code and related regulations. THE LEAVE IS CODED AS
TRANSFERRED SICK LEAVE.

REVISED July 8, 2010



(F)  College employees who, at the time of their disability or service retirement, have
ten or more years of service with the college or any agency of the state or any of
its political sub-divisions, may convert only their accrued but unused time for sick
leave with Columbus State Community College to monetary compensation. Sick
leave balances transferred from another public agency employer shall not be paid
out upon separation to employees hired after DECEMBER 1, 2008 the-effeetive
Unless otherwise addressed by the terms of an applicable collective bargaining
agreement, employees, participating in a state retirement system or an alternative
retirement program, who retire from the college after the effective date of this
policy, may convert one-fourth of their accumulated sick leave earned as an
employee of the college to a maximum of forty-five (45) days to a cash payment
at the time of retirement. The conversion rate will be based upon the employee’s
rate of compensation at the time of retirement. Converting sick leave to Cash
payment will reduce the employee’s sick leave balance to zero (0), regardless of
the number of hours accumulated from employment by the college or another
employer.

(G) BEREAVEMENT LEAVE
FULL-TIME EMPLOYEES MAY USE UP TO FIVE (5) PAID SICK LEAVE
DAYS FOR THE DEATH OF AN IMMEDIATE FAMILY MEMBER, OR
OTHER PERSONS RESIDING IN THE HOME OF THE EMPLOYEE, OR A
DOMESTIC PARTNER. IMMEDIATE FAMILY IS DEFINED IN SECTION 3-
10 (H). THE APPROPRIATE REQUEST FOR LEAVE OF ABSENCE FORM
MUST BE COMPLETED AND SUBMITTED TO THE EMPLOYEES
SUPERVISOR.

(H)  The President will establish procedures to administer this policy.

REVISED July 8, 2010



Columbus State Community College

Date

Board Action

SUBJECT:

Revision of Policy No. 3-06, Overtime, and Policy No. 3-24, Work Schedule

BACKGROUND INFORMATION:

The College periodically reviews and revises Chapter 3-Human Resource Policies, to update, clarify and
stay in compliance with changing law. The College is moving to an electronic time keeping process in
order to remain in compliance with recent changes in state law. Consequently the policies for Work
Schedules and Overtime need to be updated. The college moved to a 40-hour work week a number of
years ago, and the Overtime policy needs to reflect that change.

Electronic time-keeping permits the college to more effectively document the actual hours worked for
overtime eligible employees for pay purposes. Employees will need to have regular work schedules
established in order for electronic time-keeping to function properly. Therefore, changes in policy are
needed to properly comply with the reporting requirements.

RECOMMENDATION:

That the Board of Trustees adopt the proposed changes in Policy 3-06, Overtime, and Policy 3-24, Work
Schedules in order for the college to remain in compliance with changing state law, and to more
efficiently and effectively report hours worked for payroll documentation purposes.



COLUMBUS STATE COMMUNITY COLLEGE
POLICY AND PROCEDURES MANUAL

OVERTIME Effective

Policy No. 3-06

Page 1

(A)

(B)

©

D)

)

(F)

Staff EMPLOYEES who are defined as non-exempt in current wage-hour regulations as
they apply to the college are eligible for overtime compensation.

Overtime is defined as time worked in excess of FORTY (40) HOURS thirty-seven-and
ene-half-hours in any work week beginning at 12:01 a.m. on Sunday and ending at 11:59
p.m. on the following Saturday. Accrued vacation, SICK,disability—absenee, personal
business absence, court service and holidays will be credited to the FORTY (40) HOURS

FOR THE PURPOSE OF OVERTIME. thirty-seven-and-one-halfhouss.

The rate of overtime compensation will be one and one-half times the employee's regular
rate of pay, calculated on an hourly basis for every hour wanted WORKED over forty hours,
WITHIN THE WORK WEEK.

Budgeted Ovemme must be approved in advance by the approprlate SUPER VISOR
SUPERVISORS SHOULD MAINTAIN A REGULAR WORK AND LUNCH BREAK
SCHEDULE FOR ALL EMPLOYEES. GENERALLY, AN EMPLOYEE SHOULD NOT
BE ALLOWED TO WORK THROUGH HIS/HER LUNCH PERIOD, COME IN EARLY
OR WORK LATE UNLESS AUTHORIZED BY THE SUPERVISOR.

IF AN EMPLOYEE WORKS UNAUTHORIZED OVERTIME, HE/SHE SHOULD BE
PAID ACCORDINGLY AND STEPS SHOULD BE TAKEN TO PREVENT FUTURE
UNAUTHORIZED USE OF OVERTIME.

Employees MAY BE are expected to work overtime when requested by their managers,
especially during an emergency situation.

THE PRESIDENT WILL ESTABLISH PROCEDURES TO ADMINISTER THIS

REVISED July 8, 2010



COLUMBUS STATE COMMUNITY COLLEGE
POLICY AND PROCEDURES MANUAL

WORK SCHEDULE Effective Oetober15;-1985
Policy No. 3-24
Page 1 of 1

(A) ALL EMPLOYEES MUST ESTABLISH A WORK SCHEDULE WHICH HAS
THEIR SUPERVISOR’S APPROVAL.

(B) All employees ARE EXPECTED TO MAINTAIN A REGULAR AND
PREDICTABLE WORK SCHEDULE (EXCLUDING EMPLOYEES WHO
ARE IN AN ACTIVE ADA/FMLA STATUS). established-within-their

respeetive-wotrk-areas:

(C) FAILURE TO MAINTAIN A REGULAR AND PREDICTABLE WORK
SCHEDULE Repeated-failure-to-meet-the required-werlk-sehedule may result in
pay-deductions-for-the-missed-time; DISCIPLINARY ACTION;-warning:-of

suspension; UP TO AND INCLUDING TERMINATION.

(D) THE PRESIDENT WILL ESTABLISH PROCEDURES TO ADMINISTER
THIS POLICY.

REVISED July 8, 2010



Columbus State Community College

Date

Board Action

SUBJECT: Personnel Information Items

BACKGROUND INFORMATION:

In accordance with a Board of Trustees resolution approved and adopted at their regular meeting held on
October 18, 1978, the President has the authority to make staff appointments to positions which have
already been approved by the Board and included in the current budget, and to accept faculty and staff
resignations. The attached personnel actions took place during the months of May, June and July, 2010.

FOR INFORMATION ONLY




COLUMBUS STATE COMMUNITY COLLEGE

BOARD OF TRUSTEES INFORMATION ONLY

In accordance with a Board Resolution approved and adopted at a regular meeting held on October 18, 1978, which
enables the President to make employee appointments to positions which have already been approved by the Board

and included in the current budget, the following persons have been appointed.

NAME POSITION DEPARTMENT DATE SALARY
Flor Barone Office Associate Financial Aid 06/01/10 $28,652
(L. Baisden)

Emily Breece Specialist (Safety & Security) Public Safety 06/01/10 $28,652
(Transfer) (Delaware Campus)

Charles Dawson Supervisor I Supervisor 1 06/16/10 $93,591
(Reclassification)

Zachary Dziczkowski Instructor Integrated Media & Technology 06/16/10 $41,065
(Repl. J. Mellman)

Patricia Fabrisi Assistant Director Delaware Campus 06/16/10 $72,000
(New B/A - 10°/11%)

Katina Fitch Account Clerk Business Office 06/16/10 $26,204
(Repl. B. Barron)

Adam Ghiloni Advisor Financial Aid 06/16/10 $44,034
(Repl. J. Liddle)

Cynthia Hayes Groundskeeper I Physical Plant 06/01/10 $25,526
(Repl. A. Darst)

Matthew Heywood Instructor Integrated Media & Technology 06/16/10 $39,486
(New B/A - 10°11") {(Delaware Campus)

Elisa Kaufman Office Associate Psychology 07/01/10 $28,652
(Repl. S. Biggs)

Denis Marketos Instructor Mathematics 06/16/10 $42.644
(New B/A —-10°117)

Ricky Neal Jr. Police Officer Public Safety 06/01/10 $30,696

(Repl. S. Habecker)



Page 2
Board Information

BOARD OF TRUSTEES INFORMATION ONLY
Nelly Ongoro Associate Teacher Child Development Center 06/16/10 $28,652
(Repl. C. Williams)

Nancy Pine Instructor English (Delaware Campus)  06/16/10 $44,224
(New B/A - 10°11")

Danette Vance Specialist Human Resources 06/16/10 $34,500
(Repl. M. Jablonka)

Sandra Veach Specialist Testing Center 06/01/10 $34,785

(Repl. G. Finkler)

Michael Wright Instructor English (Delaware Campus) 06/16/10 $39,486
(New B/A - 10°117)



COLUMBUS STATE COMMUNITY COLLEGE
BOARD OF TRUSTEES INFORMATION ONLY
In accordance with a Board Resolution approved and adopted at a regular meeting held on October 18, 1978, which

enables the President to make employee appointments to positions which have already been approved by the Board and
included in the current budget, the following resignations/terminations have been accepted.

NAME POSITION DEPARTMENT DATE
Patricia Baker Program Coordinator College Health Office 07/01/10
(Retirement)

Heather Breedlove Associate Teacher Child Development Center 05/24/10
(Resignation)

Valeriana Moeller President President’s Office 07/01/10
(Retirement)

Omar Mustafa Program Coordinator Educational Resources Center 05/03/10
(Termination)

Tamika Rashid Supervisor I Student Activities & Athletics 07/02/10
(Resignation)

Mindy Shinn Technician Public Safety 05/31/10
(Resignation)

Sunday Zidonis Program Coordinator Knowledge Resources & Planning  05/19/10

(Termination)



Columbus State Community College

Date

Board Action

SUBJECT:

Preliminary year-end financial statements as of and for the year ended, June 30, 2010.

BACKGROUND INFORMATION:
Columbus State Community College policy requires that monthly the President provide each Board of
Trustees member a copy of the college's financial statements.

RECOMMENDATION:
That the preliminary year-end financial statements as of and for the year ended, June 30, 2010, be
accepted as presented.

11
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COLUMBUS STATE

Community
College

550 East Spring Street

P.O. Box 1609

Columbus, Ohio 43216-1609

614/287-2400

TO: Board of Trustees

FROM: Dr. David T. Harrison, President
DATE: July 8, 2010

SUBJECT:

Attached are the preliminary year-end financial statements of Columbus State Community
College, the Foundation, and the President’s Discretionary Fund for the period ended June 30,

2010.

1. General Fund

In FY 2010, the financial statements included for the first time the initial Delaware Campus
budget approved by the Board in September 2009. See specifically Exhibit B which includes
both the “transfer in” of revenues for the Delaware Campus (the first year yields no tuition or

subsidy revenues), and budgeted expenses.

Total operating revenues through June 2010 are $149,286,377, 13.2% higher than the
same period last year. The difference in the two years is primarily due to increased

Preliminary Year-End Financial Statements as of June 30, 2010

Enrollment
Budget to
Actual Actual
Budgeted Increase/ FY 09 FY 10 %
Quarter Headcount Headcount Decrease FTEs FTEs Variance

Summer 2009 14,265 16,845 18.1% 7,859 9,532 21.3%
Autumn 2009 24,482 28,539 16.6% 16,065 18,882 17.5%
Winter 2010 28,049 28,534 1.7% 15,874 18,654 17.5%
Spring 2010* 27,535 28,486 3.5% 15,461 18,652 20.6%

*Preliminary headcounts and FTEs

Revenues (Exhibit B)

tuition and fee revenue as a result of higher enrollment.

Expenditures (Exhibit B)

Total operating expenditures (before transfers) are $125,246,718 for the period, or 9.9%

higher than the same period last year. Based on current spending, projected year end
numbers for expenditures reflect lower-than-budgeted expenses for utilities, consultant

and professional fees, untapped contingency funds and salary and benefit savings realized

while positions are being filled.

12



Board of Trustees
Financial Statements as of June 30, 2010
Page 2

e Projected Net Income (Exhibit B)

Operating net income after estimated year-end adjustments is projected at $16.9 million,
compared to $7.5 million budgeted at mid-year. Year-end adjustments include
depreciation expense, invoices that will be paid in July for expenses incurred in FY 10,
capital equipment and board initiatives, payroll accruals, reserves for bad debt and
banking fees. The projected $16.9 million net income is largely the result of significant
enrollment growth, lower-than-budgeted expenses, and interest income of just over $1
million. Net income will be allocated in January after the annual audit is completed, as
per Board guidelines.

2. Auxiliary Fund (Exhibit D)

Through June 30, the Auxiliary fund is showing a 16.1% operating gain over the same period last
year which continues to be attributed to the college’s enrollment growth compared to last year,
resulting in higher textbook sales for the Bookstore. Auxiliary fund expenditures are higher this
year by 4% compared to last year due in large part to the alignment of expenses that occurred at
mid-year last year and to an increase in staffing levels required for quarterly rush.

3. President’s Discretionary Fund (Exhibit F)
The President’s Discretionary Fund has a cash balance of $4,744 at June 30, after disbursements

of $15,256.

4. Foundation (Exhibits G and H)

Foundation contributions for the year are $576,014 compared to $1,028,855 last year. The
majority of the decrease is due to significant in-kind contributions recorded as of June 2009. In-
kind activity for FY2010 has not been recorded yet, but will be recorded as part of our year end
process for proper presentation on the audited financial statements. Administration fees totaling
$43,579 were charged to the Endowed Accounts in May, per the new Foundation spending
policy adopted this year. Investment earnings decreased by just over $90,000 this month
compared to last month; however, earnings for the year increased by over $1,000,000 from last
fiscal year, substantially reversing the losses incurred last year. Expenditures through June are
$482,965 compared to $863,726 last year. This is also attributed to recognition of the in-kind
contributions as mentioned above.

5. Investments
The College’s portfolio is invested consistent with its investment policy, with 37.2% currently
invested in STAROhio and other money markets, with the balance in federal agencies.

13
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COLUMBUS STATE COMMUNITY COLLEGE

PRESIDENT'S DISCRETIONARY FUND

STATEMENT OF CASH RECEIPTS AND DISBURSEMENTS
FOR THE TWELVE MONTHS ENDED JUNE 30, 2010

Cash at Beginning of Period

Receipts:

Deposit

Disbursements:

American Red Cross

Bexiey Monk

Business First

Children's Hunger Alliance

Choices

Columbus Chamber of Commerce
Columbus Council on World Affairs
Columbus Housing Pamership
Columbus International Program
Columbus Metropolitan Library
Discovery Exchange

Event Marketing Strategies
Flowers

Friends of the Conservatory
Goodwill Columbus

Greater Columbus Community Helping Hands
House of Hope, Inc.

M. Valeriana Moeller - WELD Keynote event
MLK Breakfast Committee

Prevent Blindness

Southeast, Inc.

Tech Columbus

The Gathering

Thersa J. Gehr Reimbursement
The Homeless Families Foundation
Thurber House

YWCA Columbus

17,430

1,500
600
50
1,500
1,000
750
1,000
200
200
1,000
320
300
1,287
300
150
100
450
120
351
500
270
516
1,250
67
100
125
1,250

[Al

(B]

NOTE:

The President's Discretionary fund is a separate fund from the operating and capital funds of the

$

$

2,570

17,430

15,256

4,744

[C]

college. The source of funds is from other-than-public (governmental) monies or student fees,
as specified by the Board of Trustees.

The purpose of the fund is to enhance the mission of the college. Expenditures are to promote
or enhance the image of the college, the college educational programs, operations, entertainment,
contributions, and other appropriate expenditures not provided for in the college operating

budget.

EXHIBIT F

(1)

()

3)

(4)

(6)

(6)

(7)

(8)

9

(10)
(11)
(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)
(20)
(21)
(22)
(23)
(24)
(25)
(26)
(27)
(28)
(29)
(30)
(31)
(32)
(33)
(34)
(35)
(36)
(37)
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COLUMBUS STATE COMMUNITY COLLEGE DEVELOPMENT FOUNDATION, INC.
BALANCE SHEET AT JUNE 30, 2010
With Comparative Figures at June 30, 2009

Assets

Cash

Investments at market value (see note)
Pledges Receivable

Student Emergency Loans restricted - Net

Total Assets

Liabilities
Due to general fund
Pledge Payable
Trade Payables
Total Liabilities
Fund balance
Permanently Restricted
Temporarily Restricted
Unrestricted
Total fund balance

Total Liabilities and fund balance

Note: Investments

June 30,
2010

$ 468,619 $
4,281,112
150,734

1,297

$ 4,901,762 $

$ 1,320 $

1,320

3,423,180
1,731,578

(254,316)

4,900,442

$ 4,901,762 $

[A]

June 30,
2009

498,468
3,549,665
353,734
1,297

P RVRNIE Soresou iU

4,403,164

222
40,000
1,857

—_—
42,079

3,304,126
1,706,577

(649,618)

4,361,085

4,403,164

{B]

Investments are valued at market, which is generally determined by use of published market quotations.
Realized gains and losses from sale or redemption of invesments are based upon the cost of the specific
investment sold or redeemed. Purchases and sales of investments are reflected on a trade-date basis.
A summary of investments is as follows:

Cash
Equities
Fixed Income
Mutual Funds

Total Investments

Cost
$ 176,984
2,166,247

485,623

1,402,196

$__ 4,231,050

Percent of

Market Portfolio
176,984 4.13%
2,084,575 48.69%
534,071 12.48%
1,485,482 34.70%

$ 4281!112 100.00%

_EXHIBITG

1M
@
3)

(5)
6)

("
(8

(10)

(1)
(12)
(13)
(14)
(15)
(18)
(17
(18)
(19)
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COLUMBUS STATE COMMUNITY COLLEGE
NOTES TO FINANCIAL STATEMENTS
AS OF JUNE 30, 2010

Investments
Investment Market Yield to Average
Fund Cost Value Maturity* Maturity (days)
STAR Ohio/Operating $ 50,605531 § 50,605,531 0.12% 1
STAR Ohio/Plant 2,442,874 2,442,874 0.12% 1
STAR Ohio/Auxiliary 534,040 534,040 0.12% 1
CSCC Operating Fund 1 49,294,938 49,360,950 0.32% 147.6
CSCC Operating Fund 2 33,648,599 33,990,905 1.96% 820
Bond Proceeds 478,524 478,524 0.55% 1
Auxiliary Services 5,642,729 5,695,384 2.04% 677
Plant Fund 4,689,356 4,724,240 1.97% 803
$ 147,336,500 $§ _ 147,832,448
* Weighted
Portfolio Composition Type % of Total
STAR Ohio 36.25%
Agencies 62.83%
Cash & Equivalents 0.93%
Inventories 100.00%

Bookstore inventories at year-end are stated at actual cost. At or near year-end a complete physical
inventory is taken and adjustments, if any, are recorded.

Plant Funds

Physical plant and equipment are stated at cost at date of acquisition or fair value at date of donation
in case of gifts. Depreciation of physical plant and equipment is recorded.

Long-term debt

Long-term debt consists of bonds payable in annual instailments varying from $545,000 to $1,120,000
with interest at rates varying from 2.00% to 4.50%, the final installment being due in 2023,
coilateralized by a gross pledge basis, of the general receipts of the college, which include the full

of every type and character of receipts, excepting only those specifically excluded which are primarily
those that are appropriated from the State of Ohio.

Debt service for this long-term debt is paid from an annual allocation in the College’s Operating fund, the
Auxiliary Services fund, and from the State's Capital Component Program.

Interfund Accounts

All interfund borrowings have been made from current funds and amounts are due currently without
interest.
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