
OWENS COMMUNITY COLLEGE 
REGULAR MEETING OF THE BOARD OF TRUSTEES 

OCTOBER 28, 2014 ~ MINUTES 
 
 
A meeting of the Board of Trustees was held in the Board Room, Administration Hall, on the 
Owens Community College Toledo Campus. 
 
Call to Order – Chair Rich Rowe called the meeting to order at 12:33 p.m. and directed the record 
to show the meeting was held in accordance with the Ohio Revised Code, Chapter 3358 and the 
policies of the Board of Trustees.   
 
Roll Call – Roll call was taken, and the following members were present:  Mary Beth Hammond, 
Srinivas Hejeebu, Ronald McMaster, Edwin Nagle, Rich Rowe, Diana Talmage and Thomas Uhler 
(7). 
 
Approval of the Minutes of the Board of Trustees – The minutes of the September 16, 2014, 
regular meeting and the October 7, 2014 special meeting were provided.  The Chair declared the 
minutes approved as circulated. 
 
Committee Appointments – Chair Rowe appointed Ms. Talmage, Ms. Hammond and 
Dr. McMaster who was designated as committee chair, to the Nominating Committee.  In 
accordance with the Board of Trustees’ Bylaws 3358:11-1-02(E)(1), the Nominating Committee 
will develop the nominations for the officer election to be held on February 3, 2015.  Chair Rowe 
appointed Dr. Hejeebu to the Student Life Committee and designated Ms. Talmage as committee 
chair of the Student Life Committee.  Chair Rowe appointed Mr. Uhler to the Finance Committee.  
The trustees accepted their appointments. 
 
Finance Committee Report – Mr. Nagle reported the Finance Committee met on 
October 13, 2014.  He commented that during the committee meeting it was noted the fiscal year 
2014 financial audit was timely filed and an audit conference has been scheduled with Clark 
Schaefer Hackett, December 1, 2014.  The Finance Committee reviewed trends from the 
consolidated annual financial reports, which reflected four consecutive year of losses.  He 
commented the administration continues to review and develop fiscal strategies and operational 
efficiencies to reverse declines, and the Finance Committee will meet monthly. 
 
President’s Report – President Mike Bower presented his activity report for September and 
October.  He recognized the faculty and staff who participated in the accreditation for the early 
childhood education program by the National Association for the Education of Young Children, 
which included comments of excellence and a model program.  He commented on the Ohio 
Association of Community Colleges presidents meeting in October, which included consensus for 
dual enrollment standards.  He commented on the signing of a mutual agreement with Toledo 
Edison and expressed appreciation of Linda Moss, Regional Vice President of Toledo Edison for 
the reinstatement of the associate of technical studies program to train utility line and substation 
workers.  President Bower invited Betsy Johnson, Vice President, Enrollment Management, 
Student Services and Marketing to update the Board on the October 24, 2014 Ohio Association of 
Community Colleges meeting with representatives of the U.S. Department of Education in Chicago 
with respect to the three-year cohort default rate and developing a default management plan.



Associate Vice President of Academic Affairs Report – Denise Smith, Associate Vice President 
of Academic Affairs, commented on finalizing an agreement with the University of Toledo, which 
will accept the Owens associate of applied science in criminal justice into the university’s bachelor 
of science in criminal justice.  A plan was finalized with Bowling Green State University to aid in 
increasing enrollment and transfer within the degrees of fire science and communication.  She 
announced the music business portfolio class partnered with the Valentine Theatre in the Schools 
Helping Schools program, which enables students from pre-school through high school to attend 
theatre performances at no charge.  The Valentine is offering tickets to the Owens production of 
Play On! a new adaptation of Shakespeare’s Twelfth Night, November 20-23, 2014.  
 
Financial Statements – Jack Witt, Vice President, Human Resources and Administration, 
presented the financial statements as of September 30, 2014, and he commented on total revenue 
and expenditures, which were lower as compared to the same ending period 2013.  Chair Rowe 
accepted the monthly financial statements as submitted. 
 
RECOMMENDATIONS OF THE PRESIDENT TO THE BOARD OF TRUSTEES 
 
Employment of Personnel: 
 

RESOLUTION 2014-10-28-01 
 BE IT HEREBY RESOLVED that the recommendation of the President to employ the 
following persons, in compliance with Affirmative Action Guidelines established by the College, be 
approved by the Board of Trustees: 
 
NAME: Landon King 
ADDRESS: Toledo, OH 
EDUCATION: Bachelor of Science, with a major in Criminal Justice, from Bowling Green 

State University 
EXPERIENCE: One year experience in the Peace Officer Basic Training Program offered by the 

Ohio Peace Officer and Training Commission  
ASSIGNMENT: Police Officer 
 
NAME: Angela McCutcheon 
ADDRESS: Waterford, OH 
EDUCATION: Doctor of Philosophy in Education, with a major in Curriculum and Instruction 

in Instructional Technology, from Ohio University; Master of Arts in Education, 
with a major in Leadership and Technology, from Marietta College; Bachelor of 
Arts, with a major in Management, from Marietta College  

EXPERIENCE: Twenty-three years of experience in computer science and business technology 
ASSIGNMENT: Chair, Office and Information Support Services 
 
Mr. Nagle made a motion to approve the resolution, which was seconded by Ms. Talmage.  
Following a voice vote, the motion was adopted. 
  



RESOLUTION 2014-10-28-02 
 BE IT HEREBY RESOLVED that the recommendation of the President to revise the 
assignment on the basis indicated below be approved by the Board of Trustees: 
 
NAME ASSIGNMENT 
Irene Lindquist Advisor 
Darmond Gates Custodian (Second Shift) 
 
Dr. McMaster made a motion to approve the resolution, which was seconded by Mr. Uhler.  
Following a voice vote, the motion was adopted. 
 
Policy Recommendations: 
- Re-filing of Existing Rules  
 

RESOLUTION 2014-10-28-03 
WHEREAS, Amended Substitute Senate Bill 3 was signed by Governor Kasich, which 

became effective on September 17, 2014; and 
 

WHEREAS, Section 5 of Amended Substitute Senate Bill 3 requires state institutions of 
higher education to re-file all currently existing rules (policies) with the Director of the Ohio 
Legislative Service Commission no later than six months after the effective date of the act; and 

 
WHEREAS, the Legislative Service Commission rules unit administrator advised if a 

current effective rule is no longer relevant, it is not necessary to re-file nor to rescind it, as the 
failure to re-file a rule will essentially render the rule no longer effective; and 

 
WHEREAS, the President recommends the timely re-filing of the existing rules with the 

exemption of the following listed policies that are no longer current and separately codified in the 
Ohio Revised Code:  

 Policy 3358:11-3-63, Reciprocity agreement for Monroe County, Michigan residents 
 Policy 3358:11-6-01, Class Registration for Center for Development and Training  

 
NOW, THEREFORE, BE IT HEREBY RESOLVED that the Board of Trustees authorizes 

the Secretary to the Board of Trustees to timely re-file the existing rules with the Ohio Legislative 
Service Commission as listed in Appendix I with the noted exemption(s), be approved by the 
Board of Trustees. 
 
Ms. Talmage made a motion to approve the resolution, which was seconded by Dr. McMaster.  
Following a voice vote, the motion was adopted. 
 
- Amendment of 3358:11-5-33 Workers Compensation/Report of Injury Policy  
- Amendment of 3358:11-5-10 Reduction in Force Policy  
- Adoption of Non-bargaining Employee Grievance Policy  
- Rescission of 3358:11-5-06 Employee Grievance Policy  
 

RESOLUTION 2014-10-28-04 
WHEREAS, the Vice President, Human Resources/Administration and General Counsel 

reviewed the listed employment policies for legal compliance and current practice and with the 
President recommend the amendment, adoption or rescission of said policies as noted:



 Amendment of 3358:11-5-33 Workers Compensation/Report of Injury Policy  
 Amendment of 3358:11-5-10 Reduction in Force Policy  
 Adoption of Non-bargaining Employee Grievance Policy  
 Rescission of 3358:11-5-06 Employee Grievance Policy  

 
NOW, THEREFORE, BE IT HEREBY RESOLVED that the Board of Trustees amends 

3358:11-5-33 Workers Compensation/Report of Injury Policy (Appendix II); amends 3358:11-5-10 
Reduction in Force Policy (Appendix III); adopts Non-bargaining Employee Grievance Policy 
(Appendix IV); and, rescinds 3358:11-5-06 Employee Grievance Policy (Appendix V); 
 

BE IT FURTHER RESOLVED that the Board of Trustees authorizes the Secretary to the 
Board of Trustees to file said policies with the Ohio Legislative Service Commission.  
 
- Amendment of 3358:11-3-61 Directory Information Disclosure Policy  
 

RESOLUTION 2014-10-28-05 
WHEREAS, the Vice President, Enrollment Management, Student Services and Marketing and 

the Registrar reviewed the listed administration policy for current practices of peer Ohio public 
colleges and with the President recommend the amendment of said policy: 

 3358:11-3-61 Directory Information Disclosure Policy  
 

NOW, THEREFORE, BE IT HEREBY RESOLVED that the Board of Trustees amends 
3358:11-3-61 Directory Information Disclosure Policy (Appendix VI); 
 

BE IT FURTHER RESOLVED that the Board of Trustees authorizes the Secretary to the 
Board of Trustees to file said policy with the Ohio Legislative Service Commission.  
 
Ms. Hammond made a motion to approve the resolutions, which was seconded by Mr. Nagle.  
Following a voice vote, the motion was adopted. 
 
Facilities/Capital Recommendations: 
 

RESOLUTION 2014-10-28-06 
 BE IT HEREBY RESOLVED that the recommendation of the Treasurer/Chief Financial 
Officer and the President to award a contract to the following firm for the Center for Emergency 
Preparedness HVAC project, HB 497 capital-appropriated funds, be approved by the Board of 
Trustees. 
 

Center for Emergency Preparedness HVAC 

General Contract 

Marlin White and Sons, Inc. 
1004 South Street 
Fremont, Ohio 43420 

 
 
 

$151,900

 Total: $151,900
 
Ms. Talmage made a motion to approve the resolution, which was seconded by Mr. Uhler.  
Following a voice vote, the motion was adopted. 
 
  



RESOLUTION 2014-10-28-07 
 BE IT HEREBY RESOLVED that the recommendation of the Treasurer/Chief Financial 
Officer and the President to award a contract to the following firms for the Facilities Services 
Building Renovation project, HB 497 capital-appropriated funds, be approved by the Board of 
Trustees. 
 

Facilities Services Building Renovation 

General Contract 

Utopia Construction, Inc. 
1961 Ottawa Lane 
Perrysburg, OH 43551 

 
 
 

$76,800

Combined Plumbing, HVAC 
and Electrical Contract 

Dimech Services 
5505 Enterprise Blvd 
Toledo, Ohio 43612 

 
 
 

$77,200

 Total: $154,000
 
Ms. Talmage made a motion to approve the resolution, which was seconded by Mr. Uhler.  
Following a voice vote, the motion was adopted. 
 
Amendment of Academic Calendar: 
- Fall Semester 2015  

RESOLUTION 2014-10-28-08 
 BE IT HEREBY RESOLVED that the recommendation of the President to amend the 
academic calendar for Fall Semester 2015 (as set forth below) for alignment with area universities’ 
academic calendars for seamless collaborative opportunities, be approved by the Board of Trustees. 
 
Fall Semester 2015 
August 17 24 – Classes begin (Classes may have varying start dates; refer to the class schedule for 

start dates and locations) 
September 4-6 – No weekend classes 
September 7 – Holiday ~ College closed 
October 19-20 12-13 – Fall Break ~ No classes (faculty & staff professional development days) 
November 11 – Holiday ~ College closed 
November 25-29 – Holiday ~ College closed 
December 6 13 – Last day of classes 
December 11 18 – Commencement 
December 24 – January 1, 2016 – College closed ~ Holiday break 
 
Dr. McMaster made a motion to approve the resolution, which was seconded by Mr. Uhler.  
Following a voice vote, the motion was adopted. 
  



Ratification of Concurrent Jurisdiction/Mutual Aid Agreement(s): 
 

RESOLUTION 2014-10-28-09 
WHEREAS, on December 9, 2008, the Board of Trustees adopted Resolution  

2008-12-09-26, which delegated the President to institute a campus police force under the 
provisions set forth in Ohio Revised Code 3345.04; and 
 

WHEREAS, the President designated the Director, Public Safety/Chief of Police as the 
appointing authority of the police force and with the responsibilities of the property owned and 
controlled by Owens Community College, a political subdivision of the State of Ohio; and 

 
WHEREAS, in 2013 the President transitioned the partial campus police force to a full 

campus police force allowing the College to operate independently and to enter into concurrent 
jurisdiction/mutual aid agreements with neighboring agencies for non-emergency and emergency 
support with full authority to enforce federal, state and local laws; 

 
NOW, THEREFORE, BE IT HEREBY RESOLVED that the Board of Trustees formally 

ratifies and sanctions executed concurrent jurisdiction/mutual aid agreements with neighboring 
agencies, including but not limited to the concurrent jurisdiction agreement dated July 16, 2013, 
and authorizes the President and the Treasurer, contingent upon the review and advice of General 
Counsel, to execute concurrent jurisdiction/mutual aid agreements for the mutual benefit of 
increased police services to the College and other jurisdictions. 

 
Mr. Nagle made a motion to approve the resolution, which was seconded by Ms. Talmage.  
Following a voice vote, the motion was adopted. 
 
Statements and Comments by Members of the Board of Trustees – Chair Rowe extended his 
congratulations to Trustees Talmage and Hejeebu for their reappointments to the Board of Trustees 
for a term ending in September 2020.  
 
Vice Chair Talmage commented on the benefits of attending the Association of Community 
College Trustees Leadership Congress, Chicago, October 22-25, 2014 and spending quality time 
with trustees of Northwest State Community College and Terra Community College.  
Ms. Hammond commented on it being a great opportunity for a new trustee to meet community 
college trustees from around the country and of working together with mutual respect to achieve 
goals.   
 
EXECUTIVE SESSION 
Chair Rowe announced an executive session for discussion of matters of pending or imminent 
litigation, collective bargaining, for the sale of property and to consider the appointment and 
employment of public employees.  Mr. Uhler made a motion to adjourn to executive session as 
specified.  Mr. Nagle seconded the motion, and the Chair called for a roll call vote.  Roll Call:  
Mary Beth Hammond, yea; Srinivas Hejeebu, yea; Ronald McMaster, yea; Edwin Nagle, yea; 
Rich Rowe, yea; Diana Talmage, yea; and, Thomas Uhler, yea (7).   
 
Upon return from executive session, roll call was taken and the following members were present:  
Mary Beth Hammond, Srinivas Hejeebu, Ronald McMaster, Edwin Nagle, Rich Rowe, Diana 
Talmage and Thomas Uhler (7).  



REGULAR REPORTS 
Monthly Reports to the Board of Trustees – Members of the Board of Trustees were issued 
copies of the regular reports of the Associate Vice President, Academic Affairs, Vice 
President/Treasurer, Interim Executive Director of College Development, Vice President, 
Enrollment Management, Student Services and Marketing, Vice President, Human Resources and 
Administration, and from the Office of the President: the Associate Vice President for Institutional 
Effectiveness.   
 
Adjournment – As there was no further business to come before the Board of Trustees, 
Chair Rowe declared the meeting adjourned. 
 
  



APPENDIX I 
Senate Bill 3 Re-filing of Existing Rules 

And Noted Exemptions 
Owens Community College 

Board Policy Manual 

Chapter 1 – Organization & Governance  
Policy # Policy Name Effective Date 

3358:11-1-02 Bylaws of the board of trustees of Owens 
state community college. 

12/26/2013 

3358:11-1-04 Trustees’ academic excellence 
scholarship program policy. 

5/14/2011 

3358:11-1-11 Policy for naming college facilities, 
spaces, endowments and programs. 

7/13/2007 

Chapter 2 – Academic 
Policy # Policy Name Effective Date 

3358:11-2-01 General admission policy. 12/26/2013 
3358:11-2-06 Assessment program for entering 

students policy. 
2/19/2011 

3358:11-2-11 Enrollment status policy. 6/21/2014 
3358:11-2-12 Auditing courses. 2/18/2012 
3358:11-2-13 Initial registration and adding a course 

policy. 
8/17/2014 

3358:11-2-14 Course withdrawal policy. 8/17/2013 
3358:11-2-21 Catalog of record policy. 2/19/2011 
3358:11-2-22 Age of coursework policy. 11/20/2010 
3358:11-2-23 Prerequisites and co-requisites policy. 2/19/2011 
3358:11-2-24 Course substitution policy. 11/20/2010 
3358:11-2-25 Repeating a course policy. 11/23/2013 
3358:11-2-31 Course outline and syllabus. 6/20/2006 
3358:11-2-32 Grading system policy. 5/14/2011 
3358:11-2-41 Academic honors policy. 2/19/2011 
3358:11-2-42 Academic probation policy. 11/20/2010 
3358:11-2-43 Academic dismissal policy. 11/20/2010 
3358:11-2-44 Readmission to the college following 

academic dismissal policy. 
11/20/2010 

3358:11-2-45 Academic forgiveness policy. 4/11/2014 
3358:11-2-51 Graduation requirements policy. 12/26/2013 
3358:11-2-52 Dual degrees and/or majors policy. 2/19/2011 
3358:11-2-53 Adding a major policy. 5/14/2011 
3358:11-2-54 Academic appeal policy. 11/22/2009 
3358:11-2-55 Academic misconduct policy 5/14/2011 
3358:11-2-56 Credit hour policy  6/25/2011 
3358:11-2-57 Transfer and prior learning assessment 

policy 
11/23/2013 



Chapter 3 – College Life 
Policy # Policy Name Effective Date 

3358:11-3-01 Drug free school. 3/7/2002 
3358:11-3-11 Student conduct policy 11/22/2009 
3358:11-3-13 Student records review. 3/7/2002 
3358:11-3-21 Refund of fees. 3/7/2002 
3358:11-3-22 Deferred tuition payment plan. 3/7/2002 
3358:11-3-23 Express card policy. 3/7/2002 
3358:11-3-31 Student worker policies. 3/7/2002 
3358:11-3-41 Student organizations. 3/7/2002 
3358:11-3-42 Student organization finances. 3/7/2002 
3358:11-3-51 Athletic policy. 12/5/2003 
3358:11-3-61* Directory information disclosure. 3/7/2002 

Amendment of 10/28/2014 will be the Re-filing

3358:11-3-62 Residency determination. 3/7/2002 
3358:11-3-63* Reciprocity agreement for Monroe 

County, Michigan residents. 
3/7/2002 

 
3358:11-3-64 Student non-academic appeal policy. 11/22/2009 

Chapter 4 – General Administration 
Policy # Policy Name Effective Date 

3358:11-4-03 Smoke-free buildings/vehicles. 3/7/2002 
3358:11-4-04 Communicable disease policy. 3/7/2002 
3358:11-4-06 Campus closings/delays policy. 12/20/2008 
3358:11-4-07 College property/security. 3/7/2002 
3358:11-4-09 Motor vehicle regulations. 3/7/2002 
3358:11-4-10 Responsible computing policy. 3/7/2002 
3358:11-4-11 Model ethics policy (state). 5/17/2004 
3358:11-4-12 Purchasing policy. 7/15/2005 
3358:11-4-13 Records retention policy. 11/20/2010 
3358:11-4-15 Public records policy. 6/13/2009 
3358:11-4-16 Wireless telecommunication devices for 

business purposes policy. 
9/20/2008 

3358:11-4-17* Anti-discrimination and harassment 
policy. 

9/29/2014 
Re-filing was completed 

3358:11-4-18 Cybercommuting policy. 11/22/2009 
3358:11-4-19 Institutional review board for research 

policy 
1/9/2012 

3358:11-4-20 College vehicle operation policy 9/30/2011 
3358:11-4-21 Use of college buildings and grounds 

policy 
12/26/2013 

 
  



Chapter 5 – Employment 
Policy # Policy Name Effective Date 

3358:11-5-01 Salary administration program policy. 12/20/2008 
3358:11-5-02 Contracts/salary notices policy. 12/20/2008 
3358:11-5-03* Payroll policies. 9/29/2014 

Re-filing was completed 
3358:11-5-04 Travel. 12/22/2007 
3358:11-5-05 Personnel file policy. 11/22/2009 
3358:11-5-06* Employee grievance policy. 3/7/2002 

Will be formally rescinded per Board action of 10/28/2014

3358:11-5-07 Daily work schedule policy. 12/20/2008 
Chapter 5 – Employment ~ (36) 

Policy # Policy Name Effective Date 
3358:11-5-08 Tardiness. 3/7/2002 
3358:11-5-09 Outside employment/education. 8/18/2014 
3358:11-5-10* Reduction in force. 7/13/2007 

Amendment of 10/28/2014 will be the Re-filing

3358:11-5-11 Resignation policy. 12/23/2012 
3358:11-5-12 Drug-free workplace. 3/7/2002 
3358:11-5-13 Exempt and non-exempt employment 

policy. 
12/20/2008 

3358:11-5-21 Faculty course assignments. 3/7/2002 
3358:11-5-22 Faculty evaluation procedures. 3/7/2002 
3358:11-5-23 Faculty/counselor professional 

development plan. 
3/7/2002 

3358:11-5-24 Faculty/counselor tuition reimbursement. 3/7/2002 
3358:11-5-25 Faculty rank policy. 11/23/2013 
3358:11-5-31 Health/life insurance. 8/18/2014 
3358:11-5-32 Retirement plans policy. 9/12/2014 
3358:11-5-33 Workers compensation/report of injury. 3/7/2002 

Amendment of 10/28/2014 will be the Re-filing

3358:11-5-34 Holiday policy. 5/10/2012 
3358:11-5-35 Tuition waiver policy. 12/19/2009 
3358:11-5-36 Staff educational assistance program 

policy. 
6/13/2009 

3358:11-5-41 Vacation (twelve-month employees) 
policy. 

12/20/2008 

3358:11-5-42 Personal leave policy. 12/20/2008 
3358:11-5-43 Sick leave plan policy. 6/13/2009 
3358:11-5-44 Family and medical leave policy. 12/26/2008 
3358:11-5-45 Leave without pay. 7/15/2005 
3358:11-5-46 Jury and other civil service duty. 11/24/2007 
3358:11-5-47 Military leave. 7/13/2007 
3358:11-5-49 Nepotism. 7/13/2007 
3358:11-5-50 Zero tolerance/workplace violence 

policy. 
11/22/2009 

3358:11-5-51 Pre-employment background check. 12/22/2007 
3358:11-5-52 Standard of conduct and disciplinary 

process policy. 
6/13/2009 

3358:11-5-53 Prior public service policy 9/17/2010 



Chapter 6 – Center for Development and Training (1) 
Policy # Policy Name Effective Date 

3358:11-6-01* Class registration. 3/9/2002 
 
*Note:  Exemptions from Refiling (8) 

1. 3358:11-3-63 Reciprocity agreement for Monroe County, Michigan residents, no longer current and is 
separately codified per ORC 3333.17.  

2. 3358:11-6-01 Class registration for center for development and training, no longer relevant and is separately 
codified per ORC 3358.01. 

3. 3358:11-4-17 Anti-discrimination and harassment policy and 3358:11-5-03 Payroll policy, as amended and 
refiled 9/29/14, post effective date of Am. Sub. S. B. 3. 

4. Pending Board action 10/28/2014:  3358:11-5-06 Employee grievance policy to be formally rescinded; 
3358:11-5-10 Reduction in force policy and 3358:11-5-33 Workers compensation/report of injury policy and 
3358:11-3-61 Directory information disclosure policy, to be amended/will serve as the refiling, post effective 
date of Am. Sub. S. B. 3. 

  



APPENDIX II 
Amendment of Workers Compensation/Report of Injury Policy 

 
3358:11-5-33 Workers compensation/report of injury policy. 
(A) Purpose. Ohio workers compensation law Workers Compensation Law covers employees of the college.  

Any covered employee who is injured in the sustains an injury or contracts an occupational disease or 
illness that arises or is a result of course of, or arising out of, his/her employment may file a claim with 
the college’s manager of workers compensation. bureau of workers compensation.  Such a A claim must 
be filed within two years from the date of injury.   

(B) Any covered employee who experiences a workplace injury or illness should be aware of the following: 
(1) If it is an emergency situation, employees should seek Seek medical treatment at the closest health 

facility. 
(2) Employees must notify Notify their supervisor, the department of public safety safety and security 

office, and the human resources office (manager of workers compensation) as soon as possible 
after the injury or illness occurs. 

(3) Upon notification the The human resources office (manager of workers compensation) will send 
the employee a workers’ compensation claim packet. 

(4) The employee will receive an identification card with their workers’ compensation claim packet 
indicating that Crawford & Company is the college’s managed care organization who will process 
any medical bills. 

(5) Crawford & Company will work with the employee, their health provider, the bureau of workers’ 
compensation, and the college in monitoring the employee’s medical treatment with a bureau of 
workers’ compensation certified health provider and submitting the employee’s first report of 
injury form to the bureau of workers’ compensation. 

(B)(C) On-campus injuries.  If an employee is injured on either campus college owned or controlled property 
while performing their assigned duties, the safety and security office or the health services office 
department of public safety should be notified immediately.  Personnel for the department of public safety 
Safety and security and/or health services will assess the injury. and the employee will be asked to 
complete a "Report of Injury Form."  This form will be used to collect information about how the injury 
occurred, how to prevent reoccurrence, and medical action taken.  This information will also be used to 
determine if the injury is recordable on the OSHA Log 200 on file in the human resources office. 

(C)(D) Off-campus injuries.  If the college employee is injured at an off-site location during working time, the 
security department of public safety must be notified within 24 hours two working days of the injury.  
(Working day is defined as Monday through Friday, eight a.m. to five p.m.)  At that time, a report will be 
prepared and forwarded to the human resources office.  Failure to report the injury within the stated time 
may result in delays when processing claims. 

Effective date:   

     

Certification 

     

Date 
Promulgated under 111.15 
Statutory authority:   3358.08 
Rule amplifies:    3358.08 
Prior effective dates: 3/7/2002 
  



APPENDIX III 
Amendment of Reduction in Force Policy 

 
3358:11-5-10 Reduction in force policy. 

For a variety of reasons during the life of any institution, circumstances may dictate that a 
reduction in force is necessary.  These reasons may include, but are not limited to, declining or 
insufficient enrollment in one or more program areas; lack of work; lack of funds; or abolishment 
of positions due to reorganization for efficient operations or reasons of economy.  Should any of 
the aforementioned reasons result in the reduction in force elimination of positions, Owens 
community college will make a reasonable effort to reassign the affected employees to other 
positions at the college before enacting a reduction in force. 
 
With respect to employees covered by a negotiated agreement, the board of trustees college will 
comply with all of the provisions set forth in said agreement. 
 
(A) Delegation.  The board directs the president to make such a determination of implementing a 
reduction in force when circumstances may dictate the necessity.  
 
(A)(B) Implementation.  The vice president of human resources will implement procedures 
consistent with this policy rule and for purposes of legal compliance. 

 
Effective date:   
 
     
Certification 
 
     
Date 
 
Promulgated under: 111.15 
Statutory authority:   3358.08 
Rule amplifies:    3358.08 
Prior effective dates: 3/7/2002, 12/29/2003, 7/13/2007 
 
  



APPENDIX IV 
Adoption of Reduction in Force Policy 

 
3358:11-5-54 Non-bargaining employee grievance policy.  
 
(A) Purpose.  The purpose of this rule is to secure equitable solutions as quickly as possible to 

grievances that may arise concerning complaints or problems raised by college employees.  
 
(B) General. 

 
(1) A grievance for purposes of this rule is defined as a claimed violation of a specified 

college regulation, rule, or procedure, or as any other problem or impropriety claimed 
by an employee.  

 
(2) This rule applies to all non-bargaining unit employees. 
 
(3) Employees shall have the opportunity to report a grievance without fear of reprisal.  
 
(4) The college affords its employees the opportunity to have a support person present in 

explaining and attempting to settle a grievance after the employee and his or her 
supervisor have failed to reach a satisfactory solution in their initial discussion.  

 
(5) The director of human resources or his/her designee will be available to render 

guidance and assistance concerning the grievance procedure to be followed.  In 
certain highly sensitive or confidential circumstances, the employee may initiate 
process directly with human resources. 

 
(C) Time limit. 
 

(1) A grievance will be acted upon provided the employee submits it in writing within the 
number of working days required under each step of the procedure. "Working days" 
as used in this rule means days exclusive of weekends, holidays, and days the 
employee may be on authorized vacation, sick leave or absence. 

 
(2) Failure of the grievant to appeal a decision within the specified time limits shall be 

deemed a withdrawal of the grievance and shall bar further action or appeal. Failure of 
the college to render a decision on a grievance within the specified time limit shall 
permit its appeal by the grievant to the next step. 

 
(D) Procedural steps. 
 

(1) Employee and immediate supervisor (step 1) 
 

(a) The aggrieved employee shall communicate the grievance to his or her 
immediate supervisor within ten working days of the occurrence of the matter 
grieved, or of the point that the employee knew or reasonably should have 
known of the matter. 



(b) In the event the grievance is not resolved, the employee may prepare a formal 
written grievance, accurately stating the nature of the matter complained of, and 
proposing a suggested solution. 

(c) The formal grievance as filed by the grievant shall be submitted on the college 
employee complaint form.  

(d) The formal grievance should be signed and presented to the supervisor. This 
must be done within  five working days after the completion of the discussion 
with the supervisor. 

(e) The supervisor shall promptly and impartially review information relevant to the 
issue; document the decision, and sign the form as indicated. Within five 
working days, copies of the grievance and the supervisor's decision shall be 
provided to grievant and maintained by supervisor. 

(f) In organizational situations where the immediate supervisor and the department 
head are the same person, the grievance procedure will begin with step 2 of this 
rule. 

 
(2) Employee and department head (step 2) 

 
(a) If the aggrieved employee is not satisfied with the decision of the immediate 

supervisor, the employee may, within ten working days of receipt of the step 1 
decision, file a written appeal with the department head (within ten days of the 
occurrence of the matter grieved where the supervisor is the department head or 
when a group of employees have a grievance).  

(b) On receipt of the formal written appeal, the department head shall, within five 
working days, meet with the grievant to discuss the facts of the grievance in an 
effort to achieve a resolution. After considering the facts presented, the 
department head shall give his or her decision in writing within five working 
days of the meeting.  Copies of the department head’s decision shall be provided 
to the grievant and supervisor and maintained by the department head. 

 
(3) Employee and director of human resources (step 3) 

 
(a) If the aggrieved employee is not satisfied with the decision of the department 

head, the employee may appeal the grievance to the director of human resources 
or his/her designee within five working days after receipt of the step 2 decision.  

(b) The director of human resources shall conduct an investigation of the complaint 
and, if appropriate, hold a meeting with the employee and the employee's 
representative, if any. 

(c) The director of human resources may determine that attendance at the meeting 
of the supervisor, department head, or other management officials would be 
helpful in resolving the complaint.  

(d) Upon completion of the investigation, the director of human resources will 
provide the grievant with a final written decision. 

(e) The process at step 3 will generally not exceed fifteen days. 
  



APPENDIX V 
Rescission of Employee Grievance Policy 

 
TO BE RESCINDED 

3358:11-5-06 Employee grievance policy. 

(A) Definitions. 

(1) Grievance.  A grievance is an allegation by a grievant that he/she has been adversely 
affected by a violation of one of the following: 

(a) The rules and regulations of the college as approved by the board of trustees. 

(b) The terms of a signed personnel contract between the grievant and the board. 

(2) Grievant.  A grievant may be any one of the following: 

(a) An employee of the college. 

(b) A group of employees of the college. 

(3) Board.  The board of trustees at Owens Community College shall be referred to as the 
“board” in this document. 

(4) Day.  A day is a day Monday through Friday for which the college is open. 

(5) Immediate supervisor.  The immediate supervisor is the lowest level administrator having 
immediate jurisdiction of the grievant. 

(6) Designated administrator.  An administrator appointed by the president to act in lieu of the 
highest-ranking administrator with jurisdiction of a grievant. 

(7) Board of appeals.  The three-person board of appeals shall be selected as follows for each 
grievance: 

(a) Grievant shall select one member from his/her peer group. 

(b) Highest-ranking administrator (or, where necessary, the designated administrator) 
shall select one member. 

(c) The affirmative action officer will call a meeting of the persons selected in 
paragraphs (A)(7)(a) through (A)(7)(b) of this rule and, in the presence of the 
affirmative action officer, they shall choose the third member of the board of appeals.  
In the event the persons selected in paragraphs (A)(7)(a) through (A)(7)(b) of this 
rule cannot come to agreement on the third member of the board of appeals, the 
affirmative action officer will appoint the third member. 

  



(8) Peer.  Peer groups under the grievance policy will be organized as follows: 

(a) Administrative staff. 

(b) Professional staff. 

(c) Technical staff. 

(d) Support staff. 

(9) Informal level.  The informal level takes place between the immediate supervisor and 
appropriate line supervisors up to, but not including, the president and the grievant. 

(10) Formal level.  The formal level begins after discussion at the informal level has been 
exhausted and once written communication starts between the immediate supervisor and 
the grievant concerning the offense. 

(B) Purpose.  This grievance policy is used to handle disputes involving alleged violations of 
employee rights as defined in paragraph (A)(1) of this rule and covers administrative, 
professional, technical, and support staff.  Salary and fringe benefit disputes are not included 
within the contents of the grievance policy.  Actions to challenge or change the rules and 
regulations of this college must be undertaken through other legally acceptable processes.  Other 
matters for which a specific method of review is provided by law or by action of the board are 
not within the scope of this procedure. 

(C) Informal grievance. 

(1) The informal aspect of the grievance procedure must be initiated in writing within ten days 
of the alleged violation of employee rights.  The grievant should first discuss his/her 
problem or grievance on an informal basis with the supervisor closest to the origin of the 
problem.  If a grievance still exists after this informal discussion with the immediate 
supervisor, the grievant should continue informal discussion with line supervisors up to, 
but not including, the president.  The informal process must be completed within ten days, 
except when agreed upon by both parties.  If there is a problem in contacting any 
supervisor, the grievant should contact the affirmative action officer. 

(2) If resolution to the grievance is not achieved through informal discussions, the grievant 
may initiate the formal aspect of the procedure.   The formal aspect of the grievance 
procedure must be initiated in writing within ten days of the failure of the informal process 
outlined in paragraph (C)(1) of this rule.  To ensure the expeditious handling of the matter 
on the formal level, there is a limitation at each step of the formal procedure.  Dates are 
prescribed as outer perimeters.  In this policy, it should be understood that it is in the best 
interest of all parties concerned that any grievance matter be handled as expeditiously as 
possible from the date of the filing of the said grievance. 

  



(D) Formal grievance. 

(1) Written communications.  All written communications are to be signed by the sender.  The 
recipient must initial and date the written communication upon receipt. 

(2) Step one. 

(a) The grievant must send a written statement to the immediate supervisor, with a copy 
to the affirmative action officer.  The written statement must: 

(i) Detail the grievance. 

(ii) Request a conference. 

(iii) State specific remedy sought. 

(b) The written statement must be sent to both the immediate supervisor and the 
affirmative action officer within ten days of the grievable offense.  A conference 
between the grievant and the immediate supervisor must take place within five days 
of receipt of the written statement by the immediate supervisor.  A written response 
from the immediate supervisor to the grievant, with a copy sent to the affirmative 
action officer, must be sent within five days of the conference. 

(3) Step two. 

(a) In the event the grievance was not resolved to the satisfaction of the grievant at step 
one of the formal level, the grievant must send a written statement to the highest 
ranking administrator (exclusive of the president) with jurisdiction of the grievant 
within ten days of completion of step one of the formal level.  A copy of the written 
statement must be sent to the affirmative action officer.  In cases where the 
immediate supervisor and the highest-ranking administrator are the same or the 
immediate supervisor or the highest-ranking administrator is the president, the 
statement must be sent to a designated administrator through the affirmative action 
officer.  The written statement must: 

(i) Detail the grievance. 

(ii) Request a conference. 

(iii) State specific remedy sought. 

(iv) Explain dissatisfaction with remedy offered at step one of the formal level. 

(v) Have attached to it a copy of the decision rendered at step one of the formal 
level. 

(b) When a designated administrator is required, the grievant must send a memorandum 
to the affirmative action officer, along with the written statement described above, 
stating the need for the appointment of a designated administrator.  The 



memorandum must be sent to the affirmative action officer within ten days of the 
completion of step one of the formal level.  Within five days of receipt of the 
memorandum, the affirmative action officer will notify the grievant in writing of the 
name of the designated administrator. 

(c) A conference involving the immediate supervisor and the grievant will be called by 
the highest-ranking administrator or, where necessary, the designated administrator 
within ten days of receipt of the written statement from the grievant.  The purpose of 
the conference will be to allow the grievant and the immediate supervisor to explain 
the incidents involved in the grievance and to come to an understanding of the 
grievance. 

(d) Within ten days of the conference, the highest ranking administrator or, where 
necessary, the designated administrator will send a written statement to both the 
immediate supervisor and the grievant, with a copy sent to the affirmative action 
officer.  The written statement will outline the administrator's understanding of the 
situation and the grievance remedy. 

(4) Appeals level. 

(a) If the grievance has not been resolved by the informal level or, subsequently, by the 
formal level, the dissatisfied party (namely, the grievant or the immediate supervisor) 
may file within ten days of receipt of the written statement by the highest ranking 
administrator a request for a hearing before the board of appeals with the affirmative 
action officer.  The "Request for Board of Appeals Form” asks the dissatisfied party 
(namely, the grievant or the immediate supervisor) to list the following: 

(i) Clear, concise statement of grievance. 

(ii) Circumstances involved. 

(iii) Copies of written decisions rendered at both steps of the formal level. 

(iv) Specific remedies sought. 

(v) Explain dissatisfaction with remedy offered at both steps of the formal level. 

(b) Within ten days of receipt of the "Request for Board of Appeals Form", the 
affirmative action officer shall select a date for the selection of the board of appeals 
members and will communicate that date in writing to (1) the grievant, (2) the 
immediate supervisor, (3) the highest ranking administrator or, where necessary, the 
designated administrator, and (4) the president.  The board of appeals selection will 
take place within twenty days of receipt of the "Request for Board of Appeals Form" 
in the office of the affirmative action officer. 

(c) The board of appeals will meet within fifteen days of completion of the selection 
process.  The board of appeals process is limited to employees of Owens Community 
College exclusively.  Exceptions will be made for students if their statements are 



germane to the incident in question.  Present at the board of appeals hearing will be 
the following persons: 

(i) Board of appeals members. 

(ii) Affirmative action officer. 

(iii) Grievant. 

(iv) Immediate supervisor. 

(v) Highest ranking administrator or, where necessary, the designated administrator. 

(vi) Witnesses (only during the time they are giving statements). 

(d) Prior to the hearing, the affirmative action officer will submit to the board of appeals 
a copy of the appeals request and a response to it, if one is available.  During the 
hearing, the grievant and the immediate supervisor shall have the right to call 
witnesses to present evidence.  The immediate supervisor and the grievant will have 
fifteen minutes each to question each witness.  The grievant and the immediate 
supervisor must submit a listing of their witnesses to the affirmative action officer no 
less than three working days prior to the hearing.  All proceedings of a board of 
appeals hearing will be recorded as a reference for the board during their 
deliberations. 

(e) The board of appeals must render a decision and communicate it in writing to the 
grievant, the immediate supervisor, the affirmative action officer, and the president 
within ten days after the board of appeals hearing. 

(f) The finding and recommendation of the board of appeals may be appealed to the 
president of the college by either the immediate supervisor or the grievant.  The 
appeal to the president must be in writing, with a copy sent to the affirmative action 
officer, and occur within ten days of receipt of the board of appeals written decision.  
The president will have twenty days to meet with the parties involved, if necessary, 
and to render a written decision.  The written decision will be sent to the grievant, the 
immediate supervisor, and the affirmative action officer.  The decision of the 
president is final. 

(g) The grievant may not initiate legal action against the college or any employee of the 
college until the internal grievance process has been completed. 

Effective date:  March 7, 2002 
Daniel R. Hauenstein   
Certification 
February 19, 2002   
Date 
Promulgated under: 111.15 
Statutory authority:   3358.08 
Rule amplifies:    3358.08 
Prior effective dates: N/A  



APPENDIX VI 
Amendment of Directory Information Disclosure Policy 

 

3358:11-3-61 Directory information disclosure policy. 

(A) Purpose.  The college discloses or makes available Availability of certain information 
concerning students and/or organizations of Owens Community College community college. 

(B) Guidelines. 
(1) Owens Community College community college designates the following items as 

directory information: 

(a) Student name. Students’ names. 

(b) Student telephone number.  Students’ telephone numbers. 

(c) Student mailing address and college e-mail address.  Students’ dates of birth. 

(d) Student Students’ major fields of study. 

(e) Student Students’ participation in officially recognized activities and sports. 

(f) Weight and height of a member members of an athletic team teams. 

(g) High school and hometown a member members of an athletic team teams. 

(h) Student Students’ dates of attendance. 

(i) Student Students’ expected graduation date, degrees and awards received. 

(j) Student enrollment status (full-time or part-time). 

(2) The college may disclose any of these items without prior written consent, unless 
notified, in writing, to the contrary by October of each academic year in accordance 
with the provisions of the Family Educational Rights and Privacy Act of 1974.  A 
student may prohibit the release of directory information by submitting an authorization 
to withhold directory information form to the records office. 

Effective date: 
 
     
Certification 
 
     
Date 
 
Promulgated under 111.15 
Statutory authority:   3358.08 
Rule amplifies:    3358.08 
Prior effective dates: 3/7/2002 


