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MISSION STATEMENT 
Approved March 13, 2007 

 

Independence Community College provides quality higher education, lifelong learning, economic development, cultural 

enrichment, and global awareness for its students and community members through transfer, career and technical, community and 

college preparatory programs. 

 

 

 

PURPOSE STATEMENTS 
Approved March 13, 2007 

 

In striving to meet its institutional responsibilities as a comprehensive community college, Independence Community College sets 

forth the following purpose statements in definition of its educational programs and services.  These statements also serve as 

criteria for the administration, faculty, staff, students, and the public in assessing the college’s effectiveness in meeting its 

institutional mission. 

 

A. Achieving Junior Level Transfer Status 

Students who have completed either a prescribed Associate of Arts or Associate of Science degree program at Independence 

Community College should be able to transfer to select four-year colleges or universities with junior status.  The College 

establishes and maintains transfer agreements with select institutions to facilitate the transferability of its academic programs. 

 

B. Achieving Entry Level Occupational Skills 

Students who have completed either a prescribed Career/Technical Education Certificate or Associate of Applied Science 

degree program will have acquired the requisite skills for obtaining employment or advancement in the field of that 

educational program. 

 

C. Promoting and Providing Life-Long Learning Opportunities 

The College provides individuals with the means to upgrade their job skills and to improve the quality of their lives through 

academic endeavors. 

 

D. Achieving Basic Skills and/or College Readiness 

Through academic and other support services, students can achieve the proficiency required for continuance in higher 

education, for employment, or for day-to-day communication and computation. 

 

E. Participating in College and Community Sponsored Activities 

Students attending Independence Community College can participate in a wide variety of activities aimed at broadening their 

social, political, physical, and cultural horizons. 

 

 

 

VISION STATEMENT 
Approved March 13, 2007 

 

Independence Community College will be a leader in creating access to learning specializations enabling all students to compete 

in their communities and the global economy. 
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COLLEGE CALENDAR 

Independence Community College 

2008-2009 
 
 
 

 
 
 
 

July 4 ----------------------------------------------------------------------------------------------- *Independence Day  

August 18 ------------------------------------------------ College ½ Day In-service/ ½ Day Faculty Preparation 

September 1 ------------------------------------------------------------------------------------------------ *Labor Day  

October 7 --------------------------------------------------------------------------------- College Full-Day In-service 

October 23-24 ---------------------------------------------------------------------------------------------- *Fall Break 

November 26-28 --------------------------------------------------------------------------------*Thanksgiving Break 

December 20-January 4 -------------------------------------------------------------------------------- *Winter Break 

January 5 -------------------------------------------------------------------------------------------------- Offices Open 

January 12 ----------------------------------------------- College ½ Day In-service/ ½ Day Faculty Preparation 

January 19 ---------------------------------------------------------------------------------- *Martin Luther King Day  

March 3 ----------------------------------------------------------------------------------------------- Competition Day 

March 19-20 ----------------------------------------------------------------------------------------- *Mid-Term Break 

April 2 ------------------------------------------------------------------------------------ College Full Day In-service 

May 16 ------------------------------------------------------------------------------------------------- Commencement 

May 25 ------------------------------------------------------------------------------------------------- *Memorial Day 

 

 

 

 

*Offices Closed 
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Independence Community College 

ACADEMIC CALENDAR 

2008-2009 
 

Summer 2008 

Monday, June 2 ...................................................... First Short Session and Long Session Begin (M-F)  

Thursday & Friday, June 26 & 27 .......................... Finals and First Short Session Ends  

Friday, July 4 .......................................................... Fourth of July Holiday (no classes) 

Monday, July 7 ....................................................... Second Short Session Begins 

Friday, August 1 ..................................................... Finals, Summer Classes End 
 

Fall Semester 2008 

Monday, August 18 ................................................ ½ Day In-service/ ½ Day Faculty Preparation 

Monday, August 18 ................................................ One-Stop Registration/Orientation,  

                                                                                 Evening and Off-campus Classes Begin 

Tuesday, August 19 ................................................ Day Classes Begin 

Monday, September 1 ............................................. Labor Day (no classes) 

Tuesday, September 2 ............................................ Two-Week Grade Progress Report Due 

Tuesday, September 23 .......................................... Five-Week Grade Progress Report Due 

Monday, October 6 ................................................. Mid-semester Classes Begin 

Tuesday, October 7 ................................................. Full Day In-service (no classes) 

Thursday-Friday, October 23-24 ............................ Fall Break (no classes) 

Tuesday, October 28 ............................................... Ten-Week Grade Progress Report Due 

Tuesday, November 18 ........................................... Advisement Day (no classes) 

Wednesday-Friday, November 26-28 .................... Thanksgiving Break (no classes) 

Monday-Wednesday, December 15-17 .................. Final Examinations  

Monday-Thursday, December 15-18 ...................... Evening Final Examinations 

Friday, December 19 .............................................. *Faculty Office (½ day) Enter Assessment Data and 

Grades 
 

Spring Semester 2009 

Monday, January 12 ............................................... ½ Day In-Service/ ½ Day Faculty Preparation 

Monday, January 12 ............................................... One-Stop Registration/Orientation, 

                                                                                 Evening and Off-Campus Classes Begin                                                                                 

Tuesday, January 13 ............................................... Day Classes Begin 

Monday, January 19 ............................................... Martin Luther King Day (no classes) 

Tuesday, January 27 ............................................... Two-Week Grade Progress Report Due 

Tuesday, February 17 ............................................. Five-Week Grade Progress Report Due 

Monday, March 2 ................................................... Mid-semester Classes Begin 

Tuesday, March 3 ................................................... Competition Day (no classes) 

Monday-Friday, March 16-20 ................................ Spring Break (no classes) 

Tuesday, March 31 ................................................. Ten-Week Grade Progress Report Due 

Thursday April 2 ..................................................... Full Day In-Service (no classes)  

Tuesday, April 21 ................................................... Advisement Day (Evening Classes Meet) 

Monday-Wednesday May 11-13 ............................ Final Examinations 

Monday-Thursday, May 11-14 ............................... Evening Final Examinations 

Friday, May 15 ....................................................... Faculty Office ½ day/ Enter Assessment Data and Grades 

Saturday, May 16 .................................................... Graduation 

 

*Assessment analysis will be scheduled by the divisions. 
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COLLEGE CALENDAR 

Independence Community College 

2009-2010 
 
 
 

 
 
 
 

July 3 ----------------------------------------------------------------------------------------------- *Independence Day  

August 17 ------------------------------------------------ College ½ Day In-service/ ½ Day Faculty Preparation 

September 7 ------------------------------------------------------------------------------------------------ *Labor Day  

October 6 --------------------------------------------------------------------------------- College Full-Day In-service 

October 29-30 ---------------------------------------------------------------------------------------------- *Fall Break 

November 25-27 --------------------------------------------------------------------------------*Thanksgiving Break 

December 19-January 3 -------------------------------------------------------------------------------- *Winter Break 

January 4 -------------------------------------------------------------------------------------------------- Offices Open 

January 11 ----------------------------------------------- College ½ Day In-service/ ½ Day Faculty Preparation 

January 18 ---------------------------------------------------------------------------------- *Martin Luther King Day  

March 2 ----------------------------------------------------------------------------------------------- Competition Day 

March 18-19 ----------------------------------------------------------------------------------------- *Mid-Term Break 

April 1 ------------------------------------------------------------------------------------ College Full Day In-service 

May 15 ------------------------------------------------------------------------------------------------- Commencement 

May 31 ------------------------------------------------------------------------------------------------- *Memorial Day 

 

 

 

 

*Offices Closed 
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Independence Community College 

ACADEMIC CALENDAR 

2009-2010 
 

Summer 2009 

Tuesday, June 2 ...................................................... First Session Begins  

Monday & Tuesday, June 29 & 30 ......................... Finals and First Session Ends  

Friday, July 3 .......................................................... Fourth of July Holiday (no classes) 

Wednesday, July 8 .................................................. Second Session Begins 

Thursday, August 13 .............................................. Finals, Summer Classes End 
 

Fall Semester 2009 

Monday, August 17 ................................................ ½ Day In-service/ ½ Day Faculty Preparation 

Monday, August 17 ................................................ One-Stop Registration/Orientation,  

                                                                                 Evening and Off-Campus Classes Begin 

Tuesday, August 18 ................................................ Day Classes Begin 

Tuesday, September 1 ............................................ Two-Week Grade Progress Report Due 

Monday, September 7 ............................................. Labor Day (no classes) 

Tuesday, September 22 .......................................... Five-Week Grade Progress Report Due 

Tuesday, October 6 ................................................. Full Day In-service (no classes) 

Tuesday, October 27 ............................................... Ten-Week Grade Progress Report Due 

Thursday-Friday, October 29-30 ............................ Fall Break (no classes) 

Tuesday, November 17 ........................................... Advisement Day (no classes) 

Wednesday-Friday, November 25-27 .................... Thanksgiving Break (no classes) 

Monday-Wednesday, December 14-16 .................. Final Examinations  

Monday-Thursday, December 14-17 ...................... Evening Final Examinations 

Friday, December 18 .............................................. *Faculty Office (½ day) Enter Assessment Data and 

Grades 
 

Spring Semester 2010 

Monday, January 11 ............................................... ½ Day In-Service/ ½ Day Faculty Preparation 

Monday, January 11 ............................................... One-Stop Registration/Orientation, 

                                                                                 Evening and Off-Campus Classes Begin                                                                                 

Tuesday, January 12 ............................................... Day Classes Begin 

Monday, January 18 ............................................... Martin Luther King Day (no classes) 

Tuesday, January 26 ............................................... Two-Week Grade Progress Report Due 

Tuesday, February 16 ............................................. Five-Week Grade Progress Report Due 

Tuesday, March 2 ................................................... Competition Day (no classes) 

Monday-Friday, March 15-19 ................................ Spring Break (no classes) 

Tuesday, March 30 ................................................. Ten-Week Grade Progress Report Due 

Thursday April 1 ..................................................... Full Day In-Service (no classes)  

Tuesday, April 20 ................................................... Advisement Day (Evening Classes Meet) 

Monday-Wednesday May 10-12 ............................ Final Examinations 

Monday-Thursday, May 10-13 ............................... Evening Final Examinations 

Friday, May 14 ....................................................... Faculty Office ½ day/ Enter Assessment Data and Grades 

Saturday, May 15 .................................................... Graduation 

 

 

*Assessment analysis will be scheduled by the divisions. 
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Independence Community College 

 

Procedures 
 

 

2008-2009 
 

PROCESS FOR SUBMITTING 

NEW OR REVISING PROCEDURES 

 

 

College Procedures provide the guidance for consistent implementation of the College Policies set by the 

Board of Trustees.  The College Policies outline “what” assurances meet our College Mission.  The College 

Procedures outline “how” our College Mission and College Policies are achieved.  These all-college 

procedures are set for full and part-time employees.  Students should refer to the College Catalog and the 

Student Handbook for procedures.  Additional procedures for offices and units outline consistent processes 

for faculty and staff working in specific programs.  Procedures are initiated and edited in the following 

manner. 

 

¶ A request for a new or revised procedure proposed by an Employee/Group should be submitted for 

procedure consideration or edit to their immediate Supervisor. 

¶ Supervisor reviews procedure request and submits the request to Committee Chairs. 

¶ The Committee Chairs recommend the procedure to Standing Committees for review and approval. 

¶ With approval of Standing Committees, the Committee Chairs submit the recommended procedure to 

President’s Cabinet. 

¶ With approval of the President’s Cabinet, the revised/new procedure is printed for distribution and 

included in the following year’s Employee Procedure Manual. 
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Independence Community College 

Procedures 
 
Academic Standards 

The college sets academic standards for student progress and federal financial aid.  The standards are found in the college 

catalog. 

 

Accident Reporting 

All full time employees are provided fringe benefits, including worker’s compensation, as College fiscal capability permits. 

1. Within three (3) working days of the accident, full-time employees must file an accident report through their 

immediate supervisor to the Business Office. 

2. Full time employees are responsible for payment of any services provided if the worker’s compensation claim should 

be denied. 

 

Campus and College Intervention for Student Behavior (Zero Tolerance) 

The Student Conduct Code defines expected student behavior for our college learning environment.  The following guide 

is the College employee intervention for violation of the Student Conduct Code.  It is expected that students receive 

immediate feedback for inappropriate behavior/actions for assurance of the college learning environment. 

¶ Classroom: 

a. Faculty members have authority for their classroom and final say on expected behavior printed in the 

syllabus for each class.  Recommended language and suggested signed syllabi for best outcomes will be 

provided by the Instructional Dean.  

b. Faculty members’ response and/or action following student behavior in the classroom inconsistent with 

expectations printed in the syllabus (for example: behavioral contract, second chance, probation from class, 

suspension from class) should be e-mailed to the college counselor, division chair, student’s academic 

advisor, dean and coach (when appropriate) to notify them of the action for support and review.  A contract 

for class continuance may be developed, but only with faculty recommendation. 

¶ Campus: 

a. All college employees have the authority and right to respond to inappropriate student behavior and receive 

backup and support for their response. 

b. Initial response by a college employee to inappropriate student behavior on campus, which does not 

contribute to a learning environment, stands unless appealed to the Student Progress Committee. 

c. Response to specific actions that violate the Student Conduct Code in the Student Handbook, are observed 

and documented by a college employee and are appealed to the Student Progress Committee stand without 

further appeal. 

¶ Residence Halls: 

a. Residence hall standards for a safe living environment conducive to student learning are printed in the 

Residence Hall Handbook and signed by each student as a residence hall contract. 

b. No appeal to the Student Progress Committee can change the printed and contractually signed Residence 

Hall Handbook expectations for behavior and response to violation of behavioral standards. 

 

Candidate Travel Reimbursement 

 Candidates chosen for a full-time position will be reimbursed up to $300 for their travel expenses if they live more than 

200 miles from the College.  Special arrangements for unusual circumstances may include additional travel allowance for 

candidates if approved by the President’s Cabinet prior to the invitation for interview. 

 

Cash Advance 

1. Individuals seeking a cash advance for college approved activity must obtain Cabinet-level supervisor approval 

before contacting the Business Office. 

2. Travel requests, with appropriate approvals, must accompany requests for advance travel monies. 

3. Advance travel cash received must be repaid to the college at the time of reimbursement through the regular monthly 

bill approval process. 

4. Travel advance is dependent upon availability of funds and appropriate advance notice. 

5. Please note that some college purchase cards are available for use with advance approval. 
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Cash Handling 

1. All cash, whether in the form of currency or check, received by any representative/employee of the college must be 

deposited through the Business Office. 

2. The Business Office issues a receipt for all funds received. 

3. Detailed accounting, deposit and reconciliation of funds by the college Business Office is performed on a timely 

basis. 

4. Arrangements for the direct deposit of funds must be approved by the Chief Financial Officer and so documented in 

college records. 

 

Cell Phones 

Employees who, by their job requirements, have need of a cell phone for business use have the following options from 

which to choose: 

 

1. Arrange your own cell phone plan with the carrier of your choice and the College will reimburse you $75 a month by 

adding it to your paycheck. You will not be required to submit any documentation each month, however, you will be 

required to supply the College with your cell phone number, and you must be accessible at that number by those who 

need to contact you for college related business.  

2. If the primary reason you have been authorized to use a cell phone in the past is for frequent travel out of the area, 

you will have the option to check out a college provided pre-paid cell phone from the IT Department prior to your 

trips.  You must document your personal and business use of the cell phone, and pay for your personal use via cash or 

check to the business office (no credit cards). Phones must be returned to the IT Department at the conclusion of your 

trip. 

 

You need not buy a new phone, enter into a new service plan or get a new provider if you already have a personal cell 

phone and you select option 1. Also, if you leave employment under good conditions with Independence Community 

College during your initial cell plan contract term, you may be reimbursed for any documented early termination fee up to 

$200.00. 

 

Classroom Standards 

Academic integrity, absence and tardiness standards are set for student success expectations.  Classroom Standards are 

found in the college catalog, student handbook and course syllabi. 

 

Computer Networks/Acceptable Use 

Each employee is responsible for following ICC’s acceptable use procedure which is available on the college website and 

is required for acceptance at log-in.  All college computer and equipment use “is to support research and education in and 

among schools and academic institutions in the U.S. by providing access to unique resources and the opportunity for 

collaborative work.” 

 

Council of Chairs  

Chairs of the five Standing Committees are elected per committee/council by-laws and meet every other week with the 

President to provide Master (strategic) planning and procedures oversight.  The Standing Committees are:  Academic 

Council, Institutional Effectiveness/Academic Quality Improvement Process (AQIP) Team, Professional Development, 

Student Progress and Technology. 

 

Course Approval 

New course approval ensures quality instruction, appropriate content, sufficient time-based and competency standards, 

and suitable division assignment of new courses at Independence Community College. 

 

1. Faculty member initiates request on “Course Proposal Request” form with syllabus. 

2. Proposal and application are reviewed, revised, and/or accepted by the division. 

3. Division chair presents proposal to the Academic Council.  The Council reviews, recommends revision, and/or 

accepts the proposal.  Rejections and/or requests for revisions are sent back to the division. 

4. Upon recommendation by the Academic Council, the Dean of Instruction submits application to the Kansas Board of 

Regents on the “Request for Course Approval” form. 

5. The Kansas Board of Regents adds the course to the College's course listing after approval. 

 

Course Guidelines 

 All instructional procedures can be found in the Faculty Procedures Manual. 
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Coursework Opportunity During Work Hours 

Employees may request to attend one ICC class during working hours each semester, forfeiting their lunch hour to attend 

the class, with prior approval by their supervisor.  Should a class last longer than one hour per day, the time to be made up 

can be worked out between the supervisor and employee. 

 

Emergencies 

The health, safety, and well being of people are ICC’s highest priority.  After the College acts to protect the safety of 

individuals, the next highest priority is College facilities (buildings and property) followed by private property that may 

be affected by any event.  Returning to normal operations following an emergency will occur only after the emergency 

situation has been resolved and the safety of individuals and property has been secured.  See Emergency Preparedness 

Procedures following College Procedures. 

 

Employee Grievance 
Independence Community College is an at-will employer.  Faculty members shall refer to the Faculty Negotiated 

Agreement for grievance procedures.  Any non-faculty employment conflicts can be resolved between the College and 

employees in the following way. 

 

Procedure: 

1. Level I 

The concerned employee must first discuss their problem with their immediate supervisor.  During this discussion, 

the employee and supervisor shall seek to resolve the matter informally. 

2. Level II 

If the concerned employee is not satisfied with the disposition of the grievance at Level I, or if no decision has been 

rendered by the supervisor within five (5) work days after the discussion of the concern, the employee may file a 

grievance in writing to the Human Resources Office. 

3. Level III 

If the concerned employee is not satisfied with the response from the Human Resources Officer or has not received a 

response from the Human Resources Officer within five (5) work days at Level II, the employee may file a grievance 

in writing to the College President.  Within five (5) work days after the receipt of the written grievance by the 

College President, the President will meet with the employee in an effort to resolve the grievance.  The President 

shall submit a decision in writing to the concerned employee within five (5) days after the meeting.  If all efforts to 

resolve employee concerns within the College family fail, the Board of Trustees may be called upon for resolution.  

The Board of Trustees action is final. 

 

Matters related to Civil Rights Compliance shall be referred to College Human Resources.  Compliance with the 

Family Educational Rights and Privacy Act and other such laws, regulations, and acts shall be referred to the Human 

Resources Officer.  Matters related to the Americans With Disabilities Act shall be referred to the Chief Information 

and Facilities Officer-Facility/Technical Needs. 

 

Employment-at-Will 

 Kansas is an “Employment-at-Will” state which means that employment is terminable by either the employer or 

employee at anytime with or without cause.  There is no guarantee of continued employment, express or limited, and any 

employee handbook or policy manual and any statements therein are not intended to and shall not change the nature of the 

at-will employment provision of the State of Kansas. 
 

Equipment and Property Use 

All equipment and property owned by the College or included on the College inventory is intended for College purposes 

only.   See Inventory Procedure. 

 

Equipment and Property Disposal  

1. Equipment and property that does not meet printed use criteria may be recommended for disposal.  For example, 

technology equipment not meeting approved technology standards should be recommended for disposal. 

2. Employees must send notification to the appropriate unit supervisor of intent to dispose of equipment.  Before 

announcing disposal, the equipment must be identified by the model number, inventory/serial number, the location of 

the equipment and the source of revenue used for purchase. 

3. With approval of the unit supervisor, request for disposal is sent to the Fiscal Office for inventory processing. 

4. Unit supervisor approves and assures disposal of and compliance with Federal and/or Kansas State funding 

guidelines for equipment. 
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Ethics 

No College employee or member of the Independence Community College Board of Trustees may receive kickbacks, 

refunds, products, or discounts in any form from vendors as a result of business transactions with the College.  Vendors 

who provide such benefits make such benefits to the College and as such, employees shall direct any benefits, refunds, 

products, or discounts in any form received from vendors as a result of business transactions with the College to the 

President so that the benefit may be acknowledged and used for College purposes, per Board Policy PSL 711 and TRU 

905. 
 

Evaluation/Performance Review 

1. All new employees must receive performance review sixty (60) days after their employment or after initiating a new 

position at the college per Kansas  statute. 

2. All employees must receive annual employee evaluations for formative and/or summative purposes.  Faculty should 

refer to the Negotiated Agreement for additional evaluation information. 

3. All evaluations should be forwarded to each employee’s permanent personnel files for record of growth and 

development.  Refers to PSL 710. 

 

Exit Interview Process 

All full-time faculty and staff members will be asked to fill out a Separation Checklist and participate in an Exit Interview 

before they leave the employment of ICC.   

 

Separation Checklist:  The checklist is designed to both protect the employee and help the college with a smooth 

transition as the employee departs.  The checklist details the departments that the employee must visit to: turn in keys, 

check in equipment, turn in grade books and teaching supplies, and make sure that they have no outstanding debt to the 

college in the Business Office, etc.  As each department is visited, the supervisor, director or dean will accept, check in or 

sign off that the employee has completed the task, that it is not applicable or that the equipment or keys in question have 

been accepted.  The checklist is then taken to the Human Resource Office where the exiting employee meets with the HR 

Director.  Topics covered, and signed off in this session, include: the employee’s KPERS account contributions, COBRA 

options for continued health insurance coverage, optional whole life insurance purchase opportunities, directives for 

forwarding mail and W-2 forms, and final check distribution.  The Exit Interview is often conducted at this time. 

 

Exit Interview:  The purpose of the exit interview process is to assure institutional effectiveness.  The form seeks 

response on three topics giving the exiting employee an opportunity to express what is working well in their department 

and/or ICC, what improvements could be made to make ICC better/stronger, and third, their reason for leaving the 

institution.  These steps should be followed when an employee announces resignation or retirement: 

 

1. Upon notification that an employee is leaving ICC, the Human Resource Office emails or delivers a copy of the Exit 

Interview form to the employee.  The employee is asked to complete the form in a timely manner.   

2. Following the completion of the exit questions, the employee contacts the Human Resource Office to schedule a time 

to accept, and/or discuss the answers.  (This is often done when the Separation Checklist is turned in.)  If they prefer, 

the employee is welcome to hold the Exit Interview with the Cabinet-level supervisor and, if they desire may bring a 

peer with them to the interview. 

3. The administrator (HR or supervisor of the employee’s direct report) is encouraged to review the exit interview 

information with the direct report after the employee has left the college and develop a plan for adopting 

recommendations, if appropriate. 

4. The Exit Interview form is filed in the employee's permanent file. 

 

Health Benefits 

All full time employees are provided support for individual health insurance as part of their employment, per Board 

Policy PSL 708. 

1. Full-time employees must fill out appropriate applications for hospitalization and medical insurance at the time of 

employment to receive individual coverage. 

2. Family hospital and medical insurance is available within the college group insurance policy.  

3. Employees should review benefit package annually to insure accurate data and that benefits are being received.   
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Inventory 

All equipment with the value over $5,000 or a life of over 3 years is included in the College inventory. 

1. Following receipt of new equipment, the item is entered on the on-line inventory format. 

2. Each item inventoried with value above $250 (and life of at least 3 years) should be tagged appropriate to unit and 

source of revenue. 

3. The unit supervisor annually prints and sends to unit employees the on-line inventory for update with notice from the 

Chief Financial Officer to be tagged. 

4. Grant-funded Programs must follow grant inventory guidelines. 

5. For disposal of property, see Equipment and Property Disposal Procedure. 

 

Keys 

Employees check out keys required for their responsibility.  All assignment of keys must be recorded through the Campus 

Key Agreement. 

 

Leaves of Absence 

All approved leave requests must be accompanied by a completed Absence from College Request/Report form.  The 

following types of leave are available to employees. 

 

   Paid Leave 

 Jury Duty 

Employees are excused from work with pay for documented jury duty assignment. 

     

Personal 

1. Three (3) days of personal leave are granted to each employee annually with supervisor approval. 

2. The purpose of a personal day request is not typically requested.  However, if the President or appropriate supervisor 

identifies a reason of college-wide interest for the employee to be at work for that day, the employee will be asked to 

state and/or postpone his/her request. 

3. As a general guideline, days of personal leave can not be requested on days that immediately precede or follow 

school holidays or during periods of enrollment or final exam.   

4. Personal leave is not cumulative from year to year. 

5. Employees are not paid for personal leave when resigning, retiring or terminated from employment.  Refers to Board 

Policy PSL-702 

 

Sabbatical 

1. Following completion of seven years of employment, employees may apply for sabbatical leave initiated with the 

immediate supervisor sent to the President and recommended to the Board of Trustees for approval.  Faculty 

sabbatical leave should be requested and pursued per current Negotiated Agreement. Consideration of sabbatical 

leave is contingent upon the availability of adequate finances, and obtaining a suitable replacement for the period of 

such sabbatical. 

2. If the application for sabbatical leave is denied, the applicant shall be notified in writing of the specific reason(s) for 

such action. 

3. During sabbatical leave the employee is eligible to receive half salary for a full year of approved leave and full salary 

for a half year of leave (as determined by the year preceding such leave). 

4. Once sabbatical leave is approved by the Board of Trustees, the agreement is irrevocable except in case of 

emergency.  Refers to Board Policy PSL-701. 

5. Employees are expected to return to regular employment following sabbatical. 
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Paid Leave (continued) 

Sick  

Each employee receives fifteen (15) sick days per year per Board Policy PSL 703 for employee or family absences related 

to illness or non-work related injuries or  death  in the employee's immediate family to include father, mother, brother, 

sister, wife, husband, children, grandparents and corresponding in-laws, or persons whose residence is in the home of the 

employee. 

1. Request for sick leave should be submitted to the immediate supervisor using the leave request forms either prior to 

anticipated leave or as soon as possible upon return. 

2. The Human Resources Office sends each employee statements of accumulated sick leave.  However, a report of 

accumulated days may be requested at any time. 

3. Employees may be required to continue leave until the end of a semester if the leave begins more than five (5) weeks 

before the end of a semester, lasts more than three (3) weeks and the return would occur during the last three (3) 

weeks of the semester. 

4. Sick leave that is not used accumulates to a total of 90 days.  

 

5. Employees of Independence Community College who resign prior to retirement do not receive pay for unused sick 

leave. 

6. Employees of Independence Community College whose employment is terminated do not receive pay for unused 

sick leave.  

7. In the event of the death of an employee while under written contract, the Board will compensate the deceased 

employee's beneficiary, or beneficiaries as designated for the Kansas Public Employees Retirement System for the 

unused days of sick leave.   

8. Sick pools are provided for each employment group.  Refers to Board Policy PSL-703. 

 

Vacation 

1. All full-time administrators and non-faculty staff are granted vacations consistent with Board Policy. 

2. Vacations should be requested from the supervisor with enough lead time to provide for adequate office coverage. 

3. Vacations are granted annually per the following schedule: 

     

CONTINUOUS EMPLOYMENT AT ICC  ANNUAL VACATION 

 

Less than 1 year Vacation Days Prorated 

(Based on 10 working days of vacation/year) 

 

1 to 4 Years 10 working days 

 

5 to 10 Years 15 working days 

 

11 Years and over 20 working days 

 

4. Annual vacation days must be taken by August 31 following the fiscal year in which they are granted.  Days not used 

by August 31 will be lost. 

5. Only retiring employees will receive pay for unused vacation days.   

6. Employees are not paid for accumulated vacation upon resignation or termination.  Refers to PSL 707. 

  

Unpaid Leave 

Absence without pay 

1. After being employed full-time for three (3) years non-faculty employees may apply for extended leave for up to 

one (1) year’s absence with no pay. 

2. Unpaid leaves must be requested first to the immediate supervisor and then to the President for approval of the Board 

of Trustees.  Lack of adequate replacement may be considered just cause for administrative and Board refusal to 

grant unpaid leaves of absence. 

3. Following approval of unpaid absence by the administrator, President and Board of Trustees, the employee will be 

sent written approval.  Refers to PSL 701. 

 

Family Medical Leave 

1. Unpaid family medical leave is granted to employees for family medical needs for up to twelve (12) weeks, upon 

request, per Board Policy and Federal statutes.  The leave may be combined with other forms of leave opportunity.   

2. Paid personal, sick and vacation can be part of family medical leave.  Refers to PSL 704. 
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Unpaid Leave (continued) 

Military Action 

Employees are excused for active duty without pay and assured a position upon return to the College. 

 

Military Reserves 

Employees are excused without pay for military reserve service. 

 

Media Center 

All employees have access to audio-visual equipment from the Media Center. Users may be directed by Media Center 

practices. 

 

Naming Facilities/Events at the College 

1.  Naming of facilities/events and acceptance of gifts must be consistent with College mission, vision, and strategic 

plan.  

2.  Naming of facilities/events and acceptance of gifts are subject to Board of Trustee approval. 

3.  Naming of facilities/events and acceptance of each gift should be established on a case-by-case basis, to allow for the 

uniqueness of the designation and gift and include the following: 

a. An adhoc Gift/Designation group, chaired by the President and including members of the College community 

representing each constituency appropriate to the gift, to consider and recommend naming and acceptance of 

gifts. 

b. Criteria for naming, gift receipt, and recognition of rooms and buildings should be designated by the Board of 

Trustees based on the significance of the contribution. 

4.  All gifts and naming efforts are coordinated by the President. 

 

Nepotism 

ICC strives to employ and retain the best qualified people available without bias and supply them with a work 

environment free of favoritism, discrimination and hostility.  Efforts will be made when filling employment openings to 

avoid hiring household or family members within the same department.  No employee or Board of Trustee member shall 

participate in or influence the recruiting, hiring, evaluation, promotion or disciplinary proceeding of an employee that 

they are in relation with, nor shall any employee be hired for a position which would require one household or family 

member to supervise, evaluate or discipline the other. 

 

If two employees become involved during their employment at the college and such relationship violates the provisions of 

this policy, one of the employees must be reassigned.  The college will make every effort to accommodate this 

reassignment, but if that is not possible, one employee must end employment at the college. 

 

For purposes of this policy, household or family members shall include spouse, life partner, children including step and 

foster, parent, and in-laws.   

 

Because of the dependence on part-time faculty for delivery of instructional programs, they are excluded from this policy. 
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Notice of Non-discrimination 

Applicants for admission and employment, students, parents, employees, sources of referral of applicants for admission 

and employment and all unions or professional organizations holding negotiated agreements or professional agreements 

with the institution are hereby notified that this institution does not discriminate on the basis of race, religion, color, 

national origin, sex, age, tenure or disability in admission or access to, or treatment or employment in its programs and 

activities.  Any person having inquiries concerning Independence Community College’s compliance with the regulations 

implementing Title VI, Title IX and Americans with Disability Act of 1990 is directed to contact the coordinators who 

have been designated to coordinate the educational institution's efforts to comply with the regulations implementing these 

laws. 

 

Specific complaints of alleged discrimination under Title IX (sex) and Section 504 (handicap) should be referred to: 

Title IX Coordinator:  Peggy Forsberg, Dean of Instruction-Instructional Needs 

 

 Office:  Academic Building 

 Phone:  331-4100 ext. 5418 

 Fax:  331-6821 

 E-mail:  pdavis@indycc.edu 

 

 Section 504 Americans with Disabilities Act (ADA) Coordinator:  Greg Eytcheson, Chief Information and Facilities 

Officer-Facility/Technical Needs 

 

 Office:  Cessna Learning Center 

 Phone:  331-4100 ext. 5444 

 Fax:  331-8295 

 E-mail:  grege@indycc.edu 

 

Title VI, Title IX and Section 504 ADA complaints my also be filed with the Regional Office for Civil Rights. Address 

correspondence to: 

 

 U.S. Commission on Civil Rights 

 Central Regional Office 

 400 State Avenue, Suite 908 

 Kansas City, KS 66101  

 

Parking  

1. Vehicles belonging to part-time and full-time college employees must be registered with the Receptionist located in 

the Administration Building lobby at the time of employment. 

2. Employees should observe restricted parking spaces posted in the three major parking areas. 

3. Parking in front of buildings is allowed for loading and unloading only. 

4. Parking stickers should be clearly displayed in the rear window on the driver side of the vehicle. 

5. After two parking warnings for illegal parking or parking without a sticker, a $20 fine can be applied.    

6. The college is not responsible for theft, damage, or accidents to vehicles. 

 

Personnel Selection 

The decision to replace a vacated position or initiate new position(s) must use the following process: 

1. Identification of personnel needs with unit supervisor and President must precede any announcement of position 

opening for part-time and full-time positions. 

2. Decision to replace/transfer/hire must be approved by the President’s Cabinet and involve the following rationale: 

a. Need for position, 

b. Potential job description and position announcement, 

c. Budget support, 

3. New positions or job transfers to accommodate College needs are recommended to the President’s Cabinet and 

approved prior to search. 

4. With Cabinet/Board approval (as appropriate) of position, the position is announced internally and/or externally 

through the Human Resources Office. 

 

 

 

 

 

mailto:pdavis@indycc.edu
mailto:grege@indycc.edu
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Personnel Selection (continued) 

5. The unit supervisor for position leads the selection process.  The advertisement and selection processes must be 

coordinated with Human Resources to include the following: 

a. Job description and position announcement that match, 

b. Salary/range and benefit package, 

c. Checklist for advertisement and on-line listing,   

d. Interviewing/Screening Committee, 

e. Screening criteria consistent with position and EEOC and ADA standards,  

f. Interview guidelines, questions, strategies and process that assures selection based on printed position criteria, 

ADA and EEOC standards, 

g. Reference and background checks. 

6. The unit supervisor recommends the successful candidate to the President with an outline of the selection process, 

criteria for the selection and qualifications of the candidate finalist, start date, salary recommendation and any special 

conditions. 

7. The Board of Trustees approves personnel recommendations at the regular monthly meeting, the second Tuesday of 

each month.  Recommendations must be in the President’s Office by the Thursday before the Board meeting for 

inclusion on the agenda. 

8. The supervising administrator sends follow-up communication to applicants not chosen. 

 

Pets on Campus 

 Campus buildings are pet free except for ADA-approved animals. 

 

Petty Cash 

1. All petty cash funds at the college must be accounted for and reconciled by receipt and purchase order. 

2. Petty Cash is used for small, immediate expenses approved by the appropriate unit administrator only. 

3. Petty Cash purchase orders must follow purchase order procedure.  Purchase Order request to replace the petty cash 

must include receipts of expenditure. 

4. Checks written from the Business Office to Petty Cash funds are reimbursed through internal billing to the 

appropriate unit budgets, which were identified at the time of the check request. 

 

Possession of Weapons-Alcohol and Drug Use 

Board Policies PSL 714 and STU 801 prohibit possession of weapons, alcohol and/or illegal drugs or work or attendance 

anywhere on campus or at College sponsored events while in possession of weapons or under the influence of alcohol 

and/or illegal drugs.  College employees and students not in compliance with these Board Policies will be subject to 

dismissal. 

 

Professional Education 

1. The College provides for professional education for all full-time employees.  Professional advancement and salary 

adjustment for non-faculty College employees requires supervisor and President receipt and approval a year before 

completion of course work before salary adjustment.  

2. Faculty should refer to the Negotiated Agreement for advancement guidelines. 

3. Approval of salary adjustment for professional educational is dependent upon budget availability and the measure of 

the educational value to the institution as a whole. 

4. Salary adjustment for approved professional education will be received upon completion of the education 

documented in the approval.  Refers to PSL 709. 

 

Progressive Discipline 

ICC reserves the right to discipline any employee for violating federal, state and college rules and procedures and can 

take disciplinary action up to and including employment termination for any such violation. 

 

Property Loss 

The College is not responsible for thefts and/or loss of personal property on the ICC campus.  However, loss of property, 

equipment, etc. should be immediately reported, in writing, to the Business Office for action and/or involvement of local 

law enforcement officials and inclusion in the required annual report. 
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Purchase Card 

1. Unit administration approves purchase order for purchases. 

2. Signed purchase order is taken to Business Office. 

3. Business Office designee checks out a purchase card for one day to make purchase. 

4. Purchase card is returned to Business Office with receipt the same day. 

5. Receipt/invoice is returned with copy of purchase order items to unit office. 

 

Purchasing 

Payments made in the purchasing procedure for non-travel goods and services can be made by check or purchase card.  

The Business Office is responsible for paying for these purchases with checks, while cabinet-level managers may make 

payments for these purchases using their purchase cards (see Purchase Card Procedure). 

 

Rules Governing Purchases 

1. The Internal Revenue Service (IRS) requires that W-9 information is on file prior to payment for vendors who are 

paid $600.00 or more in a calendar year.  This includes each individual or company that is: 

a. Not incorporated (contact the Business Office for clarification). 

b. A lawyer, regardless of whether or not incorporated. 

c. A healthcare agency, regardless of whether or not incorporated. 

2. Airline travel purchase of any amount requires Presidential approval on a purchase order form.  Additionally, the 

person originating the purchase order must also complete and obtain authorization signatures on a separate travel 

request form. 

3. Only the College President and cabinet-level managers may purchase goods and services with purchase cards.  All 

other employees are restricted to using purchase cards for travel-related (lodging, meals, transportation, parking, fuel, 

etc.) expenses only.  See Purchase Card Procedure. 

4. The College pays vendors from invoices, not statements.  Invoices are for individual transactions while statements 

may be a conglomeration of transactions. 

5. The Board of Trustees requires that individual purchases of $5,000.00 or more must be presented to them as an action 

item for discussion and vote prior to the purchase or receipt of the goods or services.  The purchase originator is 

responsible for gathering all requisite information for the Board.  

6. Any vendor participating in a bid for work that requires bonding, insurance, special type of license, etc. shall provide 

to the ICC Business Office documentation certifying currency for any and all of the above.  Verify current 

documentation is on file with the Business Office prior to awarding the bid. 

 

Steps to Purchasing Goods or Services 

1. Determine need for goods or services. 

2. Determine purchase price fit for budget and business plan. 

3. Contact vendors: 

a. Obtain bids, if necessary.  Purchases less than $250.00 require no documented bids; 

b. Purchases ranging from $250.00 to $2,999.99 must have at least three (3) bids; bids must be documented from 

telephone conversations, faxed or emailed quotes from vendors.  Oral bids must only be received by authorized 

ICC employees. ICC employee receiving bid must attach signature to bid recording document.  

c. Purchases ranging from $3,000.00 to $4,999.99 must have at least three (3) written bids provided by different 

vendors on the vendor’s company letterhead or other official form.  Written bids must include the following: 

i. bidder’s name and contact information, 

ii. bid specifications (nature/scope of work), 

iii. time-line for project, 

iv. description of the area/s work to be performed, 

v. bidder’s estimated charge, and 

vi. signature of ICC employee receiving the bid. 
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Purchasing (continued) 

d. Purchases greater than $4,999.99 must have at least three (3) written bids provided by different vendors (as in 3 

c.) unless a sole-source vendor can be documented.  ICC written bid instructions are provided to all potential 

bidders.  Specifics relevant to each bid are included with each bid.  In addition, each bid will contain the 

following: 

i. ICC department/area requesting goods and/or service, 

ii. criteria used to choose winning bid and percentage of importance for each criterion, 

iii. date and time of bid closing, 

iv. date and time of all received bids opening, and 

v. date and time winning bidder announced.  Bidders are given the opportunity to be present during the bid 

opening date/time and to review other vendor submitted bids.  No alterations to original submitted bid 

will be allowed by any vendor unless the College elects to solicit additional information from all 

bidders.  All bids must be sent sealed and addressed directly to the Business Office.  All bids will 

remain sealed until the date and time advertised for bid opening.  

4. Contact the Business Office for vendor verification. 

5. With a ball point pen or typewriter, accurately and legibly complete the Purchase Order form. 

6. Obtain cabinet-level manager approval with a written signature on Purchase Order form. 

7. Enter Purchase Order into the College data processing system (the system).  Generate Purchase Order number in 

system and write it in the space provided on the Purchase Order form. 

8. Order goods or services from vendor. 

9. Receive goods or services: 

a. Contact the Business Office upon discovery of any problem or discrepancy, referring specifically to the purchase 

order number, invoice number, invoice date and identification of goods/services/invoice issue. 

b. Payment to the vendor must be withheld until such problem or discrepancy is resolved.  

10. Request vendor payment. 

a. Check 

i. Must be initiated, approved and processed in time for payables to run and to be included in the monthly 

Board packet.  Requests received after that cutoff will delay vendor payments to the following month. 

ii. Provide the goldenrod copy, along with the invoice, to the cabinet-level manager for his/her authorization to 

pay. 

iii. Submit a copy of the invoice and the approved goldenrod copy to the Business Office. 

Note:  Use the same purchase order and line numbers with the request for each partial payment.   Make a 

legible copy of the original goldenrod copy and submit it to your department head for authorization to partial 

pay for each partial payment. 

b. Purchase Card 

i. Perform steps 1-6, but do not enter a Purchase Order into the system. 

ii. Write “Purchase Card” in the Purchase Order Number field on the Purchase Order form. 

iii. Complete step 8. 

iv. Contact cabinet-level manager to make payment via Purchase Card. 

v. Complete step 9 and go to step 11. 

11. Submit a copy of the invoice and the approved copy of the goldenrod copy to the Business Office.  The Business 

Office, after receipt of approved invoice and copy of the goldenrod copy of the purchase order from the originator, 

will write a check (except when paid by Purchase Card) for the amount specified on the invoice. 

12. All paperwork will be filed in the Business Office by vendor in check number order. 

13. Business Office releases checks after Board of Trustees’ approval.  Fiscal Officer may release some payments early 

as needed.  

 

Retirement 

Celebrations 

When an ICC employee leaves the college through resignation or retirement, a farewell event may be coordinated by 

the unit in which the employee works.  A base amount of $30.00 will be allotted for those celebrations for employees 

with five years or less of service at the college.  For each additional year beyond five, $10.00 will be added to the 

total celebration amount.  An example of the formula would be calculated as follows: 

 15 years of service 5-year minimum $  30.00 

 10 additional years $100.00 

                   TOTAL  $130.00 

Individual supervisors are responsible for requesting celebration support from Human Resources. 
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Retirement (continued) 

Early Retirement 

1. Faculty members may request early retirement per negotiated agreement.  Non-faculty employees may request 

early retirement benefits by giving written notice to their immediate supervisor and forwarded to the President 

not less than ninety (90) calendar days preceding the anticipated retirement date.   

2. A Professional Employee is eligible for early retirement if such Professional Employee: 

a. Is not less than 56 years of age and not more than 64 years of age; 

b. Has 5 years or more of full-time employment service with the College; and 

c. Is eligible for retirement with the Kansas Public Employees Retirement System (KPERS). 

All requests for early retirement should include the following information: 

§ A statement of the applicant's desire to take early retirement, 

§ the anticipated date of retirement, 

§ the applicant's birthday and age on the date of retirement, 

§ the current mailing address and telephone number of the applicant, 

§ the number of years applicant has been employed by the College, 

§ the total number of years of service credit recognized by KPERS, 

§ applicant's current annual salary, 

§ whether the applicant desires payment of the early retirement benefit in January or July of each year, 

§ whether the applicant desires health insurance coverage through the College's health insurance program by 

(i) deduction of annual premiums from the early retirement benefits and/or (ii) by private pay at age 65, and 

§ designated beneficiary. 

3. Following final action by the Board on any application for early retirement, the President shall notify the 

applicant, in writing, of the final disposition and the date and amount of annual early retirement benefits, if 

applicable, to be paid.  Employees taking early retirement have the option to maintain health insurance coverage 

through the College health insurance program by (a) agreeing to a deduction of health insurance premiums from 

the early retirement benefits, or (b) by private pay to the college business office at age 65. 

4. Employees who take early retirement shall have the responsibility to keep the College informed of such 

employee's current mailing address and telephone number. 

5. Early retirees are not eligible for full time employment by the College. 

6. In the event of death of the early retirement participant during the benefit year, the scheduled payment for that 

year will be pro-rated and made payable to participant's designated beneficiary.  If any provision of this early 

retirement plan is determined to be in violation of federal or state laws or regulations, then the entire plan shall 

immediately terminate and shall be of no further force or effect unless readopted by the Board of Trustees.  

Should the Board of Trustees decide to discontinue the Faculty Early Retirement Plan all faculty members who were 

on the program prior to the non-adoption will continue on the program until the completion of their 64th year of age.  

Refers to PSL 713 and FIN 404. 

 

Room Scheduling 

1. Initial room use requests should be checked with the Media Center Supervisor for room availability. 

2. Following identification of room availability, the Room Scheduling form should be completed by the employee 

and appropriate supervisor and sent to the Media Center Supervisor. 

3. Requests for custodial/maintenance needs requisite for room reservations should be double-checked with the 

custodial/maintenance supervisor. 

4. Campus visitors wishing to distribute materials to our students must schedule the desired time and date with the 

Media Center Supervisor. 

 

Sick Leave Pool  
To assist full time employees who suffer prolonged illness/disability, each full time employee who has accumulated 20 

days of sick leave and wishes to participate in the sick leave pool can contribute one day to the sick leave pool during any 

year.  Separate pools exist for all full-time staff and Faculty groups. 

 

1. Each person who wishes to participate in the sick leave pool will contribute one (1) day to the sick leave pool of 

his/her respective group during any one year.  Days contributed by members become a permanent part of the 

pool and will not be refunded to that employee.  Faculty members should note the sick leave article in the 

Negotiated Agreement.  Refers to PSL 703. 

2. Each person who wishes to contribute to the pool will submit his or her intent to the Human Resources 

Coordinator.  Any change in sick leave pool status requires completing the form for that purpose by September 1 

of the current year.  Faculty should refer to the Negotiated Agreement. Only those individuals participating in the 

pool will be eligible to apply for days from the pool. 
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Sick Leave Pool (continued)  
3. Any eligible person who wishes to use the sick leave pool must be under a doctor’s care and present a written 

formal application to the sick leave screening board.  The application must include a written statement from a 

doctor concerning the inability to work.  Additional information and/or a second opinion may be required. 

4. The sick leave screening board shall consist of three (3) members.  Two (2) members shall be participating full 

time employees selected by the President’s Cabinet; one (1) member shall be selected by the Board of Trustees. 

5. Written notification of approval or other disposition of the application will be made by the screening board to the 

applicant. 

6. Each person, before using the sick leave pool, shall deplete his or her accumulated sick leave according to the 

Sick Leave Policy. 

7. The sick leave pool may not be used to cover participants who are receiving pay or are eligible to receive pay 

from worker’s compensation or KPERS disability. 

8. This policy may be reviewed by the appropriate group and the Board of Trustees as they deem necessary. 

 
Speaking to the Press 

It is always our intention at ICC to promote the college in a positive light.   As events are planned, classes are added, and employees 

receive recognition/honors, please allow us to share these events with the public by contacting the Public Relations Director who will 

facilitate writing news articles, distributing your information, and/or pitching your story for a feature or program.  PR works closely 

with the media is contacted directly for information.  Should the press want to visit with you about a story idea or request a quote for a 

piece they are doing, PR will make every effort to notify you in advance and help in any way you need.  If you are contacted directly 

without PR involvement, please contact the PR Director to work with you for the best results for our college. 

 

Standing Committees 

 All full-time employees volunteer to serve on at least one of five standing committees; Academic Council, Institutional 

Effectiveness/AQIP Team, Professional Development, Student Progress, and Technology; which provide strategic 

planning initiation, prioritization and oversight.  See Council of Chairs. 

 

Time Sheets 

All hourly/non-exempt employees must fill out and send to the Business Office a time sheet with their supervisor’s 

signature on a weekly basis.  Any overtime must be approved by the employee’s immediate supervisor prior to working 

the overtime for payment.  The week begins and ends on 12:00 a.m. Sunday of each week.  Full-time, non-exempt 

employees are employed for up to 40 hours a week.  The employee’s supervisor and the Human Resources Coordinator 

must approve any employment by the College for additional duties beyond the scope of the position for which the 

employee was hired. 

 

Tobacco-Free Campus  

All Independence Community College facilities (buildings and vehicles) exclusively owned, leased, or managed by the 

college are designated for tobacco-free/smoke-free use.  Refers to STU-801 and PSL-714. 

 

Tour Application and Contract 

See attached Tour Application and Contract Forms for use of campus student travel for all off-campus trips. 

 

Travel Requests 

1. All requests for travel for college business must be initiated at least seven (7) to ten (10) working days prior to the 

travel.  Travel advances are limited to the amount of the anticipated expense and reimbursed for actual expense with 

receipts. 

2. Air and charter travel requests must be approved by the President and follow supervisor approval prior to initiating 

reservations.  Refers to Board Policy FIN 405. 

3. Following travel approval, the travel request is filed in the unit office and the required purchase order is filed per 

purchase order procedure. 

4. Upon return from travel, the original, white copy of the travel request and the tan Travel Reimbursement form must 

be submitted for payment and/or reimbursement. Prior to submission, the requester should ensure that all receipts 

match exactly the original amount issued by the Business Office. Any remaining cash should be submitted to the 

Business Office with the Travel Reimbursement form and appropriate documentation within 72 hours following 

travel.   

5. Misuse of vehicles, resources and/or college travel opportunities may result in disciplinary action. 
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Tuition Benefit 

1. Full-time employees and their immediate dependants qualify for reimbursed tuition for credit classes and use of 

textbooks without charge, provided the textbooks are returned in good condition at the end of each semester.   If 

textbooks are not returned in good condition, the employee shall pay for the textbooks. 

2. Student activity fees associated with any credit class taken by the employee or the dependent will be the 

responsibility of the employee.  

3. Tuition Benefit does not assure that employees can take classes during the day.  The opportunity for employees to 

take classes during the regular work day is dependent upon office responsibilities and supervisor’s approval.  Work 

responsibilities take precedence over current enrollment, class participation and class activities. 

4. Employees and their dependents who are students must meet academic and financial obligations to continue taking 

classes, as outlined in the student handbook procedures.  Refers to Board Policy PSL-706 and FIN-401. 

 

Tuition and Fees Collection 

1. To enroll, students must have met past and current financial obligations at the end of each semester, unless a pre-

approved payment plan has been initiated. 

2. Students on payment plans are required to meet the conditions of the college’s promissory note.  Students failing to 

meet financial obligations will receive one thirty (30) day warning, and one sixty (60) day warning, as needed. 

3. Students not responding to the sixty (60) day warning may be subject to being dropped from classes, withholding of 

grades and/or transcripts, and/or, after ninety (90) days, accounts being turned over to the college collection agency.  

4. Students in financial arrears will not receive official transcripts. 

 

Vehicle Use 

College vehicles can be reserved through the college Maintenance Department, on a first-come first-served basis, for 

college business only.  Vehicle Request forms must have supervisor approval and should be submitted to the Director of 

Maintenance at least seven (7) working days prior to vehicle use.  Pets are not permitted in College vehicles. 

1. College vehicles must only be driven by college employees who are at least 21 year old, have a valid driver’s license 

and have filed an Employee’s Withholding Allowance Certificate (W-4) with the College Business Office. 

2. The College reserves the right to perform driving record checks on drivers. 

3. The College reserves the right to refuse driving assignment to any individual. 

4. All drivers are expected to report maintenance and/or repair needs following use of each vehicle.   

5. The vehicle use sheet must be filled out at the time of key return and are available in the Maintenance Shop. 

6. Do not fill the gas tank upon return of vehicle, unless absolutely necessary to get back to campus.  

7. Misuse of vehicles may result in disciplinary action. 

8. College vehicles are official college property and no alcoholic beverages or tobacco products are to be used. 

 

Local non-political, non-profit civic organizations and local government agencies may request to use college vehicles for 

special events they may be hosting or attending with the following restrictions: 

1. Independence Community College has first priority for vehicle use. 

2. Requestors must provide their own driver(s). 

3. All drivers must have a valid Kansas Driver’s license for the class of vehicle they will be operating and must be over 

21 years of age. 

4. Requesting organization must provide proof that their vehicle insurance policy covers their use of borrowed vehicles. 

5. The vehicle must be returned in the same condition as when it left, i.e. clean and with a full fuel tank. 

6. College vehicles are official college property and no alcoholic beverages or tobacco products are to be used. 

 

Workplace Guidelines 

1. Any person who believes they have been the recipient of any type of harassment should report the incident to their 

immediate supervisor.  The initiation of report shall not affect the employee’s status, compensation or work 

assignment.  All reports of harassment shall be maintained in strict confidentiality. 

2. The immediate supervisor must report any harassment incident to Human Resources.  If the harassment received by 

the employee is from the immediate supervisor, the initial report should go to Human Resources and the President. 

3. Human Resources will initiate a confidential finding of fact upon receipt of a harassment report.  The fact finding 

should identify if improper conducts occurred and appropriate action to be taken. 

4. If Human Resources determines action in response to harassment based on fact finding, the recommendation should 

be sent to the appropriate supervisor or Human Resources if the supervisor is involved. 

5. Opportunity for appeal is provided in the Employee Grievance Procedures.  
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Zero Tolerance  

The College expects students to behave in a fashion that contributes to the high quality of educational environment we 

prize.  The campus and college intervention for student behavior procedure outlines employee responsibility for response 

to inappropriate student behavior inside and outside of the classroom.  See Campus and College Intervention for Student 

Behavior Procedure. 
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INDEPENDENCE COMMUNITY COLLEGE 

EXIT INTERVIEW 
 

The Exit Interview form is a tool that affords ICC the opportunity to improve.  Please 
complete this questionnaire and return to Human Resource Director or the exiting 

employeeõs Presidentõs Cabinet Report before leaving employment at ICC or within the 
month following full-time employee retirement/resignation.   If the employee chooses, 
another party chosen by the employee may accompany them to the interview.   

 
Strengths of the college and unit for which the faculty/staff member has worked: 

 
 
 

 
 
 

 
 

 
 
 

 
Recommendations for improvement of the college and unit for which the faculty/ 
staff member has worked: 

 
 

 
 
 

 
 

 
 
 

 
 
What prompted your decision to leave the college? 

 
 

 
 
 

 
 

Employee: ____________________________________________________________  
        Date 
Interviewer:    ____________________________________________________________ 

        (Human Resource Director or employeeõs Presidentõs Cabinet Report.) 
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Independence Community College 

 
Campus Key Agreement 

 
 

Employee: 

Employee I.D.: 
Department: 

Title: 
 
 

 
Key Location   Issued    Due 

 
____________________  ____________________           ____________________ 
 

 
I, the undersigned, acknowledge receipt of the keys designated above.  I also agree not 
to loan, transfer, give possession of, misuse, modify or alter the above keys.  I further 

agree not to cause, allow or contribute to the making of any unauthorized copies of the 
above keys. 

 
I understand and agree that violation of this agreement may render me responsible for 
the expenses of changing the locks or re-keying in the affected areas. 

 
I understand and agree that Independence Community College may at its discretion 
withhold my final paycheck until all property of ICC has been returned by proper 

check-in procedures. 
 

 
Printed Name:_______________________________________________________________ 
 

Signature:___________________________________________________________________ 
 

Date:________________________________________________________________________ 
 
 

 
 
 

 
P.O. Box 708  *  Independence, KS 67301 *   (620) 331-4100  *   Fax:  (620) 331-5344
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Independence Community College 

Room Scheduling Request Form 

 

Name: _______________________________________ Date: _______________________________________ 

(GROUP/INDIVIDUAL) 

Date Room Needed: ____________________________ Sponsor: ____________________________________ 

Type of Activity: ________________________________ Phone: ______________________________________ 

Time of Activity: ________________________________ Number of Persons: ____________________________ 

Room Requested: 

 Academic Building: Classroom #  _________ 

 Academic Building: Inge Collection Room 

 Academic Building: Instructional Serv. Conference Room 

 

 Administration Building: Board Room    

 

 CLC East (Smart classroom) 

 CLC West Classroom 

 CLC Break room 

 CLC Shop Area 

 

 Fieldhouse: Gymnasium 

 Fieldhouse: Heritage Room 

 

 Fine Arts Building: Classroom #   _________ 

 Fine Arts Building: Inge Theatre 

 Fine Arts Building: Margaret Goheen Foyer 

 Fine Arts Building: Music Hall 

 

 ICO Building Classroom # _____________ 

 

 Student Union: Captains Room 

 Student Union: Fireside Room 

 Student Union: Student Services Conference Room 

 

 Special Arrangements: 

 Equipment:____________________________________________________________________________ 

 Media Center:__________________________________________________________________________ 

 Custodial/Maintenance Services:___________________________________________________________ 

 Food Services:_________________________________________________________________________ 

 Fees/Charges:__________________________________________________________________________ 

NOTE:  Please review the reverse side of this page for facility guidelines, procedures and charges. 

        MEDIA CENTER ___________________________________________ Date: ________________________ 

  FEE WAIVER:  YES _______________   NO   _______________ 

DEAN OF INSTRUCTION _____________________________________ Date: _________________________ 

  

COMMENTS: 

 

 

 

 

 

 

Indicate who should receive copy. 

 

Cc:        Receptionist 

 Business Office 

 Food Service 

 Instructional Services 

 Library 

 Maintenance 

 Media Center 

 Public Relations 

 Presidentôs Office 

 Student Services 
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Independence Community College 
Room Scheduling Guidelines and Procedures 

 

 

Independence Community College welcomes and encourages inquiries to use the college’s facilities by faculty, staff and area 

service and civic clubs, organizations and groups. 

 

¶ First priority will be given to college related activities.  All other requests will be considered on a first-come, first-served 

basis. 

 

¶ Facilities are not available to organizations or groups seeking to conduct religious services or partisan political activities. 

 

¶ Scheduling is requested at least two (2) weeks prior to the activity or event. 

 

¶ Board Policy PSL 714 prohibits work or attendance anywhere on campus while in possession or under the influence of 

alcohol and illegal drugs. 

 

¶ ICC is not responsible for thefts and/or loss of personal property. 

 

Send completed room request form to Kay Ackerson, Media Center - Academic Building for processing. 

 

 

Facilities will be available to all non-profit organizations upon approval.  However, for-profit groups may be charged.  Charges 

and fees are payable to the Independence Community College Business Office.  All non-college groups may be charged fees for 

use of equipment. 

 

Facility Usage Fees 

 

Fees listed are full day fees and may be pro-rated based on use. 

 

EQUIPMENT FEES CHARGES ROOM FEES CHARGES 

 

FLIP CHART/MARKERS 

 

$10.00 

  

ACADEMIC CLASSROOMS 

 

$50.00 

 

 

LCD PROJECTOR 

 

$50.00 

  

SMART CLASSROOMS 

 

$100.00 

 

 

MICROPHONES (Each) 

 

$15.00 

  

COMPUTER LABS 

 

$100.00 

 

 

OVERHEAD PROJECTOR 

 

$20.00 

  

CAPTAINôS ROOM 

 

$50.00 

 

 

PODIUM - MIC 

 

$25.00 

  

FIRESIDE ROOM 

 

$100.00 

 

 

PROJECTION SCREEN 

 

$10.00 

  

GYMNASIUM 

 

$100.00 

 

 

SLIDE PROJECTOR 

 

$15.00 

  

HERITAGE ROOM 

 

$50.00 

 

 

TV/VCR 

 

$25.00 

  

INGE THEATRE 

 

$100.00 

 

THEATRE (Sound/Light 

System) 

 

$25.00 

 ADMIN. BOARD ROOM 

AND CONFERENCE ROOMS 

 

$25.00 

 

MAINTENANCE FEES 

(Weekends) 

 

$25.00 

 MISCELLANEOUS FEES 

____________________________ 

  

 

TOTAL CHARGES 

   

TOTAL CHARGES 
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Independence Community College 
Sick Leave Pool Contribution  

 
I am aware of the provisions of the Independence Community College Sick Leave Pool 

established and of the guidelines developed for the implementation of the pool. 
 
I hereby offer to contribute one (1) of my sick leave days to the Pool starting this current 

contract year and for each continuous contract year of my employment or until I give 
written notice to Human Resources. 
 

 
 

__________________________________________ 
       Signature of Employee 
 

                __________________________________________ 
       Date 

 
 
 

I do not wish to contribute to the Pool at this time.  
 

    

   __________________________________________ 
       Signature of Employee 

 
__________________________________________ 
Date 
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Application for Sick Leave Days 
from the  

Independence Community College 
Sick Leave Pool 

 
 
 

 
________________________ 
Date of Application 

 
________________________________________________________________________ 

Employeeõs Name:  Last    First        Middle 
 
________________________________________________________________________ 

Department/Unit 
 

________________________________________________________________________ 
Last date for which sick leave accumulation applies 
 

________________________________________________________________________ 
Number of days requested 
 

 
______________________________________________________ 

Signature of Employee   Date  
 
 

 
PHYSICIAN STATEMENT: 
 

This employee is unable to return to work for _________days. 
 

____________________________________________________ 
   Signature of Physician   Date  
 

 
 

SCREENING BOARD ACTION: 
 
_______________________________ ____________________   _____________ 

Date application received  Date: Approved       Disapproved 
 
 

________________________________________________________________________ 
Number of days approved        Signature of Screening Board Member 
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 TOUR APPLICATION AND CONTRACT 

Independence Community College 

College Avenue & Brookside Drive 

Independence, Kansas 67301 

 

1. TOUR PARTICIPANT 

Name: ___________________________________________________________________ DOB ___________ 

 

Address, City, State, Zip: ____________________________________________________________________ 

 

Age: _______ School (if applies) ______________________________________________________________ 

 

Gender: _______ Emergency Contact (include phone #) ___________________________________________ 

 

_________________________________________________________________________________________ 

 

2. TOUR 

Tour Name or Destination: ___________________________________________________________________ 

 

Scheduled Departure/Return Dates: ____________________________________________________________ 

 

Optional Night Participant: YES ________ NO __________ 

 

3. PAYMENT 

A deposit of $100 per participant must be submitted with the registration form or the Tour Application and Contract.  The 

deposit will not be refunded after ________.  All payments due under this Tour application and Contract are the 

responsibility of the tour participant. 

 Each participant expressly agrees to pay all obligations incurred under this application and contract. 

 

4. CANCELLATION BY TOUR PARTICIPANT 

A tour participant may cancel prior to departure, but only in writing.  Refunds are limited to the time cancellations are 

received by Independence Community College as follows: 

a. A full refund of all monies paid, less the $100 non-refundable deposit after ____________________, will be 

awarded if cancelled 45 or more days prior to the scheduled departure date. 

b. A full refund of all monies paid, less the $100 non-refundable deposit, after ____________________, and less a 

$100 penalty will be awarded 30 to 45 days prior to the scheduled departure date. 

c. NO REFUND will be awarded if less than 30 days prior to the scheduled departure date, unless a replacement is 

secured. 

 

5.  ENTIRE AGREEMENT 

This tour application and contract constitutes the entire agreement between Independence Community College and the 

tour participant.  It may not be modified except upon written modification agreement that is signed by Independence 

Community College and all undersigned parties to this tour application and which makes express references to this Tour 

application and Contract. 

 

6.  PRICE INCREASE 

Independence Community College expressly reserves the right to, at any time, increase the tour price, if cost to 

Independence Community College for any of the component parts of the tour (including bus fare and sleeping 

accommodations) increase after the date this Tour Application and Contract is submitted.  In the event that the tour price 

is increased, Independence Community College shall notify the tour participant of the increased tour price.  If the increase 

equals 10% or more of the original tour price, then the tour participant may cancel the tour only by providing written 

notice of cancellation within five (5) days of notification of the increase, but no later than the day prior to the scheduled 

departure date and any increase shall be added to the existing balance and paid as provided in Section 6 or if final 

payment under Section 3 has already been made, the amount of the increase shall be paid in full within seven (7) days 

after notification of the increase. 

 

7.  CANCELLATION BY INDEPENDENCE COMMUNITY COLLEGE 

 ICC reserves the right to cancel the tour at any time due to an insufficient number of tour participants or circumstances 

beyond its control.  In the event of such a cancellation, a refund shall be made of all monies paid for the tour in complete 

satisfaction of ICC’s obligation. 
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ICC TOUR APPLICATION AND CONTRACT 

PAGE 2 
 

8.  CHANGES 

 ICC reserves the right to substitute any component of the tour, including transportation or sleeping accommodations, with 

other components of comparable quality.  ICC also reserves the right to alter, change, or make additions to or deletions 

from the tour itinerary, where such alteration, changes, additions, or deletions do not substantially change the tour.  No 

refunds will be made for any hotel rooms or other services included in the tour price, which is not utilized by the tour 

participant, and the tour participant shall be responsible for all additional costs of any substitute arrangements. 

 

9.  CONSENT TO MEDICAL TREATMENT 

 Student and parent expressly authorize ICC and chaperones/sponsors/instructors to consent to any medical, dental, 

surgical diagnosis or treatment and hospital care, to be rendered to any minor student under the general or special 

supervision, and on the advice of a competent and licensed practitioner.  This authorization does not, however, create any 

obligations or duties on ICC or the chaperones/sponsors/instructors. 

 

10.  HEALTH CONCERNS 

 Tour participants and parent shall, in writing, notify ICC of any handicap, health problems, illness, or other conditions 

which would (a) require special accommodations on the tour; (b) affect a decision on treatment to be rendered in the event 

a tour participant becomes ill or injured on the tour, or (c) require the use of any medications while on the tour.  

 The notice required by this section must be submitted with the completed Tour Application & Contract. 

 

11.  MISCONDUCT 

 Prior to departure, tour participants will be advised of the rules governing personal conduct on the tour. ICC reserves the 

right to send any participant home for gross or repeated violations of these rules, or for other misconduct.  In the event a 

participant is sent home, all supervision by ICC ends when participant returns home. No refunds will be awarded if sent 

home.  

 

12.  LIMITATION OF LIABILITY 

 Independence Community College is responsible for making reasonable arrangements for all tour services and 

accommodations offered as constituting the tour.  ICC has no other duty or obligation to a tour participant or parent 

except as set for the expressly in the Tour Application and Contract.  ICC is not responsible for acts, damages, personal 

injury, inconveniences, or losses arising out of any acts,  

 omissions, representations or negligence of carrier, hotels, or other persons rendering any of the services or 

accommodations being offered in such tour. 

 

 Any claim against ICC, whether based in contract or tort, which arises out of or relates to the Tour Application and 

Contract, must be commended within one year of the last scheduled date of the tour.  In no event shall ICC be liable in an 

amount greater than the tour price.  ICC shall not be liable for any consequential, special or punitive damages. 

 

Independence Community College 

    College Avenue and Brookside Drive 

            Independence, Kansas  67301 

 

 We, the undersigned, hereby grant permission for the tour participant to travel to the destination of the tour described 

above.  We expressly state that each of us has read and understands all of the terms of the Tour application and Contract 

and that each of us agree to abide by, and be bound by all of the said terms.  We acknowledge that Independence 

Community College’s liability to us is limited by these terms and expressly agrees to the limitation. 

 

__________________________________________________  Subscribed and sworn before me 

Parent or Legal Guardian (if minor)     _______________________________ 

         This ___________ day of 200_______ 

         Notary Public, State of ____________ 

__________________________________________________  My appointment expires ___________ 

Tour Participant 

 

 

 

 

 

 



  

  
32 

Independence Community College 
Travel Guidelines 

 
This vehicle should be returned in the condition it was issued.   Vehicle concerns (mileage data, repairs, etc.) 
should be noted on the reverse side of this form.   Please return this form with the keys to the key drop on the 
north Maintenance Building door.   Please refer to the ICC Faculty/Staff Handbook for full travel  procedures.  
 

MISUSE OF VEHICLES/POLICY ABUSE MAY RESULT IN DISCIPLINARY ACTION 

 
Round Trip Official Mileage 

   
Altamont 51 =   23.97  

Arkansas City 168 =   78.96 

Bartlesville 82 =   38.54 
Buffalo  78 =   36.66 

Cedarvale 108 =   50.76 

Chanute 84 =   39.48 

Cherryvale 23 =   10.81 

Coffeyville 42 =   19.74 

Colby  788 = 370.36 

Columbus 104 =   48.88 

Concordia 494 = 232.18 

Dodge City 534 = 250.98 

Elk City  34 =   15.98 

El Dorado 192 =   90.24 

Emporia 218 = 102.46 

Fort Scott 180 =   84.60 

Fredonia 54 =   25.38 
Garden City 638 = 299.86 

Goodland 856 = 402.32 

Great Bend 450 = 211.50 

Hays  568 = 266.96 

Howard  94 =   44.18 

Hutchinson 328 = 134.16 

Iola  122 =   57.34 

Joplin  150 =   70.50 

Kansas City 320 = 150.40 

Lawrence 270 = 133.48 

Leavenworth 342 = 160.74 

Liberal  650 = 305.50 

Longton 58 =   27.26 

Manhattan 372 = 174.84 
Miami, OK 144 =   67.68 

Neodesha 32 =   15.04 

Neosho, Mo 240 = 112.80 

Newton  270 = 126.90 

Parsons 64 =   30.08 

Pittsburg 134 =   62.98 

Pratt  382 = 179.54 

Salina  396 = 186.12 

Sedan  72 =   33.84 

Topeka  272 = 127.84 

Tulsa  173 =   81.31 

Wichita  226 = 106.22 

Winfield 174 =   81.78 

1-way mileage @ ½ listed amount.  Other 
destinations as per odometer reading. 
 
 

 

GUIDELINES: 
ü All travel utilizing college/public funds 

requires prior approval. 

ü The College provides vehicles for 
college use.  Purchase cards may be 

available through department heads. 

ü Travel advances are limited to the 

amount of expense and reimbursed for 

actual expense (meals, mileage and 
lodging) with receipts. 

ü Charter travel requires the Presidentõs 

authorization. 

ü Effective August 1, 2007, personal 

vehicle reimbursement, with approval, 

will be paid at the current state rate; 
which is $0.47/mile and only if no 

college vehicles are available. 

ü Drivers of college vehicles must be a 

college employee and have a valid 

Kansas driverõs license. 
ü Approved receipts and unexpended 

travel advances must be returned to 

the Business Office within 72 hours 

following travel. 

ü College vehicles are official college 

property and no alcoholic beverages or 
tobacco products are to be used. 

 

MEALS: Meal receipts for up to 

$25.00/person/day will be reimbursed by 

the college.  Alcoholic beverages will not 
be reimbursed.   

 

GENERAL GRATUITIES: Gratuities will 

be reimbursed at no more than the 

current industry standard; which is 15% 

of the cost of the expense. 
 

LODGING: Advanced registration should 

be used for lodging.  State/ 

Government rates should be requested.  

Personal room expenses (movies and 
phone) must be paid by the employee. 
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Vehicle Usage/Key Return 
 
 

      Departure Mileage   Return Mileage
    
Vehicle:  #  ______ Color  ______  _______________   _____________ 
 
Name:  _______________________________________________________________________________ 
 
Destination___________________________________________________________________________ 
 
Departure Date & Time:  __________________   Return Date & Time: _____________________ 
 
 
 

 
 
 
 

Vehicle Comments, Concerns, Repairs, Etc. 
 

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

_______________________________________________ 
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Independence Community College  

Separation Checklist  
 
 
Employee Name:     

Job Title:       

Last Day on the Campus:    

Last Day of Employment:     

 

Employee takes form to check in materials and get sign off at each department.  

 
PERSONNEL CHECKLIST 

Department     Task       Sign-Off 

Physical Plant  Turn in all Office/Campus Keys  

Business Office  Outstanding Account Balance Paid  

 Cell Phone Returned  

 Credit Card Returned                              

Library/Media Center  All Materials Checked Out Returned  

Dean of Instruction  Classroom Materials Returned                   

 Gradebooks Turned In                              

Computing  Laptop Returned                                      

 Computer Checked  

 Accessories Returned  

 

EXIT INTERVIEW AND REVIEW OF BENEFITS 

 

Department        Task       Sign-Off 

Human Resource  KPERS 

 KPERS Life Ins Conversion 

 Health Ins (Term Date:            )  

 Health Ins Continuation - Cobra  

 Cafeteria Plan Benefits  

 Completed Exit Interview Questions  

  

  

 

 

Date of Last Pay Check: _________________________  

 

Instructions for Last Check:  Pick Up _____      Automatic Deposit ____      Mail ____      

 

Forwarding Address:           

 

Employee Signature:      Date:       

 

Dean or HR Director Signature:  ________    Date:    

 

Copy completed form for employee.  
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Standing Committee Charges 
 
 

The following charges provide initial direction for each standing committee. 
Committee membership is additionally charged with establishing by-laws, 

priorities and leadership for activity which meshes with College strategic 
planning. 
 

 
 

 
Academic:   Provide continued leadership and recommendations for teaching and 
learning that maintain quality academic outcomes while flexing to meet with the 

instructional needs of the college and coordinating with other standing committee 
activity. 

 
 
 

Institutional Effectiveness/AQIP Team:   Provide leadership and recommendations 
for responding to college, state and regional institutional effectiveness 
accountability to include, but not limited to, College Core Abilities, Kansas Core 

Indicators, and North Central Assessment requirements in coordination with 
other standing committee activity. 

 
 
 

Professional Development:   Provide leadership, planning and implementation for 
individual, unit and college professional development which assures effective 
college climate for professional growth and development in coordination with 

other standing committee activity. 
 

 
 
Student Progress:   Provide leadership and structure for identifying standards for 

student progress, assuring progress standards are met and recommending 
procedures relative to student progress in coordination with other standing 

committee activity. 
 
 

 
Technology:   Provide vision and leadership for continued college technological 
strength which effectively uses college resources to meet administrative and 

learning needs in coordination with other standing committee activity. 
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Committee Assignments 
2007-2008 

 

Academic      Technology 
Denise Clark      Kay Ackerson  Kevin OõNeill 

Sonja Conley      Denise Clark  Susan Thomas 

John Eubanks     Jody Coy  Tony Turner 

**Ex-Officio/Peggy Forsberg    Richard Dozier *Erin Tuttle 
Eva Harkness      Becky Duke  Teresa Vestal 

Camelia Jadic      Peter Ellenstein 

Marcel LaFlamme     **Ex-Officio/Greg Eytcheson 

John Lowrance     Travis Githens 

Isaias McCaffery     Mark Harris 
Janelle Null      Krystal Wolf 

Mona Saleh      Archana Lal 

Ben Seel      Darrin McFarland 

Jon Sidoli       

Sheila Smither      

              

Student Progress  
Larry Bale      Hannah Joyce Hoven     

Sally Ciufulescu     Luis Juarbe 
Mike Cosgrove      Bruce Peterson     

Daniel Fossoy      Deborah Phelps  

Debra Havener     Anthony Randle  

Matt Hoven      Jim Riedle 

Gary Jackson      Bob Shaw  
Camelia Jadic      Carol Small 

       **Ex-Officio/Max VanLaningham  

              

Professional Development 
Elzie Anderson                                                      Elaine Kimzey     

Pearlene Barker  Lois Lessman 

Brian Bush  Jynell McCollam 

Rita Carinder  Deatrea Rose   

Sylvia Diffey  Karen Roush  
Vicki Dozier  Joel Saulsberry 

**Ex-Officio/Jan Fischer  Carlene Smith      

Brian Foreman  Mary Sutton   

Tye Hallowell  Kelly Webber      

Beverly Harris  

              

AQIP Steering  
Daniel Bain      Marcel LaFlamme 

Jim Correll      Lois Lessman    
John Eubanks     Debbie Phelps 

Greg Eytcheson     Lore Phillips 

Jan Fischer      Brenda Sanchez  

Peggy Forsberg     Curtis Schmitz 

Eva Harkness      *Benjamin Seel   
Beverly Harris      Max VanLaningham  

Marsha Hayes       

            

*Denotes Committee Chair 

**Advisory Capacity with veto rights    
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PRESIDENTôS CABINET BY-LAWS 

 

 

MISSION:  The President’s Cabinet provides visionary college leadership through unit activity coordination. 

 

RESPONSIBILITIES:   

The following responsibilities carry equal value for the College and the Unit that each of the Cabinet members 

serves. 

ü Coordinate and lead effective fiscal management and budget oversight for College district service within 

established Mission, Vision and Core Values and of local, state and federal statute compliance. 

ü Model and effect open communication among Cabinet members and colleagues throughout the College. 

ü Identify and fulfill personnel needs for each unit for effective service to College community.  

ü Coordinate fulfillment of student, staff and community needs.  

ü Collaboratively problem solve for best College outcomes. 

ü Integrate administrative unit initiatives into short and long range plans. 

ü Recommend actions, procedures and policies to Administrative Units, Council of Chairs and/or Board of 

Trustees as appropriate. 

 

MEMBERSHIP: 

President’s Cabinet includes those Administrative personnel appointed by the President to the Council. 

 

MEETINGS: 

ü President’s Cabinet meets weekly on a schedule predetermined by the Cabinet members. 

ü Cabinet members additionally meet as needed for effective leadership. 

ü Cabinet members participate in monthly Board of Trustees meetings, annual Strategic Planning meetings and 

College events. 

 

AMENDMENTS: 

President’s Cabinet by-laws may be amended with two readings and a two thirds vote of the Cabinet. 
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COUNCIL OF CHAIRS BY-LAWS 

 

MISSION:  The Council of Chairs (COC) consists of representatives from each of the Standing Committees; Academic 

Council, Technology, AQIP/Institutional Effectiveness, Student Progress, and Professional Development.  The COC 

provides the impetus for College strategic planning and implementation, and synthesizes and communicates 

committee/council activities.  

 

RESPONSIBILITIES:  

ü Initiates and maintains Strategic Planning processes 

ü Approves new procedures 

ü Discusses College-wide and Standing Committee issues and recommends venues for solution through 

designated representation 

¶ With concurrence of standing committee support and solution, the COC: 

Á Develops a plan of action for those issues determined to require interest/concern/response 

Á Identifies responsible standing committee/task force/sub-committee  for solution resolution 

Á Provides follow-up plan of action and standing committee/task force/sub-committee activity for 

effective outcomes 

Á Airs need for and formulates procedures and/or discussion of issues, which fall among multiple 

standing committee responsibilities  

Á Approves action recommendation and disseminates recommendation to standing committees for 

information and clarification 

¶ With non-concurrence or mixed support, the COC can recommend one of the three following options: 

Á standing committee review 

Á drop the issue  

Á no response  

 

MEMBERSHIP/LEADERSHIP: 

ü The Chair or designated representative of each Standing Committee serves on the Council of Chairs. 

ü The College President provides ex-officio leadership. 

ü COC minutes are distributed College-wide. 

ü Minute-taking is rotated among membership. 

 

MEETINGS:  

ü The COC meets every two weeks during the academic calendar year or on a pre-scheduled basis. 

 

BY-LAW AMENDMENT 

ü With two weeks notice to all Council members, an amendment may be submitted to the Council of Chairs for 

consideration.  With a majority vote of the Council of Chairs, the by-law amendment is approved and adopted. 
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ACADEMIC COUNCIL COMMITTEE BY-LAWS 
 

Voting Membership 

A. Regular Faculty-Each Division may select up to one representative for every three full-time faculty members of the Division, 

and one representative for any two full-time equivalent remainder members.  In addition, there will be one faculty librarian 

representative. 

B. Administration-The chief academic officer and not more than three other representatives selected by the administration. 

C. Physical Education/Athletics – The Athletic director and one coach. 

D. Additional voting members may be added for one-year terms, if nominated by a member and approved by a two-thirds 

majority vote. 

Members’ names shall be a matter of record, and regular participation is expected.  However, member-designated alternates shall 

be accorded participation and voting rights through a written or stated request by the member to the Chair of the Council.  Any 

college employee or student shall be welcome to attend meetings of the Council; and, in a nonvoting capacity, may participate in 

the proceedings, at the request of, or the approval of the Council. 
 

Character 

The Academic Council deals with the academic affairs and concerns of the College.  The Council shall, as a consequence, be an 

advocate for developing, establishing, and maintaining standards of academic excellence at Independence Community College. 
 

Responsibilities 

The Council shall be responsible for: 

1. Examining the mission and purposes of the institution, determining how they correspond with current practice, and making 

recommendations accordingly. 

2. Giving direction, guidance, and oversight to matters of curriculum, such as curricula development and curricula evaluation, 

and those matters relating to programs and courses of study. 

3. Assisting in developing and evaluating the college catalog, curricular brochures and publications, and the staff handbook. 

4. Developing, promoting, and recommending policies in matters relating to academic affairs such as attendance, prerequisites, 

degree requirements, scholarship requirements, and such other matters as the Council considers appropriate.  

5. Appointing any ad hoc committees deemed necessary by the Council, such committee to be composed of Council members 

who will address a specific issue for a specified period of time. 
 

Procedure-officers 

A Chairman, Vice-chairman and Secretary of the Council will be elected at the beginning of each calendar year and will serve 

one-year terms.  The Chairman will represent Academic Council on the ICC Chairs Committee.  The Vice-chairman will 

administer the chairman’s duties when the chairman is unavailable, will assist the chair at the chair’s discretion, and will be 

automatically nominated to be Chairman at the next election. 
 

Approval of items by the Council shall be by a majority vote of the voting members present.  Approved items will normally be 

given to the chief academic officer or his/her designee for presentation to the President of the College who will approve the 

item(s) and accept them as procedures or policy with the approval of the Board of Trustees; or return the item(s) in a timely 

manner to the Council with his/her recommendations, and/or the Board of Trustees recommendations for further consideration.  

The Council shall provide reports of its actions to the Board of Trustees.  The presentation of such reports shall be given to the 

Board by either the chief academic officer or the Chair of the Academic Council or both. 
 

Meetings 

Regular Council meetings will normally be held on alternating Friday afternoons.  However, the Chair reserves the right to call 

special meetings as circumstances may require.  Minutes will be taken and distributed after each meeting to all faculty. 
 

A quorum, for conducting official business of the Council, shall be one more than one-half of the membership. 
 

Agenda 

Each Council member will notify the Chair of agenda item(s) four days before a regular meeting so that the agenda can be 

distributed to the members two days prior to the meeting.  The names of individuals will be listed on the agenda in association 

with the appropriate item.  Discussion of all agenda items shall commence with a motion, and items appearing on the agenda 

under “other” shall be discussion items only. 
 

Special meetings shall be devoted to discussion only.  However, agenda items may be approved and distributed at the special 

meeting itself or a subsequent meeting.  Under these circumstances, the next meeting of the Council may be held within two days. 

 

 

Approved by Academic Council:  March 21, 1997; Sept. 8, 2000; Feb. 2, 2001; Feb. 7, 2003; Oct. 3, 2003 
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INSTITUTIONAL EFFECTIVENESS/AQIP TEAM COMMITTEE BY-LAWS 

 

Article I:  Purpose 

 The purpose of the Institutional Effectiveness/AQIP Team shall be to provide leadership and recommendations for 

responding to college, state and regional institutional effectiveness accountability to include, but not limited to, 

College Core Abilities, Kansas Core Indicators, and North Central Assessment requirements in coordination with 

other standing committee activity. 

 

Article II:  Membership and Terms 

A. Membership.  Each Division, Administrative unit, and a representative of off-campus programs will select a 

member to serve on the committee. 

B. Terms:  Each member of the committee will serve for two years.  Starting with fall 2000 half of the 

representative unit will select members for a one year term with the other half selecting members for a two 

year term.  Thence, each year half of the members will be retained. 

C. Unfinished Terms:  The representative unit for which a vacancy occurs will select a member to fulfill the 

remaining time of the term. 

D. Term Limits:  No committee member may serve more than two consecutive terms. 

 

Article III:  Office and Terms of Office 

A. Offices:  There shall be a chair and recording secretary. 

B. Selection:  The chair and recording secretary shall be elected in the spring semester from members among 

those who are returning the following fall semester. 

C. Term of service:  Officers are limited to two consecutive terms. 

D. Vacancy:  Either office may be filled at the time of vacancy by consensus of the committee. 

 

Article IV:  Meetings 

A. Regular Meetings:  Regular meetings shall be held at least once a month. 

B. Special Meetings:  Special Meetings may be called by the chair as need arises. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  
41 

PROFESSIONAL DEVELOPMENT COMMITTEE BY-LAWS 

 

Committee Charge: 

Provide leadership, planning and implementation for individual, unit and college professional development which 

assures effective college climate for professional growth and development in coordination with other standing 

committee activity. 

 

Committee Composition: 

Chair, chair-elect and secretary will be elected in August (see chairmanship for additional information).  The chair and 

vice-chair will serve a minimum of two years on the committee.  All other members may serve a single year. 

 

Meeting Time: 

Once monthly, with date and time to be decided annually by committee.  Chairman will notify group of times and dates. 

Additional meetings may be called by the chair as needed. 

 

Membership: 

Membership of this committee will be on a volunteer basis.  During the annual call for volunteers, interested employees 

should indicate the willingness to serve on this committee.  Additional “recruitment” of members may be necessary to 

have representation from all employee groups. 

 

Chairmanship: 

The chair of the group will be elected by the members at the first meeting of the academic year (in August).  The chair 

will be responsible for all meetings.  The chair will attend the monthly Committee Chairs Meeting with the President.  It 

is further recommended that the chair of this committee not be the chair of any other standing committee. 

 

Budget: 

A budget will be set by this group within the next two years. 
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STUDENT PROGRESS COMMITTEE BY-LAWS 

 

PURPOSE – 

The main charge of the Student Progress Committee is to provide and maintain a structure for identifying 

Independence Community College academic standards for student progress; including recognition of honors 

and establishing/maintaining guidelines for academic improvement.   

 

MEMBERSHIP AND TERMS – 

a. Membership shall consist of at least one representative from each academic division, student senate, 

academic advising and counseling, registrar, athletic department, residence life, financial aid, Academic 

Center for Excellence, and Student Services.   

b. Members are appointed/elected from the various divisions to two-year terms or longer.     

 

OFFICERS AND TERMS OF OFFICE – 

a. Officers will be elected at the end of each school year to take office in the following school term.     

b. Terms of office are one year.   Officers are limited to two consecutive years in a particular post. 

c. There shall be a chairperson (who also represents the committee on the Committee of Chairs), a vice-

chairperson, and a recording secretary. 

d. In case a vacancy should arise, the vacancy will be filled by consensus of the committee.  No position 

shall remain vacant for more than one month. 

 

MEETINGS – 

a. The committee shall hold a re-organization meeting within the first week after the start of each Fall 

Semester.      

b. The committee shall meet on a designated day (should alternate them) of the third week of each month in a 

place designated by the committee chairperson.    

c. Special meetings may be called by the chairperson at any time. 

d. The last meeting of the Spring Semester will be designated as the “election meeting.”  Officers for the 

following school year will be elected at this meeting.  Candidates may be nominated by individual 

committee members.  Members may nominate themselves.  Officers will be elected on a majority vote.    

At least half of the membership must be present for an election to be official.   

e. The chairperson shall call for and conduct meetings, and serve as the committee’s representative on the 

Committee of Chairs.  The chair may also appoint a member to represent the chair at Committee of 

Chairs’ meetings when he/she cannot attend. 

f. The vice chairperson will administer the chairperson’s duties when the chairperson is unavailable, and will 

assist the chair at the chair’s discretion.  

 

PROCEDURES – 

 Approval of items by the Committee shall be by majority vote of at least half the membership (half constitutes 

a quorum). 

a. Certain members of the committee not permitted to see student grades under privacy rules, will be 

excluded from discussions if individual grades are revealed and discussed. 
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TECHNOLOGY COMMITTEE BY-LAWS 
 

Purpose 

The purpose of the Technology Committee is to examine and make recommendations for instructional and administrative technology 

needs which effectively use college and outside resources in order to promote learning opportunities, assist in course and curriculum 

development, and provide guidance with purchasing hardware and software. 

 

Membership 

The membership of the Technology Committee is comprised of five permanent members and various college employees from 

multiple departments who view technology as an integral component in the success of ICC.  The five permanent member positions 

include: 

¶ Director of Computing 

¶ MIS Coordinator 

¶ Business and Technology Division Faculty Member 

¶ Non-technical faculty 

¶ Classified Staff 

All college employees are encouraged to become a member of the Technology Committee. Service for this committee will be 

one academic year. 

 

Responsibilities 

¶ Study and evaluate current and future areas dealing with technology/computers for long and short range planning activities 

such as the ICC Technology Plan and opportunities/circumstances as they arise. 

¶ Review and make recommendations for Faculty & Staff Technology Grants. 

¶ Provide recommendations based on review of existing status of labs and programs. 

¶ Establish a procedure for acquiring the best and most cost-effective technology equipment/software. 

¶ Establish a replacement/surplus plan for all computer systems. 

 

Complementary Goals and Objectives 

¶ Develop partnerships with faculty, staff, students and community to solicit suggestions, ideas, and input for technological 

improvements. 

¶ Promote technology open house activities, community accessibility, and public awareness of college-wide technological 

opportunities. 

¶ Keep the college community aware of and informed about new technology (i.e. certifications, courses, grants, etc.). 

¶ Encourage campus-wide and service-area wide networking of technicians, consultants, business and industry personnel, 

adjunct professors and others to provide input for advice and consultation in the design, plan and utilization of a 

technologically sound curriculum. 

¶ Coordinate information regarding federal programs, vocational programs, and related advisory councils dealing with 

technology. 

¶ Be available for consultations and advisement to other committees/groups on decisions impacting the campus. 

¶ Assess the application of college funds available for the purpose of a technologically appropriate campus. 

¶ Encourage efficient and effective standardization and use of technological equipment, inventory, control, and practices, 

procedures and guidelines for purchase, and use of technology. 

 

Meeting Frequency 

The Technology Committee will meet a minimum of once each quarter and as may be decided by the membership and at such other 

times as may be directed by the chair.  The Director of Computing will request appointment of a Chair to annually preside over this 

council.  The Chair will appoint a Secretary to take minutes of each meeting and distribute to all college personnel.  Any Ad 

Hoc/Task Force activity will be assigned on an “as needed” basis with a specified time frame for the activity to be completed.  The 

Chair attends the Council of Chairs which meets approximately every other Friday during the school year. 

 

Communications 

Minutes will be taken each meeting and will be distributed to all faculty, staff and administrators at the earliest possible date. 

Requests for agenda items will be announced by the Chair two weeks in advance of the next regularly scheduled meeting and are due 

at least three working days prior to that next meeting.  Requests for Faculty & Staff Technology Grants are available at 

www.indycc.ks.us/techgrant.htm  Grant requests must also be submitted three days prior to the next regularly scheduled meeting. 

 

Budget 

The Technology Committee is responsible for making recommendations on the Faculty/Staff Technology Grant, which will be 

funded on a year-to-year basis.  The purpose of the funds is to encourage faculty use of and incorporation of technology in the 

classroom and to assist Staff in purchasing computer/technology equipment.  The grant is geared towards helping pay for technology 

equipment that faculty or staff cannot afford on their own budgets.  The grant provides for support up to 50% of the proposed 

equipment price with a ceiling limit of $750.  Available money is not guaranteed and the funds are dispersed with careful 

consideration on a quarterly basis. 

 

http://www.indycc.ks.us/techgrant.htm


Independence Community College 
Independence, Kansas  67301 

620-331-4100 
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CAMPUS EMERGENCY RESPONSE PROCEDURES 
 

I. Introduction 
 

The purpose of this plan is to provide guidance and direction to Independence Community 

College’s (ICC) response in the event of an emergency or crisis situation. 

 

For the purposes of this document, an emergency is defined as any situation creating imminent 

danger to: 

1. Lives, health, or personal well being 

2. Public and private property 

3. The ability of the College to reasonably carry on normal operations. 

 

A natural disaster, man-made catastrophe, or other violent or threatening behavior by an 

individual or group could cause an emergency. 

 

RESPONSE FRAMEWORK 

Priorities 

 

The health, safety, and well being of people are ICC’s highest priority.  After the College acts to 

protect the safety of individuals, the next highest priority is College facilities (buildings and 

property) followed by private property that may be affected by the situation.  Returning to normal 

operations will occur only after stabilizing the emergency situation and securing the safety of 

individuals and property. 

 

General Emergency Procedures 

 

¶ Employees who become aware of an event, situation, or condition that poses a threat to health, 

lives, or safety to individuals should immediately call 911.  Once emergency personnel have 

been notified the employee should contact and advise campus security of the situation.   

¶ Employees who become aware of an event, situation, or condition that possess a threat to 

property should contact campus security and advise them of the situation.  If possible and 

prudent, employees should notify their immediate supervisor and/or other appropriate ICC 

departments.  While on the scene, the highest ranking employee should be in charge until 

relieved by an administrator, campus security, or emergency personnel. 

 

¶ If safe, the employees should secure the area until campus security officer arrives.  However, 

employees should not place themselves at additional physical risk. 

 

After campus security has arrived, the employee should wait for other proper authorities (Sheriff’s 

Officer, EMT’s, Fire Department, etc.) and provide them with all information about the situation.  

In any situation where the Sheriff, Emergency Medical Personnel and/or Fire Departments 

are involved, they will have on-site jurisdiction over the immediate area.  Refer all media 

contacts to Public Relations.  Do not respond to questions from the press. 

 

NOTE:  Individuals needing evacuation assistance should notify their instructor or supervisor.  On 

a regular basis, instructors and supervisors should familiarize themselves on the needs of any 

student or employee who may require assistance in an emergency. 

 

COMMUNICATIONS PROCEDURES 
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Once initial security and emergency contacts have been made and correctional measures taken, it is 

crucial that all further communication follow a set procedure.  Depending on the event and its 

location, different departments/buildings may be affected in varying degrees of relevance.  None-

the-less, all areas should be kept apprised of any crisis situation.  Special care should be taken to 

preserve any individual or group privacy and confidentiality rights.  The reason for the specific 

communication procedure is to maintain professional standards and eliminate the gossip and 

speculation that can accompany such events. 
 

Internal, Off-Site, & External Procedures 
 

Internal: 
1. All official communication should be channeled through the Human Resource Office with the 

pre-approval of the President (or in the absence of the President, the Board President or their 

designee). 

2. In the event of non-life threatening situations, email messages should be sent to all staff and/or 

students from the Human Resource Office with a brief, factual statement of the event, the steps 

that have taken place to address the issue, as well as any further actions to be taken. 

3. When necessary, additional update communications should be sent via email to all necessary 

institutional groups. 

4. In cases of extremely sensitive situations, the deans, faculty, and department heads may be 

asked to take a few moments to present the situation and offer the opportunity for a brief 

question and comment period.  Individuals should be monitored for signs of distress or the 

possible need for counseling services.  Proper contacts should be notified immediately of those 

needs. 

5. Steps should be taken to insure that all part-time, evening, and out-reach faculty and staff are 

informed of any events that affect the campus community. 
 

Off-Site 

1. As with on-campus situations, any occurrence in the downtown facility or any other off-site 

location should be handled in the same manner as an on-campus incident. 

2. All official communications should originate from the Human Resource Office and be 

disseminated to the campus community.  Email will be used whenever feasible. 

3. Update information will be supplied as the need arises. 
 

External 
1. All official external communication will originate from the Human Resource Office with the 

approval of the President (or in the absence of the President, the Board Chair or their designee).  

The primary goal of external communication is to provide fast, accurate information while 

eliminating erroneous stories and gossip. 

2. Most external communication will be sought by various media in the area and ALL statements 

or comments to them will originate from the Human Resource Office.  Individuals should avoid 

making comments or statements to the media.  Inquiries should be referred to the Human 

Resource Office. 

In some circumstances, parents/family members of students, visitors, and ICC personnel may try to 

make contact with their campus members.  To maintain order, all inquiries will be channeled 

through the Human Resource Office.  That office will contact the proper department to obtain the 

necessary information and either relay the information back to the family or designate an individual 

to handle the reply. 

SUPPORT SERVICES 
 

Provided to All On and Off Campus Individuals 
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Independence Community College is dedicated to providing necessary support services to students, 

staff, and visitors in the event of a crime, emergency, or disaster.  The assistance includes, but is not 

limited to, a variety of counseling and support services both on campus and through the community 

and county.  Counseling personnel will adhere to all American Counseling Association (ACA) rules 

of ethical standards. 

 

As soon as the initial reporting of any incident has taken place and the proper safety, security, and 

administrative steps have been implemented, informal group counseling should be made available 

to any campus citizen who needs it.  During regular, daytime operational hours, Micheal Taylor (or 

the acting ACE Counselor) will initiate informal individual and group counseling or support 

sessions utilizing available classrooms.  The Housing Director and Director of Athletics can refer 

individuals in their facilities to either counselor.  In the event that large numbers of individuals are 

expected, Debra Havener will assist in the Academic Building or wherever there is the most need.  

Counseling services should be made available to any individual needing them for at least 48 hours 

after a crime, emergency, or disaster occurs, or until the need has subsided.  Some individuals may 

require longer term individual counseling and the campus counselors will either schedule those 

appointments or assist the individual in making initial contact with the local mental health facility.  

When services are going to be provided for an extended period of time, fliers should be posted and 

faculty, staff, and students should be notified of the locations and hours of the services. 

 

The college recognizes that everyone handles emergency situations in different ways and at 

different times.  The purpose of the support services is to provide each individual with as much a 

sense of safety, security, and support as possible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

II.  Accidents and Injuries to Individuals 
 

Ç Automobile 

Ç Falls 

Ç Medical 
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Automobile 

Whether the automobile is on or off campus, call 911.  After the 911 call has been made, if the 

vehicle is on campus, call Security for assistance. 

 

Falls 

Determine the type of attention the victim may need, and then call Security or 911. 

 

Medical 

Call 911 and Security if the victim: 

Á Is or becomes unconscious. 

Á Has trouble breathing or is breathing in a strange way. 

Á Has chest pain or pressure. 

Á Is bleeding severely. 

Á Has pressure or pain in the abdomen that does not go away. 

Á Is vomiting or passing blood. 

Á Has a seizure, a severe headache, or slurred speech. 

Á Appears to have been poisoned. 

Á Have injuries to the head, neck, or back. 

Á Has possible broken bones. 

 

Remember: 

Do not move a seriously injured person unless a life-threatening situation exists. 

 

Á Call 911 and Security.  Give your name, location, and telephone number.  Provide as 

much information as possible regarding the nature of the injury or illness, whether the 

victim is conscious, etc.     
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III.  Life Threatening Incidents 
 

Ç Bomb/Bomb Threats 

Ç Weapon 

Ç Chemical 

- Internal Gas Leak 

- Hazardous Material 

Ç Fire/Smoke/Burning Smell 

 

Bomb/Bomb Threats 

(Note:   Since bombs may be detonated electronically, it is usually recommended that you do not 

turn lights, computers, etc., on or off and it is recommended to move to a different area to use a 

telephone.) 

 

Imminent Threat-device found: 

1. Remain calm and call 911 and Security. 

2. If the bomb threat was left on your voice mail, do not erase it. 

3. Security and proper personnel will secure building, ensure evacuation, control crowd. 

4. Direct responders to site and remove traffic barriers, if necessary. 

 

Non-imminent Threat: 

1. Remain calm and call 911 and Security. 

2. Evacuate area and secure building. 

3. Have proper authorities search suspected site.  (If device is found, treat as imminent threat.) 

 

Weapon 

The possession or use of lethal weapons on Independence Community College premises is strictly 

prohibited.  Lethal weapons include but are not limited to firearms, ammunition, bows/arrows, 

knives, explosives and dangerous substances.   

 

If you should find any weapons on campus, or see anyone with a weapon, or if you think you know 

of someone who has a weapon in their possession, call Security immediately.  Security and or 

authorized personnel will make the decision to call 911. 

 

Chemical 

Internal Gas Leaks 

1. Contact Security and the Physical Plant Officer. 

2. Highest ranking employee on site will determine whether to evacuate the building(s) if 

necessary, use common sense. 

3.  Highest ranking employee on site will determine if the Fire Department should be notified. 

4. Do not touch light switches or outlets or use electrical devices at this time. 

 

Hazardous Material Incident 

In case of an incident with an accidental spill of toxic, flammable, explosive, or reactive materials 

call Security and the Physical Plant Officer.  You may be asked to evacuate a room or the building.  

Maintain a safe distance from the spill area for your safety.  Security or the Physical Plant Officer 

will call 911. 

 

 

Fire/Smoke/Burning Smell 

1. Call Security and the Physical Plant Officer. 
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2. Highest ranking employee on site will assess the situation, secure the building, ensure 

evacuation, establish a perimeter, control crowd, and summon medical assistance if 

necessary. 

3. Direct responders to site. 

 

Fire 

1. Pull fire alarm if one is available, then call 911. 

2. Call Security and the Physical Plant Officer. 

3. Highest ranking employee on site will assess the situation, secure the building, ensure 

evacuation, establish a perimeter, control crowd, and summon medical assistance if 

necessary. 

4. Direct responders to site. 

 

Emergency Evacuation Procedures 

A. Whenever the fire alarms/strobes are activated, occupants MUST evacuate the building 

and reassemble at the designated locations(s).  Occupants on floors above the ground floor 

must use emergency exit stairwells to leave the building (new residence hall only).  DO 

NOT USE ELEVATORS!!! 
B. In the event that the fire alarms/strobes are not activated in an emergency, personnel 

should assist in evacuating the building.   

C. Emergency Evacuation Signage is posted in buildings so those occupants may become 

familiar with the evacuation routes for their area. 

D. All personnel are responsible to assist and direct building occupants to assigned areas and 

the fire exit stairwell and confirm that all occupants have evacuated the buildings.  The 

Physical Plant Officer will report to authorized emergency personnel that the area is clear.  

Remain calm and give evacuation instructions.  Keep existing groups together.  Once 

outside, account for evacuees and keep everyone together.  

E. Personnel should work with departmental chairs and directors to identify any ICC 

employees and students with a disability that would need assistance during an evacuation.  

At least two staff members should be assigned to each person identified with a disability to 

provide assistance, ensuring that the disabled person will be assisted during the 

evacuation.  Should the disabled person not be able to use the fire exit stairwells, he or she 

must be escorted to the exit stairwell landing as a “Safe Area of Rescue.”  One escort 

should remain with the disabled person at the landing to provide additional assistance.  

The other escort should inform an authorized emergency responder that a disabled person 

is waiting for rescue on the specified floor within the exit stairwell. 

 
Visually Impaired/Blind 

It is important to verbally explain the nature of the emergency to the visually impaired person.  

Provide assistance by offering to place their hand on your arm and to guide them to a safe location.  

As you walk, inform the person where you are and describe any obstacles in the path.  When you 

reach safety, ask them if you can escort them to a place that will orient them on campus, or if they 

wish to speak to an emergency responder. 

 

 
 

 

Hearing Impaired/Deaf 

Persons who are deaf or hearing impaired may not perceive an audible fire alarm.  Use an alternate 

warning system.  Two methods are: (1) write a note to tell the person of the situation, the nearest 
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evacuation route, and the assemble area.  Or (2) turn the light switch on and off to gain attention 

only if there is NOT a gas line leak.  Then indicate in writing or through gestures what is happening 

and what to do. 

 

Sample Script: ñFire-Go out the rear door to the right and down.  NOW!!  Meet on front 

lawn.ò 

 

Persons Using Crutches/Canes or Walkers 

In emergency evacuations, these individuals should be treated as if they were injured.  Have the 

individual sit on a chair, preferably a chair with arms, and follow the procedure for non-ambulatory 

persons listed in the next section. 

 

Non-ambulatory Persons 

Most people in wheelchairs will be able to exit safely without assistance if they are on the ground 

floor.  For floors above the ground level, the needs and preferences will vary.  Always consult 

people in wheelchairs and other non-ambulatory persons as to his/her preferences regarding: 

 

Á Ways of being lifted 

Á The number of people necessary for assistance 

Á Whether to move or extend extremities when lifting 

Á The need for a seat cushion or pad 

Á After-care, if removed from the wheelchair (is a stretcher, chair necessary?) 

 

Check the evacuation routes for obstructions before assisting the person to the exit.  Delegate other 

volunteers to bring the wheelchair, if applicable.  Reunite the person with their wheelchair as soon 

as it is safe to retrieve it.  Be aware that some people have minimal ability to move.  Lifting or 

moving them too quickly may harm the individual.  It may be necessary for trained rescue 

responders to bring the person out of the building.  If this is the situation, the person must be 

brought to a “Safe Area of Rescue” to wait for assistance. 
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IV.  Campus Disorder 

 
Ç Student fighting 

Ç External threats 

Ç Internal threats 

 
Remember, your personal safety is of primary importance in any violent situation.  Do not do 

anything that might jeopardize your safety or increase the risk of injury to others. 

 

If you observe a violent act: 

Á DO NOT physically intercede or try to restrain the aggressor(s). 

Á Call Security for assistance.  They will respond to the location and, if necessary, contact 

the Sheriff’s Department for assistance. 

Á Be prepared to stay on the telephone with Security to provide pertinent information. 

Á Encourage others in the area not to become involved and, if possible, leave the area. 

 

If you are confronted by an irrational and/or aggressive individual: 

Á Listen to what the individual has to say. 

Á Speak to him/her in a clear, quiet voice. 

Á Explain that you are willing to help him/her. 

Á Respect and do not crowd into his/her personal space. 

Á Never argue with an irrational or aggressive individual. 

Á If necessary, contact Security for assistance. 

Á To the extent possible, use logic and reason to calm the individual. 
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V. Storms 
 

Ç Tornadoes 

Ç Snow 

Ç Rain 

Ç Ice 

 
Tornado Watch and Warning 

 

In the event that a Tornado Watch is issued for our area, the following will happen: 

Á Building personnel will be notified. 

Á You should continue with your daily routine; however, you should remain alert to the 

possibility of severe weather and be prepared to act accordingly. 

 

If a Tornado Warning is issued for our area, the following will happen: 

Á Internal and external warning sirens will be activated. 

Á Building personnel will be notified. 

Á You should promptly move to your designated shelter area. 

Á Remain in your designated shelter area until the all-clear signal is sounded or you are 

otherwise informed. 

 

Winter Weather Closings 

 
To learn if the campus is closed due to winter weather conditions, the following options are 

available to you: 

Á Listen to KIND 102.9 FM or KGGF 690 AM radio stations or the Pittsburg, KS TV 

Channel 7 for campus closings.  Be aware that each station may take some time to post 

that information once it is received. 

Á Call the main college number. (620) 331 4100 (after 8:00 a.m.).  After normal operating 

hours, call Security at 620-330-7046. 

Á Check your email. 

 
Storm Warning Instructions 

Report warnings or sightings to Mario Lopez, Physical Plant Officer or after regular operating 

hours, contact security. 

 

The following shelters are recommended: 

 

Academic Building………………………………………..lower level 

Administration Building…………………………Academic Building 

Cessna Building……………………………interior hall or restrooms 

Field House………………………………..restrooms or weight room 

Fine Arts Building………………………….interior hall or restrooms 

New Residence Halls……………………….interior hall or restrooms 

Brick Housing Units………………………………………..restrooms 

Student Union…………………………………….lower level interior 

 

 

VI.  National/Regional Disasters 
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Ç National 

Ç Regional 

 

National 

A. As required by Homeland Security procedure, administration will relocate/cancel classes 

and close staff offices. 

 

B. Security, the Physical Plant Officer and staff will handle traffic/crowd control. 

 

C. Security, the Physical Plant Officer and staff will stage support as required. 

 

Regional 

A. Call Security or the Physical Plant Officer. 

 

B. Direct emergency personnel to the scene. 

 

C. Security, the Physical Plant Officer and staff will handle traffic/crowd control. 

 

D. Security, the Physical Plant Officer and staff will stage support as required. 

 

D. Administration will authorize relocation/cancellation of classes and relocation or closing 

of staff offices, if necessary. 
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EMERGENCY RESPONSE PROCEDURES 

 

 

I. Introduction 
 

The purpose of this plan is to provide guidance and direction to the Independence Community 

College Downtown Learning Center’s response to an emergency or crisis situation. 

 

For the purposes of this document, an emergency is defined as any situation creating imminent 

danger to: 

1.  Life, limb or eyesight. 

2.  Public and private property. 

3.  The ability of the Center to reasonably carry on normal operations. 

 

General Emergency Procedures 

 

The same basic procedures as described for the main campus will also pertain to the Downtown 

Center.  

 

NOTE:  Individuals needing evacuation assistance should notify their instructor or supervisor.  On 

a regular basis, instructors and supervisors should familiarize themselves on the needs of any 

students or employees who may require assistance in an emergency. 
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DOWNTOWN EMERGENCY RESPONSE PROCEDURES 
 

I I. Accidents and Injuries to Individuals 
 

Ç Automobile 

Ç Falls 

Ç Medical 

 

Automobile 

Whether the automobile is on or off campus, call 911.  After the 911 call has been made, if the 

vehicle is on campus, call Security for assistance. 

 

Falls 

Determine the type of attention the victim may require then call 911.  Be careful not move the 

person; if they are unable to right them self, you could cause further injury.   

 

Medical 

Call 911 and Security if the victim: 

Á Is or becomes unconscious. 

Á Has trouble breathing or is breathing in a strange way. 

Á Has chest pain or pressure. 

Á Is bleeding severely. 

Á Has pressure or pain in the abdomen that does not go away. 

Á Is vomiting or passing blood. 

Á Having seizures, a severe headache, or slurred speech. 

Á Appears to have been poisoned. 

Á Has an injury to the head (including ears and eyes), neck, or back. 

Á Has possible broken bones. 

 

Remember: 

Do not move a seriously injured person unless a life-threatening situation exists.  In that event, 

ensure that the person’s back, neck and head are supported and kept generally in a straight line. 

 

Á Call 911.  Give your name, location, and telephone number.  Provide as much 

information as possible regarding the nature of the injury or illness, whether the victim is 

conscious, etc.     
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I I I. Life Threatening Incidents 
 

Ç Bomb/Bomb Threats 

Ç Weapon 

Ç Chemical 

- Internal Gas Leak 

- Hazardous Material 

Ç Fire/Smoke/Burning Smell 

 

Bomb/Bomb Threats 

(Note:  Since bombs may be detonated electronically, it is usually recommended that you do not 

turn lights, computers, etc., on or off and it is recommended to move to a different area to use a 

telephone.) 

 

Imminent Threat-device found 

 1.   Remain calm and signal someone to call 911 and the building management. 

 2.   Keep the threatening individual on the phone and ask questions about the location of the  

       bomb, as well as any time limits that may exist. 

3.   Write down, in as much detail as possible, any information that the caller gives you (ex. I 

      can see the building from where I am). 

4.   DO NOT leave the area to search for the bomb. 

5.   If the bomb threat was left as an email, do not erase it. 

6.   Law enforcement and proper personnel will secure the building, ensure safe evacuation,   

      control crowd. 

7. Direct responders to site and remove traffic barriers, if necessary. 

 

Non-imminent Threat 

1.   Remain calm and call 911 and building management personnel. 

 2.   Evacuate area and notify building management personnel. 

3.   Have proper authorities search suspected site.  (If device is found, treat as imminent  

      threat.) 

 

Weapon 

The possession or use of lethal weapons on the ICO premises is strictly prohibited.  Lethal weapons 

include but are not limited to firearms, ammunition, bows/arrows, knives, explosives and dangerous 

substances.   

 

If you should find any weapons on campus, or see anyone with a weapon, or if you think you know 

of someone who has a weapon in their possession, notify the center director immediately.  The 

director or another authorized person will make the decision to call 911. 

 

Chemical 

Internal Gas Leaks 

1.   Contact building management personnel and Physical Plant Officer. 

2. Highest-ranking employee on site will determine whether to evacuate the building(s) if 

necessary, use common sense. 

3. Highest-ranking employee on site will determine if the Fire Department should be notified. 

4. Do not touch light switches or outlets or use electrical devices at this time. 

 

Hazardous Material Incident 
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In case of an incident with an accidental spill of toxic, flammable, explosive, or reactive materials, 

call the building management personnel and notify the Physical Plant Officer.  You may be asked to 

evacuate a room or the building.  Maintain a safe distance form the spill area for your safety. 

 

Either the building personnel or the director will call 911. 

 

Fire/Smoke/Burning Smell 

1.   Call building management personnel and Physical Plant Officer. 

2. Highest ranking employee on site will assess the situation, secure the DLC area of operations, 

ensure evacuation, control crowd, and summon medical assistance if necessary. 

3. Direct responders to site. 

 

Fire 

1.   Pull fire alarm if one is available, then call 911. 

2.   Call building management personnel and the Physical Plant Officer. 

3. Highest ranking employee on site will assess the situation, secure the building, ensure 

evacuation, establish a perimeter, control crowd, and summon medical assistance if necessary. 

4. Direct responders to site. 

 

Emergency Evacuation Procedures 

A. Whenever the fire alarms/strobes are activated, occupants MUST evacuate the building 

and reassemble at the designated locations(s).  Occupants on floors above the ground floor 

must use emergency exit stairwells to leave the building.  These stairwells can be found at 

the northern, southern and western corners of the building.  DO NOT USE 

ELEVATORS!!! 
B. In the event that the fire alarms/strobes are not activated in an emergency, personnel 

should assist in evacuating the building.   

C. Emergency Evacuation Signage is posted in buildings so those occupants may become 

familiar with the evacuation routes for their area. 

D. All personnel are responsible to assist and direct building occupants to assigned areas and 

the fire exit stairwell and confirm that all occupants have evacuated the buildings.  The 

Physical Plant Officer will report to authorized emergency personnel that their area is 

clear.  Remain calm and give evacuation instructions.  Keep existing groups together.  

Once outside, account for evacuees and keep everyone together. 

E. Personnel should work with to identify employees and students with a disability that 

would need assistance during an evacuation.  At least two staff members should be 

assigned to each person identified with a disability to provide assistance, ensuring that the 

disabled person will be assisted during the evacuation.  Should the disabled person not be 

able to use the fire exit stairwells, he or she must be escorted to the exit stairwell landing 

as a “Safe Area of Rescue.”  One escort should remain with the disabled person at the 

landing to provide additional assistance.  The other escort should inform an authorized 

emergency responder that a disabled person is waiting for rescue on the specified floor 

within the exit stairwell. 

 

 

 

 

 

Visually Impaired/Blind 

It is important to verbally explain the nature of the emergency to the visually impaired persons.  

Provide assistance by offering to place their hand on your arm and to guide them to a safe location.  
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As you walk, inform the person where you are and describe any obstacles in the path.  When you 

reach safety, ask them if you can escort them to a place that will orient them, or if they wish to 

speak to an emergency responder. 

 

Hearing Impaired/Deaf 

Persons who are deaf or hearing impaired may not perceive an audible fire alarm.  Use an alternate 

warning system.  Two methods are: (1) write a note to tell the person of the situation, the nearest 

evacuation route, and the assemble area.  Or (2) turn the light switch on and off to gain attention 

only if there is NOT a gas line leak.  Then, indicate in writing or through gestures what is happening 

and what to do. 

 

Sample Script: ñFire-Go out the rear door to the right and down.  NOW!!  Meet on front 

lawn.ò 

 

Persons Using Crutches/Canes or Walkers 

In emergency evacuations, these individuals should be treated as if they were injured.  Have the 

individual sit on a chair, preferably a chair with arms, and follow the procedure for non-ambulatory 

persons listed in the next section. 

 

Non-ambulatory Persons 

Most people in wheelchairs will be able to exit safely without assistance if they are on the ground 

floor.  For floors above the ground level, the needs and preferences will vary.  Always consult 

people in wheelchairs and other non-ambulatory persons as to his/her preferences regarding: 

 

Á Ways of being lifted 

Á The number of people necessary for assistance 

Á Whether to move or extend extremities when lifting 

Á The need for a seat cushion or pad 

Á After-care, if removed from the wheelchair (is a stretcher, chair necessary?) 

 

Check the evacuation routes for obstructions before assisting the person to the exit.  Delegate other 

volunteers to bring the wheelchair, if applicable.  Reunite the person with their wheelchair as soon as 

it is safe to retrieve it.  Be aware that some people have minimal ability to move.  Lifting or moving 

them too quickly may harm the individual.  It may be necessary for trained rescue responders to 

bring the person out of the building.  If this is the situation, the person must be brought to a “Safe 

Area of Rescue” to wait for assistance. 
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IV. Downtown Center Disorder 
 

Ç Student fighting 

Ç External threats 

Ç Internal threats 

 

Remember, your personal safety is of primary importance in any violent situation.  Do not do 

anything that might jeopardize your safety or increase the risk of injury to others. 

 

If you observe a violent act: 

Á DO NOT physically intercede or try to restrain the aggressor(s). 

Á Call Security for assistance.  They will respond to the location and, if necessary, contact 

the Police Department for assistance. 

Á Be prepared to stay on the telephone with Security to provide pertinent information. 

Á Encourage others in the area not to become involved and, if possible, leave the area. 

 

If you are confronted by an irrational and/or aggressive individual: 

Á Listen to what the individual has to say. 

Á Speak to him/her in a clear, quiet voice. 

Á Explain that you are willing to help him/her. 

Á Respect and do not crowd into his/her personal space. 

Á Never argue with an irrational or aggressive individual. 

Á If necessary, contact Security for assistance. 

Á To the extent possible, use logic and reason to calm the individual. 
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V. Storms 
 

Ç Tornadoes 

Ç Snow 

Ç Rain 

Ç Ice 

 

Tornado Watch and Warning 

 

In the event that a Tornado Watch is issued for our area, the following will happen: 

Á Building personnel will be notified. 

Á You should continue with your daily routine; however, you should remain alert to the 

possibility of severe weather and be prepared to act accordingly. 

 

If a Tornado Warning is issued for our area, the following will happen: 

Á Internal and external warning sirens will be activated. 

Á Building personnel will be notified. 

Á You should promptly move to your designated shelter area, i.e. Cosmetology area. 

Á Remain in your designated shelter area until the all-clear signal is sounded or you are 

otherwise informed. 

 

Winter Weather Closings 

 

To learn if the campus is closed due to winter weather conditions, the following options are 

available to you: 

Á Listen to KIND 102.9 FM or KGGF 690 radio stations or the Pittsburg, KS TV station for 

campus closings.  Be aware that each station may take some time to post that information 

once it is received. 

Á Call the main college number. (620) 331 4100 (after 8:00 a.m.).r After normal operating 

hours, call Security at 620-330-7046. 

Á Check your email. 

 

Storm Warning Instructions 

Report warnings or sightings to Mario Lopez, Physical Plant Officer or Security. 
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VI.  National/Regional Disasters 
 

Ç National 

Ç Regional 

 

National 

 

A. As required by Homeland Security procedure, administration will relocate/cancel classes 

and close staff offices. 

 

B. Security, the Physical Plant Officer and staff will handle traffic/crowd control. 

 

C. Security, the Physical Plant Officer and staff will stage support as required. 

 

Regional 

 

A. Call Security or the Physical Plant Officer. 

 

B. Direct emergency personnel to the scene. 

 

C. Security, the Physical Plant Officer and staff will handle traffic/crowd control. 

 

D. Security, the Physical Plant Officer and staff will stage support as required. 

 

E. Administration will authorize relocation/cancellation of classes and relocation or closing of 

staff offices, if necessary. 

 

Independence Corporate Offices 

A. Call Building Management Personnel or Physical Plant Officer. 

B. Building personnel or the ranking staff member will call 911. 

C. Direct responders to scene. 

D. Security, Physical Plant Officer and staff will handle traffic/crowd control. 

E. Security, Physical Plant Officer and staff will stage support as required. 

F. Administration will authorize relocation/cancellation of classes and relocation or closing of 

staff offices, if necessary. 
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VI I.  GED Specific 
 

Fire, Gas Leak, Etc. (problems with the building 

1. If you are in a room north of the main elevators, you will be directed to the northern 

stairwell. 

2. Proceed down the stairwell and out the main (east) doors. 

3. Go across the street and assemble in the large parking lot east of the ICO. 

4. Please, do not leave the area or go to your car.  We need to ensure that everyone is safely 

out of the building. 

5. The GED examiner will secure the testing material in accordance with the GED Testing 

Procedures Manual, giving consideration to the one hour rule. 

6. The Physical Plant Officer or ranking college official will be the last person out of the 

building.  It is that last person’s responsibility to ensure that, time permitting, all lights 

are off and that the center is secure, i.e., all doors are locked. 

 

Sickness 

In the event that someone in the testing room becomes ill: 

 

1. Assist the person by causing as little disruption as possible to the other testers. 

2. Contact the other staff personnel on site for assistance. 

3. In the event that the tester must leave the room or will otherwise be distracted, all tests 

must be secured. 

4. Determine the length of time that testing will be stopped.  Remember the one hour rule 

for reinitiating the test. 

5. The two main concerns must be to maintain the integrity of the exams and assist the 

person that is ill. 

 

Emergency Kit 

The tester must ensure that they have the following items in the testing room.  These items 

must be accessible to the tester. 

 

1. Battery operated lantern. 

2. First Aid Kit. 

3. A method of getting another tester’s attention in the event that there is an emergency. 
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Emergency Directory 
 

 

ICC Security        331-8558 
 

Sheriff’s Department       330-1000 or 911 

 

Independence Police Department     332-1700 or 911 

 

Montgomery County Rural Fire Department    911 

 

Independence Fire Department      332-2504 or 911 

 

EMT’s         911 
 

Mercy Hospital        331-2200 
 

Dr. Daniel Bain –President   Office 332-5450  

Home 314-740-5056 

Cell 714-1573 
 

Mario Lopez – Physical Plant Officer     Office 331-0815 

Home 336-2757 

Cell 205-7345 
 

Greg Eytcheson-Chief Information and Facilities Officer  Office 332-5444  

Cell 330-1483 
 

Jan Fischer – Chief Financial Officer ~Business Office  Office 332-5425 

Home 331-3257 

Cell 332-9801 
 

Peggy Forsberg– Dean of Instruction     Office 332-5418  

Cell 785-544-7800 

 

Max VanLaningham-Interim Dean of Student Services  Office 332-5413 

          Cell 875-6764 

 

Independence Corporate Offices     Office 332-1420 
            

Child Care Center Director      331-7834 


