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The Board delegates to the President the authority to establish and maintain a system of records 

maintenance, availability, and retention in accordance with the Kansas Open Records Act and as 

otherwise required by law. The President may assign another employee to handle requests for 

records (the official custodian). 

 

Records maintained by the President shall include, but not be limited to, the following: financial, 

employee, personnel, property (both real and personal) owned by the College. All records, 

except those deemed confidential by the Kansas Open Records Act, shall be open to inspection 

by the general public during regular office hours. 

 

Requests for access to open records shall be made in writing to the official custodian of the 

College records. The official custodian shall examine each request to determine whether the 

record requested is an open record or subject to exemption by the Kansas Open Records Act. The 

official custodian’s decision shall be made within three days of receipt of the request as provided 

by law. If access is not granted within the three days, the official custodian shall give a detailed 

written explanation of the delay, and the time and place the record will be available. 

 

Advance payment of the expense of copying open records shall be borne by the individual 

requesting the copy at a cost of $1.50 per page. Under no circumstances shall the open record 

documents be allowed to be removed from their usual building location without approval of the 

official custodian. 

 

All records shall be kept for the minimum length of time required by law. The President is 

responsible for the retention and destruction of records according to current law. 

 

Employees are prohibited from giving or selling lists of any College records to any person except 

as authorized by law or Board policy. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   RECORDS 
TITLE:   General 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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The President will maintain adequate financial resources in order to achieve its mission and will 

adhere to strict fiscal accounting procedures and will endeavor to secure its goods and services 

from responsible merchants and vendors. 

 

Financial Accounting 

The accounting procedures used by the College will be in compliance with the Generally 

Accepted Accounting Principles (GAAP) as recommended by the American Institute of Certified 

Public Accountants (AICPA).  

 

The President and designated staff shall prepare a management budget of estimated income and 

expense on a fiscal year basis for presentation to the Board. 

 

The Board shall approve a management budget on or before the last day of the fiscal year 

preceding the budget year or prior to the Board of Regents submission date. The adoption of the 

management budget by the Board indicates that approval is given to the President to make salary 

adjustments and purchase goods and services provided for in the budget. 

 

The President shall have the authority to approve reallocations within the approved management 

budget and will provide those reallocations to the Board within a reasonable time after they are 

made.  The President shall semi-annually submit to the Board a report identifying such 

reallocations. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Financial Accounting 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Investment of Funds 

The investment of the College funds shall be the responsibility of the President in conjunction 

with an investment committee appointed by the Board. All investments of the College funds 

shall be secured in accordance with requirements by state law. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Investment of Funds  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Fees, Payments and Rentals 

Fees for building use shall be credited to the general fund of the College.  

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Fees, Payments and Rentals 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Gifts and Bequests 

Income derived from gifts and bequests shall be credited, if possible, to the fund requested by the 

donor. If the donor’s request cannot be fulfilled, the gift or bequest shall be deposited in any fund 

specified by the President or Board. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Gifts and Bequests  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Equipment and Supplies Sales 

Excess or unusable college-owned equipment and supplies valued over $5,000 shall be disposed 

of at the discretion of the Board.  

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Equipment and Supplies Sales  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Official Depositories 

The official depository for the College is First Bank Kansas, 235 S. Santa Fe Ave., Salina, KS 

7401.  

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Official Depositories 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Bonded Employees    

The President, Dean of Administrative Services, Cashier, Payables Clerk and Administrative 

Assistant shall each be bonded for $100,000.  

 

 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Bonded Employees 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Inventories - Property 

An accounting shall be made annually for all property, real and personal, owned by the College. 

 

The President shall develop an inventory record system and designate a custodian of records. All 

inventory records shall be updated annually showing deletions and additions of property, the 

estimated value, estimated original cost, date of purchase, serial numbers (where available) and 

location of each piece of property. 

 

Following guidelines developed by the President, each assigned employee shall take an annual 

inventory of College property. The President shall also develop inventory forms.  

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Inventories-Property 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Inventories - Equipment and Supplies 

An accurate and complete inventory control system shall be maintained to prevent shortages or 

mismanagement of equipment or supplies. The system shall be kept up-to-date and will provide 

the information for budget preparation each year. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Inventories-Equipment and Supplies 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Purchasing 

The purchasing, receiving, storing and distribution of supplies, equipment and services shall be 

managed efficiently and economically. The person initiating a purchase request shall be 

responsible to see that all specifications requested are complete and appropriate for the specified 

use. The Board reserves the right to maintain cost control authority over the purchase of any 

goods and/or services over $20,000. 

 

The President shall develop and/or revise an order form to be used in purchasing goods and 

services and shall be authorized to sign all purchase orders. Each purchase order shall include: a 

specification of the item; a quoted, firm, net delivered price, whenever possible, with prices 

shown per unit and total; an appropriate address and phone number; budget account number; and 

the signature of the Dean of Administrative Services. Purrchase orders over $10,000 require the 

additional signature of the President.. All purchase orders shall be numbered in sequence and 

sufficient copies will be made to meet distribution requirements. 

 

A verbal order, subject to subsequent confirmation by a written purchase order, may be issued 

only in an emergency. Whenever possible, a purchase order number should be given to the 

supplier. A confirming purchase order shall be issued immediately thereafter and be clearly 

marked as a confirmation of the verbal order. 

 

Purchase Orders 

 

1.   Purchase orders shall be completed and submitted to the Dean of Administrative Services for 

approval of all purchases with the exception of those items which are reimbursable for 

customer projects.  

 

2.   Purchase orders are to be completed at the department level. The request must include the 

date, delivery information, vendor, description of the item(s) and/or service requested, model 

number, catalog number, unit price, quantity, total price including freight/shipping and 

handling, FAX and telephone numbers and a budget line number.  

 

3.   Purchase orders are approved/denied by the Dean of Administrative Services and processed 

by the business department by assigning a Purchase Order number. A copy of the purchase 

order request will be returned to the requestor who will be responsible for ordering the 

requested items including phone calls and faxing.  

 

4.   All invoices and packing slips must be turned in to the Business Office within two working 

days of receipt of goods or services. If equipment is purchased, it would be placed on the 

appropriate inventory.  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Purchasing & Purchase Orders 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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5.   The following guidelines for transaction amounts will provide a basis for determining when 

competitive bidding may be required.  

  

 $0 - $2,500 – Selection of the supplier may be made by on an open-market basis. Quotations 

may or may not be solicited, as determined by the Dean of Administrative Services. 

 

 $2,500 - $19,999.99 – Quotations shall informally be obtained from three (3) or more 

qualified sources when possible. Multiple bids may not be required if recent purchase 

information or cooperative purchasing plans or agreements provide assurance of competitive 

pricing.  

 

 $20,000 and over – Competitive sealed bids or Requests for Proposals for the purchase of 

products or services shall be solicited from at least three (3) qualified sources. Invitations to 

bid shall be made directly, advertised in the college approved newspaper(s), and on the 

College website. Notices shall be at least three (3) days prior to scheduled bid opening for 

items under $50,000 and at least ten (10) days prior to scheduled bid opening for items 

estimated to cost over $50,000.  

 

6.   The Dean of Administrative Services will have final approval of all purchases up to $20,000. 

Purchases over $20,000 will be approved by the Board.  

 

  

 

7. Requests for Quotations (RFQs) may be used to solicit offers from vendors to establish 

pricing and terms/conditions.  RFQs may be solicited informally via facsimile, electronic 

mail, written documentation or verbally.  

 

 Request for Bids (RFBs) may be used to solicit offers from vendors for goods and services 

that exceed $20,000 and done on a formal basis with a written RFB document through a 

sealed bidding process. All formal bids shall be open to the public and results shall be 

considered public information after a bid is awarded or all bids are rejected.  

 

 Requests for Proposal (RFPs) may be used where and whenever the college determines that 

because of the nature and complexity of the goods and/or service to be acquired, it would be 

in the best interest of the College to seek proposals rather than quotations or bids. In this 

event, the college reserves the right to accept or reject any and all proposals, in whole or in 

part, to take exception to any RFP specifications, to make an award based solely on the 

proposals received, or to negotiate further with one or more vendors. The college also 

reserves the right to negotiate a contract with the selected vendor which is at variance with 

the RFP initially prepared by the College and/or responded to by the vendor.  
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Bid Requirements 

All purchases requiring competitive bids shall be made in accordance with current laws and 

regulations. A copy of this policy shall be given to all bidders upon request. All bids and 

supporting documentation shall be retained in the College Administration Office for a period of 

one year after the bids have been opened. 

 

 

Competitive Solicitations 

 

The selection by the College of any proposal as ultimately negotiated will be at the College’s 

entire discretion which discretion shall extend to purely subjective considerations solely 

exercisable by the College without regard to a claimed lowest cost by any proposed vendor. 

Nothing contained herein shall be construed as precluding the right of the College to negotiate 

with the lowest qualified bidder or to issue change orders modifying any bid received or from 

rejecting any and all bids. 

 

In the event other criteria are equal, purchase will be made from the firm providing the best 

services to the College. Preference may be given, when quality and price are comparable, to the 

purchase of services offered for sale by firms, corporations, or individuals with offices or 

physical plants located in the Salina Area Technical College Service area.  

 

1. All bid specifications shall be written in a clear and concise manner.  Specifications shall seek 

 to promote overall economy and best use for the purposes intended, shall encourage 

 competition when applicable in satisfying college needs, and shall not be unduly restrictive.  

 Bid specifications shall not be written to favor one or more potential bidders or vendors. 

 Such specifications shall include the following: 

a. Quantity, grade, product brand or specifications sufficient to make comparisons of 

bids received. 

b. Required performance or surety bond if applicable. 

c. Notification of the College’s right to reject any or all bids. 

i. Notification regarding bidders required compliance with all federal, state and 

local laws, ordinances and/or regulations, if any. 

d. The date, time and location of the bid opening. 

e. Notification that if an error is discovered in the bid specifications prior to bid 

opening, all bids shall be returned unopened and the project shall be re-bid with the 

corrected specifications. 

 

 

 

 

Exceptions to Competitive Solicitations 

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Bid Requirements 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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¶ Items that are acquired for resale 

¶ Items that are used that become available and are subject to immediate sale 

¶ Items that are acquired when the College is serving as a facilitating agent or trustee 

 

Bidding Procedures 

a. Request for Bid shall be written in accordance with bid specification requirements  

  as outlined in this policy. 

 

b. Invitation to bid shall be advertised in accordance with this policy. 

i. Bids must be submitted in a sealed envelope by the publicized date, and all bids  

         must be in writing. 

ii. Bids shall be opened, read out loud and recorded on bid summary sheet. 

 

c. Any bid received after the publicized date and time shall be rejected. 

 

d. All bids shall be awarded to the lowest responsible bidder with considerations being  

 given to quality, conformity to specifications, suitability of the equipment, materials    

 or supplies, delivery terms and past performance of the vendor.  College  

 Administration retains the right to judge whether a bidder is “responsible.” 

i. Criteria used to assess responsibility of the bidder includes, but is not limited to, 

ii. Financial standing, reputation, experience, resources, facilities, and efficiency. 

 

e. Within five (5) business days, the successful bidder shall be notified in writing. 

i. All unsuccessful bidders will also be notified of such in writing. 

 

f. The Business Office shall issue a purchase order to successful bidder. 

 

 

Withdrawal of Bids 

Any bid may be withdrawn and/or corrected prior to the schedule time for opening of bids.   

Correction or withdrawal of inadvertently erroneous bids after award, or the cancellation of a 

contract awarded based on bid mistakes, may be authorized by the Dean of Administrative 

Services.  The request must be made in writing and must include documentation of the facts 

leading to the erroneous bid.  A decision to permit the correction or withdrawal of a bid, or to 

cancel an award or contract based on a bid mistake, shall be in writing.  The decision to accept or 

reject such a request shall outline the reasons taken into consideration in evaluating the request. 

 

  1.   All items generally will be purchased in a manner that maximizes the free competition   

through the competitive bid, quotation of RFP process except in the following where sole 

source purchased are only available from a single source supplier. 

¶ Items for which competition is precluded because of patents or copyrights; 

¶ Films, manuscripts, works of art, or books; 

¶ Utility services including electricity, gas, or water; 

¶ Items required to meet specific educational objectives, and  

¶ Items that ensure compatibility with existing equipment; 
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 2. The College may contract for goods and services provided by state of Kansas agencies, or 

 by federal agencies, political subdivisions of Kansas, agencies of other states of 

 subdivisions or private nonprofit educational institutions.  
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Earned Revenue Accounts 

Earned revenue account balances may be moved to a fund designated by the President at any 

time. 

 

The Dean of Administrative Services shall make all payments from earned revenue accounts. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Earned Revenue Accounts 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Emergency Authority 

In an emergency, the President shall have authority to make expenditures necessary to keep the 

College open. The Board at the next special or regular meeting shall ratify any appropriate 

emergency purchase. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Emergency Authority  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Insurance Coverage 

All college-owned property, real and personal, shall be insured to cover losses from natural 

causes, fire, vandalism and other casualties. Insurance shall also cover theft of college funds. 

 

To the extent permitted by law, the Board may insure all employees against legal action arising 

out of the performance of any authorized duties for the College. The Board may authorize the 

College to join a group-funded pool to provide insurance coverage. 

 

The College may designate one or more insurance agents of record. The President may work 

with the insurance agents of record or group-funded pool to develop adequate insurance 

programs and/or proposals covering the College employees and property. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Insurance Coverage 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Worker’s Compensation 

The College shall participate in worker’s compensation as required by current laws and 

regulations. The combined worker’s compensation benefits and salary received per diem under 

allowed sick leave or other available leave shall not exceed one full day’s pay.  

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FISCAL MANAGEMENT 
TITLE:   Workers Compensation 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Buildings and Grounds Management 

All college buildings and property shall be maintained and inspected on a regular basis. Per the 

lease agreement with USD 305.  

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Building and Grounds Management 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Use of College Facilities 

The Board encourages use of the College facilities by responsible individuals and properly 

organized groups through the College so long as these activities do not interfere with the regular 

operation of the College. 

 

Patrons of the College may use the College facilities for recreational and educational purposes 

subject to the following regulations:  

 

Organizations wishing to use the College facilities shall submit the request to the President at 

least 14 days in advance. Any requests submitted may be rejected at the discretion of the 

College.  

 

The rental fees and use of facilities shall be handled by the Dean of Administrative 

Services.*This policy is intentionally duplicated in Section IX. 

 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Use of College Facilities  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Safety 

The College shall make all reasonable efforts to provide a safe environment for students, faculty, 

staff and visitors. 

 

The Board and the President will cooperate with local governmental officials, emergency 

preparedness authorities and other related state and federal agencies to maintain adequate 

disaster warning systems.  

 

The President, department heads and maintenance personnel shall periodically inspect each 

building, each boiler, and other appropriate areas to see that they are adequately maintained. 

Written records of these inspections shall be maintained. 

 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Safety  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Security  

The College shall attempt to ensure that employees, students, visitors and property are protected 

from possible injury or damage. Security devices may be installed at locations deemed 

appropriate. Other measures may be taken to prevent intrusions, trespassing or disturbances from 

occurring on the College property. Outside lighting shall be installed at each building and other 

locations on campus to provide illumination. The College shall cooperate with law enforcement 

in security matters. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Security  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Hazardous Waste Inspection and Disposal  

Inspection of the College facilities for hazardous waste shall be conducted on a regular basis. 

Written records of these inspections shall be maintained. Hazardous waste that is discovered will 

be reported to the President and its removal and disposal shall be handled in accordance with 

applicable local, state, and federal rules and regulations.  

 

When hazardous waste material is produced in a shop or any location within the College, its 

disposal shall be in accordance with state and federal rules, regulations and current law. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Hazardous Waste Inspection and Disposal  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Long-Range Maintenance Program  

Each year the President shall develop priority lists outlining long-range maintenance of the 

College property, buildings and grounds. 

 

The President shall present reports to the Board as requested concerning the College’s 

maintenance priorities. An estimated cost shall be included with the report. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Long Range Maintenance  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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College Vehicles 

College vehicles will not be loaned, leased or subcontracted to any person, groups of persons or 

organizations except as allowed by law and subject to Board approval. 

 

No public funds will be spent by the Board to hire, rent or lease any form of transportation to be 

used by any student, college employee, patron or any organization to transport anyone to or from 

a religious activity. 

 

Liability 

All college vehicles will be adequately insured.   The Dean of Administrative Services shall 

provide appropriate certificates of insurance. 

 

Safety 

Every driver shall have authority over and responsibility for the passengers riding in College 

vehicles.  The College, in consultation with the Dean of Administrative Services, shall develop 

rules governing student behavior in vehicles. 

 

Safety Inspection 

The President or a representative of the Dean of Administrative Services shall be responsible for 

the inspection of vehicles and other forms of transportation. 

 

Records 

Drivers of College vehicles will keep accurate records pertaining to each vehicle used to 

transport students.  The types of records shall be developed by the President in cooperation with 

the Dean of Administrative Services.  

 

Licensing of Drivers 

If a college employee’s license is suspended, expired or revoked at any time, such suspension or 

revocation shall be reported to the President immediately and the driver shall cease driving a 

college vehicle until the license is restored.   All volunteer drivers will be subject to a driver’s 

license background check. 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   College Vehicles  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Food Service Management 

The President will be charged with recommending appropriate food service operations. Such 

food service will be required to meet all state and federal regulations.  

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Food Service  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Data Management 

Data collected by the College may be disseminated in accordance with current law.  

 

 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Data Management  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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FERPA 

The College will keep a “Notification of Rights” under FERPA and abide by FERPA laws.  

 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   FERPA 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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Solicitations  

Persons seeking to sell or solicit to College employees or display information, materials, or 

products on College premises must first secure permission from the President. Appointments 

with College faculty or staff during duty hours shall be held at a time approved by the 

appropriate supervisor. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   FACILITIES MANAGEMENT 
TITLE:   Solicitations  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 
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All employees shall follow all applicable policies and regulations adopted, from time to time, by 

the President. All personnel handbooks shall be created by the President, reviewed by the Board 

as appropriate and adopted as a part of these policies. 

 

Equal Opportunity Employment and Nondiscrimination 

The President shall hire all employees on the basis of ability and the needs of the College. 

 

The College is an equal opportunity employer and shall not discriminate in its employment 

practices and policies with respect to hiring, compensation, terms, conditions, or privileges of 

employment because of an individual’s race, color, religion, sex, age, disability, veteran status or 

national origin. 

 

Inquiries regarding compliance may be directed to the Dean of Administrative Services or to: 

Equal Employment Opportunity Commission 

400 State Ave., 9th Floor 

Kansas City, KS 66101  

(913) 551-5655 

 

or 

Kansas Human Rights Commission 

900 SW Jackson, 568-S 

Topeka, KS  66603  

(785) 296-3206 

 

or 

United States Department of Education 

Office for Civil Rights 

8930 Ward Parkway, Suite 2037 

Kansas City, Missouri  64153-1367  

(816) 880-4247 
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ZERO-TOLERANCE FOR HARASSMENT  

The College has a policy of “zero-tolerance” with respect to unlawful faculty, staff, student, 

visitor, or patron harassment. In this connection, the College expressly prohibits any form of 

unlawful harassment based on race, color, religion, sex, national origin, age, disability, status as 

a Vietnam-era or special disabled veteran, sexual orientation, gender identity, or status in any 

group protected by state or local law. Improper interference with the ability of the College’s 

employees to perform their expected job duties, or students’ ability to learn, is not tolerated. 

Harassment may result from verbal or physical conduct or written or graphic material. 

 

Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for 

sexual favors, and other verbal or physical conduct of a sexual nature. 

 

Racial harassment is racially motivated conduct which: 

1. Affords an employee different treatment, solely on the basis of race, color or national 

origin, in a manner which interferes with or limits the ability of the employee to 

participate in or benefit from the services, activities or programs of the College; 

2. Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of 

creating a hostile working environment; 

3. Is sufficiently severe, pervasive or persistent so as to have the purpose or effect of 

interfering with an individual’s work performance or employment opportunities. 

The College’s “zero tolerance” policy applies on the College property, in College vehicles, and 

at all College-sponsored activities, programs or events.  Sexual harassment against individuals 

associated with the College is prohibited, whether or not the harassment occurs on the College 

property. This policy also applies with regard to the patrons who visit its facilities and attend its 

programs and functions. 

 

Persons who experience or witness any type of harassment as outlined in this policy or believe 

they or someone else has been treated in an unlawful, discriminatory manner, shall promptly 

report the incident to a college administrator.  

 

Complaints received will be investigated to determine whether, under the totality of the 

circumstances, the alleged behavior constitutes harassment under the definition outlined above.   

 

The College prohibits any form of retaliation against any person for reporting a violation of this 

policy, filing a complaint under this policy, or assisting in a complaint investigation. However, 

if, after investigating any complaint of harassment or unlawful discrimination, the College 

determines that the complaint is frivolous and was not made in good faith or that a person has 
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provided false information regarding the complaint, disciplinary action may be taken against the 

individual who filed the complaint or who gave the false information, up to and including 

termination of an employee.   

 

A summary of this policy and related materials shall be posted in Building A.  The policy shall 

also be published in student and employee handbooks as directed by the Dean of Administrative 

Services. 
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Federal Program Administration 

The President is responsible for administering the College’s federal programs.  The Board shall 

ensure that all federal programs operate in accordance with federal laws and conditions.  

  

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Federal Program Administration  
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 



Salina Area Technical College Administrative Handbook  Page 38 
 

 

 

 

Policies Development Involvement 

When developing personnel policies, the President shall, to the extent practical, involve the 

College employees and Board. 
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Job Descriptions 

The President shall develop a job description for each category of employee. The job 

descriptions shall be maintained in the administration offices. 
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Recruitment 

The Board delegates to the President the authority to recruit faculty and staff members.  In 

carrying out this responsibility, the President may involve administrators and other employees. 
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Hiring Sequence 

The hiring sequence shall be as follows: conditional offer of employment to the candidate, 

acceptance by the candidate, background check and drug and alcohol screen initiated, contract or 

other appropriate document sent to the candidate and candidate’s acceptance signified by a 

signed document returned to the President, and approval of the contract or other documents by 

the Board. 
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Background Checks 

As a condition of initial employment, all employees shall be subjected to a statewide criminal 

history records check by the Kansas Bureau of Investigation (KBI).  Further, any applicant who 

cannot certify he/she has continuously resided in Kansas for the past ten years shall be subjected 

to a nationwide criminal history records check by the Kansas Bureau of Investigation (KBI) and 

Federal Bureau of Investigation (FBI).  The check(s) shall conform to all applicable federal 

standards and may include the taking of the applicant’s fingerprints.  The College shall pay the 

costs of the background check for all personnel who have not been screened by the Kansas State 

Department of Education (KSDE).  The College also may check or re-check the background of 

employees who have been on leave from the College or who otherwise return to employment. 
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Drug Screens 

As a condition of initial employment, all employees will be required to pass a routine drug and 

alcohol screen.  In addition, the President and Board reserves the right to require alcohol and/or 

drug testing or re-testing of any employee should there be probable cause or sufficient reason to 

believe that the employee is in a chemically impaired state while on duty. A positive drug or 

alcohol screen is grounds for immediate termination of any employee.   
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Conditional Employment 

The President may offer conditional employment to an applicant pending receipt of the results of 

the criminal history records check required by Board policy or law.  Any agreement for 

conditional employment shall specify that the employment is subject to withdrawal by the 

President, without further proceedings and without reference to any other law or contractual 

agreement, if the results of the criminal history records check reveal that the applicant has been 

convicted of any disqualifying offenses specified by law.  Further, the President may offer 

conditional employment to an applicant pending receipt of the results of the drug and alcohol 

screen required by policy.  Any agreement for conditional employment shall specify that the 

employment is subject to withdrawal by the President, without further proceedings and without 

reference to any other law or contractual agreement, if the results of the drug or alcohol screen 

are positive. 
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Nepotism 

The President shall make every reasonable effort to determine whether candidates for 

employment at the College are related to a member of the Board.  If a candidate for employment 

is related to a member of the Board as defined above, the President will make this fact known to 

the Board before any recommendation is made to fill a vacancy.   
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Employment Eligibility Verification  (Form I-9) 

All College employees at the time of employment shall provide verification of identity and 

employment status to the President. The President shall maintain a file on all college employees 

hired after November 6, 1986, proving that each employee has verified his/her identity, 

employment status, U.S. citizenship, or legal alien status.   

 

For additional information see:  http://www.uscis.gov. 
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Employee Development Opportunities  

Opportunity shall be provided to all employees to develop their competence beyond the 

minimum skills necessary for their performance of assigned functions. 

 

Faculty members are required to develop and submit, through normal supervisory channels, 

plans for the improvement of skills, knowledge and technical performance capabilities. 

 

All plans for self-improvements which involve the expenditure of public funds shall be approved 

in advance by the President. 

  

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Employee Development Opportunities 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 



Salina Area Technical College Administrative Handbook  Page 48 
 

 
 

 

Grievances 

Grievance procedures will be handled as defined in the negotiated agreement and the College 

handbooks. 
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Employee-Student Relations 

Employees shall maintain professional relationships with students which are conducive to an 

effective educational environment.  Employees shall not submit students to harassment of any 

kind.  Employees shall not have any interaction of an intimate nature with any student at any 

time regardless of the student’s age, status or consent.  Employees who do may be subject to 

disciplinary action or termination.  
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Conflict of Interest 

College employees are prohibited from engaging in any activity which may conflict with or 

detract from the effective performance of their duties.  No college employee will enter into a 

contract for remuneration with the College other than a contract for employment unless the 

contract is awarded on the basis of competitive bidding. 

 

All members of administration shall disclose any direct or indirect interest they may have in any 

proposed contract with the college, or in any action, or situation in which they have a direct or 

indirect conflict of interest.  
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Gifts 

Faculty and staff members are prohibited from receiving personal gifts from vendors, 

salespersons, or other such representatives whenever the intent of the gift may be perceived as 

attempting to influence the College to purchase products from their business.  Questions arising 

concerning the appropriateness of a gift should be directed to the President. 

 

If a College employee is found to have accepted a gift from any person as outlined in the policy 

on gifts, the employee shall be subject to disciplinary action. 

 

The President will be responsible for the administration of this policy for all faculty, staff and 

substitutes. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Gifts 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 



Salina Area Technical College Administrative Handbook  Page 52 
 

 
 

 

Personnel Records  

 

Personnel files required by the College shall be confidential and in the custody of the Human 

Resources Office. All personnel files and evaluation documents, including those stored by 

electronic means, shall be adequately stored.  All records and files maintained by the College 

should be screened periodically by the custodian of records and obsolete materials may be 

discarded pursuant to the document retention and destruction policy. 

 

All college employee files will contain, at minimum, an application (for employees hired after 

July 1, 2009) and a resume. Additional requirements may apply depending on position including 

but not limited to official transcripts, evaluations, certification documents and other employment 

related documentation.   Employees who are required by college position or placed on the hiring 

schedule based on education must provide official transcripts upon initial employment and at 

any time when additional course work is used for salary changes. Employees who have or 

obtain certificates, awards, or certifications relevant to their employment are required to provide 

copies for their personnel files.  

 

Employees or their designated representative have the right to inspect their files upon proper 

notice under the supervision of a Human Resource staff member. All requests to view contents of 

a personnel file must be made with and an appointment scheduled by the Human Resource 

Office.   

 

An employee may request that material be removed from their personnel file. The request must 

be made to the employee’s immediate supervisor who will meet with the appropriate 

administration and Human Resources Officer to review the employee’s request. If the request is 

granted, the Human Resources Officer will be notified in writing to remove the item. The 

material cited in the request will be removed from the records and destroyed.  

If the employee’s request is denied, the employee will be notified in writing. The employee’s 

request and denial notification will be placed in the employee’s personnel file. An employee may 

not request removal of material for which a formal request has previously been made and denied. 
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Request for References 

Unless otherwise allowed by law, a request by a third party for release of any personnel record shall 

require the written consent of the employee, and shall be submitted to the official custodian who 

shall respond to the request as the law allows. 

 

Upon receipt of a written request, College officials may provide information regarding past and 

present employees to prospective employers in compliance with current law.  Information that may 

be provided will include: 

¶ Employment date(s). 

¶ Job description and duties while in the College’s employ. 

¶ Last salary or wage. 

¶ Wage history. 

¶ Whether the employee was voluntarily or involuntarily released from service and the 

reasons for the separation. 

¶ Written evaluations which were conducted prior to the separation and with which a 

faculty or staff member was provided a copy. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Request for References 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 



Salina Area Technical College Administrative Handbook  Page 54 
 

 
 

 

Immunity Provided 

Unless otherwise provided by law, if the College responds in writing to a written request concerning 

a current or former employee from a prospective employer of that employee, the College shall be 

absolutely immune from civil liability for disclosure of the information in the previous section to 

which an employee may have access. 
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Personal Appearance  

The President encourages appropriate dress for all the College employees. 
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Travel Expenses 

Authorization for reimbursement of travel expenses shall be considered in advance by the President. 

Mode of travel will be based on, but not limited to, the availability of transportation, distance and 

number of persons traveling together. Travel will be conducted in the most reasonable manner 

appropriate.  

 

Requests for reimbursement shall include itemized receipts for transportation, parking, hotels and 

motels, meals and other expenses for which receipts are ordinarily available. For the authorized use 

of a personal car, faculty and staff members shall be reimbursed at a mileage rate established by the 

Board. 
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Drug Free Workplace 

The unlawful manufacture, distribution, sale, dispensing, possession or use of a controlled substance 

is prohibited at the College. 

 

As a condition of employment at the College, employees shall abide by the terms of this policy. 

This policy is required by the 1989 amendments to the Drug Free Schools and Communities Act, 

P.L. 102-226, 103 St. 1928. 

 

Any employee who is convicted under a criminal drug statute for a violation occurring at the 

workplace must notify the President of the conviction within five days after the conviction. 

Within 30 days after the notice of conviction is received, the College will take appropriate action 

with the employee.  Such action may include suspension, placement on probationary status, or other 

disciplinary action including termination. Alternatively, or in addition to, any action short of 

termination, the employee may be required to participate satisfactorily in an approved drug abuse 

assistance or rehabilitation program as a condition of continued employment. 

 

This policy is intended to implement the requirements of the federal regulations promulgated under 

the Drug Free Workplace Act of 1988, 34 CFR Part 85, Subpart F.  It is not intended to supplant or 

otherwise diminish disciplinary actions which may be taken under Board policies or the negotiated 

agreement. 

 

Employees who are found violating the terms of this policy may be reported to the appropriate law 

enforcement officers.   

 

Prior to application of sanctions under this policy, employees will be afforded due process rights to 

which they are entitled under their contracts or the provisions of Kansas law.   

 

Drug and alcohol counseling and rehabilitation programs are available for employees of the 

College.  A list of available programs along with names and addresses of contact persons for the 

program is on file with the Board clerk. 

 

All arrangements for participation in a drug and alcohol education, treatment, counseling, or 

rehabilitation program are entirely the responsibility of the employee. 

 

A copy of this policy shall be provided to all employees. 
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Tobacco Use on College Property 

The College is to be tobacco free. The use of tobacco products, or facsimile thereof, is prohibited at 

all times in or on all College owned or leased, or real property, its facilities, and in its vehicles. No 

employee, student or visitor shall use any tobacco product, or facsimile thereof, in any form on or in 

any College property.  
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Life-Threatening Illnesses 

The College recognizes that employees with a life-threatening illness such as AIDS may wish to 

continue their employment and, in fact, that continued employment may be therapeutically 

important to their recovery process. The College also recognizes that it must satisfy its legal 

obligation to provide a safe work environment for all employees, students, and other visitors to the 

campus. As long as employees who have a life-threatening illness are able to maintain acceptable 

performance standards in accordance with established College policies and procedures, such 

employees will be permitted to continue to work.  

 

In determining such an employee's ability to continue in employment, the College will consider 

making reasonable accommodations to the employee's condition, consistent with applicable federal, 

state, and local laws.  

 

As part of its overall AIDS program, the College may conduct training sessions with employees to 

provide information about the nature of this disease and to help allay the fear often experienced by 

employees, owing to a lack of understanding of AIDS and especially of how it can be transmitted. 

Also stressed during such sessions will be the services the College may offer to individuals with 

AIDS.  

 

An employee with AIDS or any other life-threatening illness that affects his/her ability to perform 

his/her essential job functions please contact the Dean of Administrative Services. The Dean will 

provide the employee with information about the illness and about programs that are available to 

assist the employee and his/her family. Further, the College will take all reasonable precautions, to 

the maximum extent possible, to ensure that information about the employee’s condition remains 

confidential.  

 

The College will also determine what information should be obtained from the employee’s 

physician so that the College can explore the types of possible reasonable accommodations that may 

be recommended, consistent with the business needs of his/her department, established College 

policy, and applicable federal, state, and local laws.  
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Bloodborne Pathogen Exposure Control Plan 

The President shall adopt an exposure control plan which conforms with current Occupational 

Safety and Health Administration (OSHA) standards and regulations of the Kansas Department of 

Human Resources (KDHR). 

 

The plan shall be accessible to all employees and shall be reviewed and updated at least annually. 

All staff shall receive the training and equipment necessary to implement the plan. 
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Community Involvement 

Faculty and staff members are encouraged to participate in community activities and organizations 

if these activities do not infringe upon instructional duties. Prior permission must be obtained from 

the President for participation in any non-college community activity which takes place during the 

day when students are on campus. 
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Negotiated Agreement  

Specific contract provisions for the faculty are contained in the negotiated agreement.   
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Assignment and Transfer 

The President may assign, reassign and transfer all personnel.  
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Outside Employment 

The Board reserves the right of exclusive access to the professional services of faculty in 

accordance with the terms of the contract. Faculty shall not be permitted to engage in outside 

employment which impairs the effectiveness of their instructional service.  
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Consulting 

Faculty may be excused from regular duty by the President to perform technical or instructional 

services as consultants. Requests for approval to serve as a consultant shall be submitted in writing 

to the President who shall forward the request together with a recommendation to the Board for 

consideration. 

 

Faculty engaged in consulting during the regular academic day shall have any compensation, 

exclusive of reimbursement for mileage and subsistence, paid for the consulting used as a credit 

against his or her regular wages paid by the College. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Consulting 
ADOPTED:  July 1, 2009 
LAST APPROVED:  July 1, 2009 



Salina Area Technical College Administrative Handbook  Page 66 
 

 
 

 

Family and Medical Leave 

Salina Area Technical College will have Family and Medical Leave Policies stated in the Employee 

(Staff ) Handbook.   
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Faculty Ethics  

An educator in the performance of assigned duties shall actively support and pursue the College’s 

educational mission, recognize the basic dignity of all individuals, maintain professional integrity, 

avoid accepting anything of substantial value offered by another which is known to be or which 

may appear to influence judgment or the performance of duties, accurately represent professional 

qualifications, and be responsible to present any subject matter in a fair and accurate manner. 
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The President, in working with administrative team and appropriate staff, will create a hiring 

schedule and qualifications for hiring employees. Salary placement recommendations must be 

verified as accurate by the Dean of Administrative Services.     

ADMINISTRATIVE POLICY 
 

TYPE:   PERSONNEL  
TITLE:   Salary Placement & Qualifications  
ADOPTED:  April 19, 2010 
LAST APPROVED:  April 19, 2009 



Salina Area Technical College Administrative Handbook  Page 69 
 

 
 

 

Starting FY11, all instructors of technical programs listed below must teach courses within their 

technical program prefix unless approved by the Dean of Instruction.  

 

For example, the Welding instructor must teach all courses with a WEL prefix. Technical 

program areas are:  

 

Full Time Programs 

ACR Auto Collision Repair  

AUT Automotive Technology 

BAT Business Administrative Technology 

CAA Commercial & Advertising Art 

CAD Computer Aided Drafting 

DEN Dental Assistant 

MED Medical Assistant 

DST Diesel Technology 

WEL Welding Technology 

MTT Machine Tool Technology 

AET Applied Electronic Technology 

ELT Electrical Technology 

ENV Environmental Technology 

HVA HVAC 

CON Construction Technology 
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Policy Development and Revisions 

At least once a year, but at any time deemed necessary, the President shall present to the Board 

written recommendations for proposed policy changes and/or additions, including the reason for 

such change or addition. The President at any time, may also advise the Board when any policy 

should be changed or added and include the reasons for such change or addition. 
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Board Records 

The President shall keep records necessary to document its actions. The President shall furnish 

the Board with annual reports as required. In addition to those records required to be kept by law, 

the President shall be responsible for designating and retaining other records necessary for the 

efficient operation of the college. 
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Legal Firm 

The Board shall select legal representatives, and any one of its member attorneys may serve the 

Board in an ad hoc, ex officio, advisory capacity. Selected legal representatives shall serve on 

terms approved by the Board. 
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Consultants 

To the extent possible, consultants shall be obtained on a gratis basis. When feasible, consultants 

for pay should be hired with the Board’s consent.  
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Salina Area Technical College hereby endorses the following statement on diversity:  

 

The concept of diversity encompasses acceptance and respect. It means understanding 

that each individual is unique, recognizing and valuing our individual differences. These 

differences may be racial, ethnic, gender, thinking style, socio-economic status, age, 

physical abilities, religious beliefs, political beliefs, sexual orientation or other 

ideologies.  It is the exploration of these differences in a safe, positive, and nurturing 

environment.  It is about understanding each other and moving beyond simple tolerance 

to embracing and celebrating the rich dimensions of uniqueness contained within each 

individual. 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   MISCELLANEOUS  
TITLE:   Diversity Statement 
ADOPTED:  October  19,  2009 
LAST APPROVED:  November 2,  2010 
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Annually, administration will conduct a review of technical educational programs to determine if the 

programs mission and goals are being accomplished.  

 

Each program review is completed jointly by faculty and administration. Each faculty member completes 

the informational section of the review that includes the program’s mission, vision, strategies for growth, 

learning outcomes, assessment goals and results, strengths, areas for improvement, resources needed, and 

an employment outlook. Administration completes the financial documentation portion of the program 

review, including revenue, expenses, and relevant program data. Program reviews are examined annually 

by the faculty, administration and the Board of Trustees to collaborate on recommendations.  
 

 

  

ADMINISTRATIVE POLICY 
 

TYPE:   MISCELLANEOUS  
TITLE:   Program Reviews 
ADOPTED:  June 20,  2011 
LAST APPROVED:  June 20, 2011 
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Appendix A: Administrative Summary of Policies Requiring Action 

 

Annually:  

 

¶ Financial Accounting p. 5: Annual Budget on or before the last day of the fiscal year or 

prior to Board of Regents submission date.  Semiannually report of reallocations to the 

budget by the President.  

 

¶ Policy Development and Revisions p. 68.  At least once a year, but at any time deemed 

necessary, the President shall present to the Board written recommendations for proposed 

policy changes and/or additions, including the reason for such change or addition. The 

President at any time, may also advise the Board when any policy should be changed or 

added and include the reasons for such change or addition. 

 

¶ Inventories - Property p 12: Note–no report to the board, but annually required. An 

accounting shall be made annually for all property, real and personal, owned by the 

College.  The President shall develop an inventory record system and designate a 

custodian of records. All inventory records shall be updated annually showing deletions 

and additions of property, the estimated value, estimated original cost, date of purchase, 

serial numbers (where available) and location of each piece of property. Following 

guidelines developed by the President, each assigned employee shall take an annual 

inventory of College property. The President shall also develop inventory forms.  

 

¶ Long-Range Maintenance Program p. 28: Note – no report to the board, but 

required. Each year the President shall develop priority lists outlining long-range 

maintenance of the College property, buildings and grounds. The President shall present 

reports to the Board as requested concerning the College’s maintenance priorities. A 

estimated cost shall be included with the report. 

 

¶ Bloodborne Pathogen Exposure Control Plan p. 60: Note – no report to the board, but 

required. The President shall adopt an exposure control plan which conforms with current 

Occupational Safety and Health Administration (OSHA) standards and regulations of the 

Kansas Department of Human Resources (KDHR).  The plan shall be accessible to all 

employees and shall be reviewed and updated at least annually. All staff shall receive the 

training and equipment necessary to implement the plan. 

As Needed: Note – except for a part of “Safety,” these are generally not reports to the 

board but requirements that may be subject to inspection or just “requirements.”  

 

¶ Bonded Employees – p. 11: Proof of bonding for the “The President, Dean of 

Administrative Services, cashier, payables clerk and administrative assistant shall each be 

bonded for $100,000.”  
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¶ Emergency Authority p. 20: In an emergency, the President shall have authority to 

make expenditures necessary to keep the College open. The Board at the next special or 

regular meeting shall ratify any appropriate emergency purchase. 

 

¶ Insurance Coverage p. 21: All college-owned property, real and personal, shall be 

insured to cover losses from natural causes, fire, vandalism and other casualties. 

Insurance shall also cover theft of college funds. To the extent permitted by law, the 

Board may insure all employees against legal action arising out of the performance of any 

authorized duties for the College. The Board may authorize the College to join a group-

funded pool to provide insurance coverage. 

 

¶ Buildings and Grounds p. 23: All college buildings and grounds shall be maintained 

and inspected on a regular basis.  

 

¶ Safety p. 25: The President, department heads and maintenance personnel shall 

periodically inspect each building, each boiler, and other appropriate areas to see that 

they are adequately maintained. Written records of these inspections shall be 

maintained. If repairs are necessary, the individual conducting the investigation shall 

immediately file a written report with the appropriate supervisor or the President. 

Necessary steps either to repair or to remove the defect shall be taken as soon as possible. 

Defects which will require expenditure of money shall be reported to the Board in 

compliance with rules regulating these circumstances.  

 

¶ Hazardous Waste Inspection and Disposal, p. 27: Inspection of the College facilities 

for hazardous waste shall be conducted on a regular basis. Written records of these 

inspections shall be maintained. 

 

¶ Vehicles: p. 29: All college vehicles will be adequately insured.   The Dean of 

Administrative Services shall provide appropriate certificates of insurance. . . . Every 

vehicle or vehicle driver of College vehicles will keep accurate records pertaining to each 

vehicle used to transport students.  The types of records shall be developed by the 

President in cooperation with the Dean of Administrative Services.   

 

¶ Job Descriptions p. 39: The President shall develop a job description for each category 

of employee. The job descriptions shall be maintained in the administration offices. 

 

¶ I-9 files on all employees p. 46.  

 

 

SATC Schedule of contractual events – per lease 

 

July 1, 2009                 Rental payment $305 

                                    Property Tax payments 

 

July 31                         305 Advises SATC of insurance premium properties 
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September 1                 Pay property insurance 

 

September 20               Bill 305 for High School students 

 

December 18, 2009     Brown Brick building use ends 

 

December, 2009          Commence discussions on 10-11 tuition 

 

February 20               Bill 305 for High School Students 

 

September 2, 2017       Discussions to develop and implement “ownership transition plan” 

 

September 1, 2018       Bonds retire 

 

nb 

 


