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ARTICLE 18 - EXPENSES   

A. Mileage 
Pre-approved travel by personal automobile on business for the College, including travel between 
work sites, shall be reimbursed at the rate allowed by the Internal Revenue Service (IRS). In rare 
circumstances, a supervisor may request an employee volunteer to use their personal vehicle to 
complete tasks and mileage will be reimbursed. A verbal request by a supervisor shall be considered 
pre-approval. 

B. Travel 
Any travel and expenses shall be approved in advance by the College, including transporta�on, 
meals, lodging and associated fees or registra�ons. The College shall respond to requests for travel 
expense pre-approval within fourteen (14) days of request submission. 

C. Reimbursement 
The College shall make every effort to prepay employee travel expenses directly to vendors from 
College accounts. When travel expenses cannot be prepaid directly to vendors from college 
accounts, reimbursement shall be given to employees in a �mely manner. The College shall 
reimburse employees for expenses approved in advance by the employee’s supervisor. Any receipts 
for such expenses must be submited to the Business Office within thirty (30) days of purchase in 
order for reimbursement to occur. Reimbursement payments shall be made to the employee within 
thirty (30) days of receipt of the submited expenses. The College is responsible for processing 
submited reimbursement claims and shall inform employees of any delays that require employee 
aten�on. 

ARTICLE 19 - HEALTH AND SAFETY  

A. Healthy Workplace 
All par�es are commited to having a posi�ve learning and working environment for its 
students, faculty and staff. All employees have the right to enjoy an environment free from 
harassment or discrimina�on. 

1. All par�es will adhere to relevant Board Policies (i.e., 3410, 3430, 7115) and the associated 
administra�ve rules and procedures, such as AR 070.009.000, that seek to ensure a healthy 
learning and working environment free from harassment and discrimina�on. Employees 
shall feel free to report incidents of harassment without fear of retalia�on or reprisal. 
Therefore, retalia�on against any employee for filing a complaint of harassment or for 
par�cipa�ng in a harassment inves�ga�on is also grievable. 

B. Health and Safety 
1. The safety of each employee and student is of primary importance to the College. The 

College shall follow all applicable health and safety laws and regula�ons and assign its own 
Safety Officer and Safety Commitee. A Safety Commitee shall be formed pursuant to 
applicable laws and OR-OSHA Regula�ons and meet regularly, upda�ng the community on 
campus safety issues at least once per term. An employee serving on the College’s Safety 
Commitee shall be compensated at the mee�ng rate while atending safety mee�ngs, 
unless their atendance falls under work normally compensated under a faculty or academic 
professional posi�on. 

2. An employee who believes an unsafe or unhealthy condi�on exists shall no�fy their 
supervisor and the Safety Officer of the condi�on and why they believe it to be unsafe or 
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unhealthy. The College shall provide a response within three (3) business days of receiving 
no�ce. All unsafe or unhealthy condi�ons shall be addressed by the College. If, a�er 
repor�ng to the supervisor that a specific substance, task, or assignment may jeopardize 
personal health or safety, correc�on is not made within three (3) business days, that 
employee may refuse to work in an alleged unsafe working environment without penalty or 
loss of pay un�l the Safety Commitee and/or appropriate health or safety office has 
reviewed the situa�on and made a finding. The College shall no�fy the Union of each 
determina�on that is made. 

3. Safe Workplace: 
a. The College shall provide informa�on, materials and/or resources to ensure employees 

have the necessary informa�on for adhering to safety rules. 
b. Employees recognize that contribu�ng to a safe work and educa�onal environment is 

part of their role. Therefore, employees shall comply with established health and safety 
rules as established by law and the College. 

c. If a work site is closed for health and safety reasons, the College shall provide 
appropriate alternate space to affected employees who shall be expected to carry out 
their du�es in that space. Alterna�vely, if no appropriate alternate space is provided, 
then affected employees shall con�nue to receive their full compensa�on un�l a safe 
work space is available. 

4. Building Safety: Building schedules shall be communicated to employees at the beginning of 
each term, and with any in-term changes. Safety protocols for emergencies including ac�ve 
shooters and natural disasters shall be established, communicated, and made accessible to 
employees. 

5. Training: The College shall see that employees are properly instructed and supervised in the 
safe opera�on of any machinery, tools, equipment, process, or prac�ce, which they are 
authorized to use or apply during the course and scope of their employment and in the 
proper handling of dangerous or toxic substances. This training shall be provided to the 
employee without loss of pay or paid at the employee's normal compensa�on rate. 

6. Equipment: It is the responsibility of the College to provide, at no cost to the employees, all 
necessary personal protec�ve equipment (PPE) required for the safe and healthy execu�on 
of their du�es, including work in the field, as well as training in the proper use of any issued 
PPE. 

C. Work-Related Injury or Illness 
1. An employee injured on the job or who contracts a disease or an illness from work shall 

no�fy the supervisor as soon as prac�cal a�er the incident giving rise to the injury, or a�er 
becoming aware of the disease or illness. The College shall provide all necessary forms and 
reasonable assistance for the employee to file a Workers' Compensa�on claim. The 
employee shall provide the College's workers' compensa�on insurance carrier with all 
informa�on and documents necessary to process their claim. 

2. When, upon advice of their physician, an employee requires modified work or a modified 
work schedule due to an on-the-job injury or work-related disease or illness, the College 
shall make a good faith effort to accommodate the employee's needs. Upon request the 
employee shall provide a cer�fica�on from their trea�ng physician, confirming the need for 
modified work or a modified schedule. 
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3. An employee who is unable to work due to an on-the-job injury or work-related disease or 
illness, shall be accorded all rights of applicable state and federal statutes and regula�ons. 
College shall comply with state and federal statutes and regula�ons pertaining to 
reinstatement of employees a�er work-related injuries or illnesses and pertaining to 
accommoda�on of employees' physical and mental disabili�es. 

D. Accommoda�ons 
It is understood by the par�es that the provisions of this Agreement could conflict with the 
regula�ons pertaining to the Americans with Disabili�es Act (ADA). When this occurs, College shall 
confer with the Union to determine when a provision of the Agreement needs to be waived in order 
to allow for the accommoda�on of the employee. 

E. Employee Assistance Program (EAP) 
The College is commited to the health and wellness of its students, faculty and staff. The par�es 
agree that the Employee Assistance Program (EAP) provided by the College shall comply with the 
following goals: 
The EAP is a voluntary, confiden�al resource available to employees either through self-referral or 
upon the suppor�ve recommenda�on of the College. The program is intended to assist employees in 
addressing personal, emo�onal, or health-related challenges—including those that may affect well-
being or job performance—regardless of the source. The EAP shall offer access to widely recognized, 
evidence-informed services that promote overall employee health, resilience, and workplace 
success. 

1. Objec�ve. The College recognizes the value and contribu�on of employees and seeks to 
support them in managing or resolving wellness needs so that challenges are less likely to 
nega�vely impact the employee’s work or personal life. 

2. Employees Seeking Support for Mental Health or Substance Use. 
a. The College recognizes that mental health condi�ons, including substance use issues 

like alcoholism and drug dependency, are health challenges that can be improved with 
professional care and interven�on. The College encourages employees to access 
resources that promote well-being and recovery, as well as their job success. An 
employee's request for assistance under the EAP - including evalua�ons, counseling, or 
other care- is confiden�al, and shall not jeopardize their employment, job rights, or job 
security. The EAP is intended to promote employee well-being and recovery and reflect 
the College’s commitment to providing support and rehabilita�on as a more 
compassionate and construc�ve approach than immediate disciplinary ac�on. 

b. When appropriate, a supervisor or manager may make a suppor�ve recommenda�on 
to access the EAP if they have concerns that an employee is experiencing difficul�es 
that appear to be affec�ng job success and performance. This type of referral is 
intended as a construc�ve step to connect the employee with helpful resources, not as 
a disciplinary ac�on. If requested by the employee, the supervisor or manager should 
no�fy the employee’s Union representa�ve, who can assist in facilita�ng access to the 
program and provide addi�onal support throughout the process. Unless confiden�ality 
issues are involved, the supervisor or manager should no�fy the employee's Union 
representa�ve who shall assist in referring the employee to the program. 

3. EAP Reviews and Ad-Hoc Commitee. A joint Union College/Employee Assistance Program 
Commitee shall be created upon request by either party as necessary to review the EAP and 
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to make sugges�ons to the College. The commitee shall consist of equal numbers of 
representa�ves designated each by the Union and by the College. The total number shall not 
exceed six (6) persons. Any necessary and reasonable support services, such as 
administra�ve services, shall be provided by the College. 

F. Access 
Employees shall have full access to all classrooms in buildings and on campuses in which they can 
reasonably be expected to be as a part of their College service (i.e., teaching or par�cipa�ng in 
college commitees) during regular business hours. 

ARTICLE 20 – INTELLECTUAL PROPERTY RIGHTS 

A. Property of the College 
All writen, electronic or other instruc�onal materials developed where the writer or developer is 
reimbursed by the College for the work, or the work is done on regular College hours, becomes the 
property of the College. The College has the right to print and use such materials so long as they are 
not published or sold for a commercial profit. 

B. Property of the Employee 
Any writen, electronic, or other instruc�onal materials developed by an employee on their own 
�me are deemed to be their property. Use of the published works of an employee by the College is 
accomplished by standard procedures through publishers. Any use or publica�on of other such 
material by other staff members, by the College or its designated agents, other than the developing 
person, is arranged prior to use through a nego�ated agreement with the author and publishers. 

C. Joint Property 
If the writen, electronic, or other instruc�onal materials are developed through the use of the 
resources of both the faculty member and the College, then a writen agreement is to be developed 
sta�ng the share of ownership belonging to the par�es. Neither party may sell joint property for a 
commercial profit without first nego�a�ng an agreement between themselves. 

D. Distributed Learning Offerings 
The College is commited to suppor�ng instruc�onal innova�on and effec�veness. Such innova�on 
occurs in tradi�onal, face-to-face delivery and, in other distributed forms of learning. The following 
rights, roles, and responsibili�es shall be observed in regard to distributed learning offerings. 

1. A faculty member’s class notes and class lecture materials are their property. This rule shall 
apply to both distributed and face to face course sec�ons. 

2. The College retains control of the curriculum and course offerings of its approved programs, 
including distributed course sec�ons. 

3. When the College offers a distributed course sec�on to be taught by a faculty member other 
than the original developer of the course materials that are proposed for use in the class, 
the College shall recognize and honor any exis�ng copyrights. Ar�cle 20 shall govern when, 
and by whom, an ownership interest may be asserted in course materials. 

4. Copyrighted course materials shall not be edited or in any way modified without the prior 
approval of the copyright owner(s).  

5. Faculty members holding an exclusive copyright on course materials developed for a college 
course may use those materials for any lawful purpose, including teaching courses for 
another ins�tu�on. 

  


