NEOSHO COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES
Minutes i May 10, 2012
5:30 P.M.
Student Union, Room 209

Call to order
David Peter called the meeting to order at 5:30 p.m. in room 209 of the Student Union.

Roll call
Thefollowing members were present: Charles Boaz, Patricia Griffith, Lori Kiblinger, and David
Peter.

Also attending were Amber Burdge, Claudia Christiansen, Marie Gardner, Jim Genandt, Denise
Gilmore,Aaron Gurwell,Dr. Brian Inbody, Will Jordan, Jason Keg Brenda Krumm, Kent
Pringle, Ben Smith, Sandi Solander, Nathan StamalegBrandon Taylor.

Public Comment
There were no speakers.

Approval of the Agenda

On motion by Charles Boaz and second by Patricia Griffith the agenda was approved as printed.

Consent Agenda
On motion by Charles Boaz and second by Lori Kiblinger the following items were approved by
consent:

A. Minutes fromApril 12, 2012
B. Claims for disbursement f@pril 2012
C. Personnel

1. Resignatiofi Administrative Assistant to StudeBtipport Services

It was the presidentds recommendation that
Admi ni strative Assistant to St udevaseffecBeppor t

May 4, 2012.

2. Resignatioit As s i st an SocdaoCoaem 0 s

t

It was the presidentds recommendation that t|

Assistant Womeno6és Socc er wilbeeffective May Ms2012Sc ot t 6 s

3. Resignatioii Director of Admissions

twastheprasdent 6 s recommendation that the Board

Cadwallader, Director of Admissions, pending approval of her employment as Director of

I nternati onal Student S e r will beeeffective JWMis30, Cad wal

2012.
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4. English Instructor, Ottawa Campus

It was the presidentds recommendation that
Hindle as the English instructor on the Ottawa campus. Ms. Hindle holds a B.S. in technical
communication, with a minor in matheritat from New Mexico Institute of Mining and
Technology, and a M.A. in writing from Southwest Missouri State University.

Ms. Hindle has been as an adjunct English instructor for NCCC since January 2011. Her
prior work experience also includes typesetsngervisor, composition services manager and
contract management consultant for Allen Press, Inc., adjunct English instructor for
Metropolitan Community College, and online adjunct instructor for Ottawa University.

Ms. Hindle will be paid at the Mastdvel, step 4, beginning August 13, 2012. Her salary
will be $33,830.

5. Psychology Instructor, Ottawa Campus

It was the presidentds recommendation that
as the psychology instructor on the Ottawa camss. Oelke holds a B.S.E. in English
education from Emporia State University and a MEd in guidance and counseling from Bowie
State University in Maryland.

Ms. Oelke has been as an adjunct instructor for NCCC since October 2010. Her prior work
experiencalso includes guidance counselor for American School in Taichung, Taiwan, child
and adolescent counselor for The Community Services Center, Taipei, Taiwan, middle school
instructor for all subjects in Sierra Vista, Arizona, and middle school instructtamiguage

arts in Fountain, Colorado.

Ms. Oelke will be paid at the Masters level, step 5, beginning August 13, 2012. Her salary
will be $34,485.
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D. Course Inventory Revisions/Additions

Before each semester begins, the Kansas Board of Regents asks coordinated institutions to
submit a list of courses that the collegecépableof teaching in that semester, but is not
compelled to offer. This list of courses is referred to as the course inventory. Each change to
the inventory must be approved by the academic department where it originated, the
curriculum committee, the Chiefcademic Officer, the President of the College and finally,

the College Board of Trustees, as per NCCC policy.

Course Inventory Changes
May 2012 Board Meeting

New Course
ALHT 180 Healthcare Coding Practicum, 2 credit hours

Name and/or Credit Hour Change

ALHT 145 Medical Coding National Exam Review, 1 credit hour, to Healthcare Coding
National Exam Review, 1 credit hour

ALHT 150 Billing and Insurance, 3 credit hours, to Reimbursement Methodologies,
3 credit hours

ALHT 210 Legal Aspects of Health Inforation, 3 credit hours, to Legal and Ethical
Issues in Healthcare, 3 credit hours

ALHT 225 Into to ICD-9 CM Coding, 3 credit hours, to International Classification
of Disease Coding (ICR0), 4 credit hours

ALHT 230 Intro to CPT Coding, 3 credit hours, Current Procedural Terminology
Coding, 3 credit hours



Neosho County Community College
Course Syllabus

COURSE IDENTIFICATION:

Course Prefix/Number ALHT 180

Course title: Healthcare Coding Practicum
Division: Outreach and Workforce Development
Program: Health Information Technology

Credit Hours: 2

Initiation/Revised Date: Fall 2012

Assessment Goal per Outcome(s) 80%

CATALOG COURSE DESCRIPTION:

This isa 90 clock hour, hanesn supervised learning experience at affiliated facilities
designed to give students a clinical experience in the application of ICD 10, CPT, and
HCPCS coding.

PREREQUISITE:
ALHT 225-International Classification of Disease 10 #&ldHT 230-Current Procedural
Terminology

COURSE PURPOSE:
To provide the student with handa supervised practice of coding medical records.

TEXTBOOK AND OTHER INSTRUCTIONAL MATERIALS:
*The official list of textbooks and materials for this coursefaumd on Inside NC.

COURSE OUTCOMES:

1. Analyze inpatient, outpatient, and physiclaased health records to determine significant
patient diagnosis and procedures

Assign diagnosis and procedure codes to inpatient and outpatient records
Verify diagnosis angirocedure codes to inpatient and outpatient records.
Assign and verify CPT/HCPCS/ICD 10 procedure codes

Sequence diagnosis and procedure codes to inpatient and outpatient records
Validate inpatient and outpatient data for appropriate reimbursement
Interactwith other ancillary services, healthcare professionals, and customers
Demonstrate professional behaviors

Adhere to legal and ethical practices

0. Use electronic applications to support clinical classification and coding

PBOXONoOAMWN

COURSE OUTLINE
1. Clinical Experience
a. Minimum of 90 hours of clinical practicum in an approved host facility.
b. Student must receive an skills evaluation level of average or above
c. The student will apply diagnosis and procedure codes to a variety of health records
using established and approvedicg guidelines and standards.




INSTRUCTIONAL METHODS/GRADING/STUDENT REQUIREMENTS

AND METHODS OF EVALUATION

Instruction will be provided by the supervisor and staff at the affiliation host facility along
with the course instructor. Student will obserme participate in code assignment to patient
health record

STUDENT REQUIREMENTS AND METHOD OF EVALUATION

Students will be required to follow policy and procedure as set forth by the host facility.
Student evaluation will be directly related to glegformance of objectives

GRADE SCALE
The letter grade is based on the percentage of the total points earned throughout the semester
based on the following scale:

A =90 to 100%

B =80 to 89%
C=70to 79%

D =60 to 69%

F =59% and below

ASSESSMENT OF SUDENT GAIN
Student gain will be determined by student improvement in each of the areas of student
competencies.

ATTENDANCE POLICY

Absences that occur due to students participating in official college activities are excused.

Students who are excused vii## given reasonable opportunity to make up any missed work

or receive substitute assignments from the i/
responsibility to notify the instructor in advance of the planned absence.

Unless students are excused kg itistructor, they are expected to attend class. Students who

are absent for two consecutive weeks (prior to the final drop date) and fail to contact the

instructor may be dropped from this class. If a student is inactive fegighth of the total

cour® duration, the instructor has the right, but is not required, to withdraw a student from

the course. Once the student has been dropp
will send a letter to the student, stating that he or she has beerdiropgtudent may

petition the chief academic officer for reinstatement by submitting a letter stating valid
reasons for the absences within one week of
reinstated into the class, the instructor and thestrag will be notified. It is the

responsibility of the student to properly drop the course. Students, who are still enrolled in

this class after the final drop date, but fail to participate in class, are at risk for a failing grade.

Your grade will bebased on the total points accumulated through the last date of

participation.

ACADEMIC INTEGRITY

NCCC expects every student to demonstrate ethical behavior with regard to academic
pursuits. Academic integrity in coursework is a specific requiremerfinifiens, examples,
and possible consequences for violations of Academic Integrity, as well as the appeals
process, can be found in the College Catalog, Student Handbook, and/or Code of Student
Conduct and Discipline.




This online class allows you to woikdependently or with other students in the class. For
your own benefit, you need to complete all assignments on your own unless otherwise
indicated. Do not use the work of others and submit it as your own. You may refer to the
textbook and resourceshen taking tests online, however the tests are timed and you may
lose points if you exceed the time limit. The true test of what you learn in this class will be
demonstrated when you take the AHIMA certification exam to become a Registered Health
Informaion Technician. The expectation for this class is for you to be professional and
ethicali do your own work.

Note: Information and statements in this document are subject to change at the discretion
of NCCC. Changes will be published in writing andnade available to students.

NOTE: If you are a student with a disability who may need
accommodation(s) under the Americans with Disabilities Act
(ADA), please notify théean of Student Development

Chanute Campus, Student Union, &%1-2820, Ext. 213.0r

the Dean,Ottawa Campus, 78842-2607 ext 312as soon as
possible. You will need to bring your documentation for review
in order to determine reasonable accommodations, and then we
can assist you in arranging any necessary accommodations.




VI. Reports

A. Brandingi Claudia Christiansereported that the college branding is complete. The new tag
line is Enriching Lives. The new panther logo, fonts, color, and letterhead are ready to roll
out as well. She is working on trademarking the tag line and granth

B. Welding Champion$ Will Jordanintroduced Brandon Taylor the state welding champion.
This is the fourth consecutive welding champion for NCCC. Will also introduced Aaron
Gurwell who took second place.

C. Faculty Senaté Nathan Stanley, Faculty Send&eesident, gave a Faculty Senate repSee
Attachment 1.

D. Online Campu$ Marie Gardner, Associate Dean of the onliaenpusgave areport on the
online campus See Attachment 2.

E. Projects Updaté Ben Smith Vice President of Operations, gave a prgapdate. 8e
Attachment3.

F. Tr e as ur eirSard SBlangen Chief Financial Officer, distributed copies offird
financial statement. Revenue for the montiApfil was #,431,341.4and disbursements
were £,067,201.44 See Attachment 4.

G. President Dr.BrianInbodyg av e a prepertsSeadt@chments.

Foll owing the President s r7elppor. ThetndetngBoar d r ec
reconvened at:52p.m.

VII. Unfinished Business
There was no unfinished business.

VIII. New Business
Agenda Item VIII -A: Redesign of International Pogion

Providing premier service for international students is an expectation at NCCC. Recently
Ann Neff, the Coordinator of International Service, announced her retirement effective at
the end of this academic year. Whenever there is a change in persoi@aldbe

examinees the position to determine if changes need to be made to better serve the
mission and our students. International enrollment has grown in recent years, especially
at our Ottawa Campus. Requirements from the US State Department haweralssed

in the form of verifications and paperworkhe presidentequestdthat the Board

elevate this position from coordinator to director and approve a new job description that
includes helping the Ottawa campus with this surge in enrollment.cfiairge to

director moves the position from management support to administrator and deletes the
coordinator position.



Director of International Student Services

Reports to: Assistant Dean of Student Development
Classification: Full-time, 12 month employee
Pay Status: Administrative
Vacation/Sick Leave/Regular Holidays, full 12 month fringe benefit
Start Salary Range: $27,000-$31,000
Revision Date: May 2012

Purpose of position: This position is a member of the Student Development Unit

reporting to the Assistant Dean of Student Development. This position is responsible for
coordinating, advising, and evalwuating

student services. This position will work directly with other student development areas to

implement a comprehensive student development program for the college.

Essential Functions:

1.

10.

11.
12.
13.
14.

Serves as the Designated School Official(DSO) for Neosho County Community
College to SEVIS and other appropriate agencies/organizations related to
international students;

Advises prospective international students concerning NCCC academic programs of
study, student services, student responsibilities/obligations, and relevant personal
concerns;

Establishes the necessary international students admissions procedure for all college

sites to ensure compliance with all appropriate governmental regulations and
institutional policies;

Promotes the international student program to relevant constituents and
organizations both on and off campus;

Evaluates application materials, including financial statements, test scores, and
transcripts inordertoissue -2 06 s and ot her pertinent
documentation,

Conducts trainings, workshops, orientations, and activities as deemed necessary in
conjunction with faculty and staff;

Ensures student awareness of the wide array of campus intercultural activities such
as student clubs, activities, events, and field trips, in support of international student
programs and student learning;

Supports the NCCC employee(s) at the Ottawa Campus designated as having
international student coordination responsibilities with training, evaluation, and other
activities to ensure effective student services and compliance with governmental
regulations and institutional policies at that location;

Adheres to the contract for Youth for Understanding including scheduling and
coordinating cultural activities;

Develops and sustains a network of qualified volunteer host families in order to
provide a supportive and appropriate family placement for students enrolled through
international programs;

Provides orientation support for international students and host families;
Coordinates transportation for students to and from campus;

Provides on-going support for host families and students;

Coordinates international web page development and maintenance for recruitment
purposes with NCCC and other appropriate organizations and their web sites;

speci fi

feder al



15. Actively recruits international students to NCCC, specifically residence hall students;

16. Performs other miscellaneous duties as assigned by the Dean of Student
Development.

Required Knowledge, Skills and Abilities

Excellent interpersonal skills.

Ability to work effectively with diverse populations.

Organizing and coordinating skills.

Knowledge of student recruitment and retention issues.

Ability to communicate effectively, both orally and in writing.
Excellent computer skills.

Ability to develop and deliver presentations.

Ability to gather data, compile information and prepare reports.
Ability to plan and evaluate programs.

10 Ability to appropriately exercise independent initiative and judgment.
11. Willingness and ability to work as a member of a team.

CoNor®LNE

Education and Experience

1T Bachelorbs degree required. Masterds degree
1 Experience in admissions and/or with International Student Services preferred.

Working Conditions

1. Work is normally performed in a typical interior/office work environment.
2. Some travel, overnight trips, and evening hours are required.
3. No or very limited physical effort required.

Non Discrimination

Discrimination against any individual on the basis of race, color, national origin, sex, disability, age, or religion; in the

admi ssion, access to, treatment, or employment in the coll egeds
Affairs officer, NCCC, 800 West 14" Street, Chanute, Kansas 66720, 431-2820 ext. 213m has been designated to

coordinate compliance with nondiscrimination requirements contained in Title VI of the Civil Right Act of 1964, Title IX of

the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of

1990, and the Americans with Disabilities Act Amendments Act of 2008. Information concerning the provisions of these

acts, and the rights provided thereunder, are available from the compliance coordinator.



Secondlythe presidentecommenddthe appointment of Sarah Cadwallader to be the
Director of International Student Services within the Student Development unit to
become effective July 1, 2012. Sarah has demetestleadership, attention to detail,

and commitment to the mission and purposes of the College while serving as Director of
Admissions. Sarah has experience in her life with international cultures, including
educational roles with other people and tleeitures. Sarah has had a desire to help the
international students and we believe her work experience with the College makes her an
ideal person to lead the transition of our international student services to a level of quality
and performance.

Resoltion 201233

RESOLVED, that the Board of Trustees of Neosho County Community College approves
changing the job description for the Coordinator of International Services and making it
Director of International Student ServigeBangng the position fronmanagement

support to administrator. The Board also apprdkesappointment of Sarah Cadwallader

to theposition ofDirector of International Student Services to become effective July 1,
2012.

Upon motion by Charlie Boazand second byDavid Peterthe above resolution was
unanimously approved.
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Agenda ltem VIII -B: 10" Street Right-of-Way Easement

The Board has previously approved a dedigiid contract regarding the construction of

a new softball field with associated dugouts, a locker room,gapc@ncessions, press

box, and ADA accessible restrooms at the northwest corner of the campus. In addition,
the Board has approved a deskgnld contract for the construction of new parking for

the softball complex and associated soccer fields, witwaaconnecting road between

10" Street and Allen Street. During title research for the above project, it was noted that
no easement had ever been granted or filed for the portion of NCCC property used by the
City of Chanute for 10 Street. Attached ihe necessary legal description of the

property noted above in order that a permanent easement may be granted.

ltwast h e pr eesomaendatiod that the Board approve tH2 3eet rightof-
way easement to the City of Chanute as noted above dnel attached documents.

Resolution 201234

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the 10" Street rightof-way easement to the City of Chanute as noted above and in the
attached documents.

Upon motion by Lori Kiblinger and second byCharlie Boazthe above resolution
was unanimously approved.

11



RIGHT OF WAY EASEMENT
10" STREET RIGHT OF WAY

KNOW ALL MEN BY THESE PRESENTS:

That NEOSHO COUNTY COMMUNITY COLLEGE, hereinafter called Grantor, in
consideratiorof $ 1.00 and other good and valuable consideration paitHiyCITY OF CHANUTE,
KANSAS, a municipal corporation, hereinafter called Grantee, the receipt and sufficiency of which is
hereby acknowledged, does hereby grant, bargain, sell, transfer and tto@raytee, its successors and
assigns, a perpetual easement for public road right of way over, under, upon and across the following
described property owned by Grantor in Neosho County, Kansas; to

A PORTION OF THE EAST HALF OF THE NORTHWEST QUARTEBF SECTION
29, TOWNSHIP 27 SOUTH, RANGE 18 EAST OF THE SIXTH PRINCIPAL
MERIDIAN, NEOSHO COUNTY, KANSAS, BEING A PORTION OF THAT
CERTAIN TRACT OF LAND DESCRIBED IN DEED DATED MAY 3, 1966
BETWEEN THE BOARD OF EDUCATION OF UNIFIED SCHOOL DISTRICT
NO.413, GRANTOR AND THE BOARD OF TRUSTEES OF NEOSHO COUNTY
COMMUNITY JUNIOR COLLEGE, GRANTEE, RECORDED MARCH 20, 1967 IN
BOOK 160, DESCRIBED AS FOLLOWS,;
COMMENCING AT THE SOUTHEAST CORNER OF SAID NORTHWEST
QUARTER; THENCE ON AN ASSUMED BEARING OF NORTH 01 DEGREE 08
MINUTES 28 SECONDS WEST, COINCIDENT WITH THE EAST LINE OF
SAID NORTHWEST QUARTER, A DISTANCE OF 1522.37 FEET TO THE
POINT OF BEGINNING; THENCE NORTH 72 DEGREES 13 MINUTES 34
SECONDS WEST, A DISTANCE OF 401.21 FEET TO THE SOUTH RIGHT OF
WAY LINE OF 10 STREET AS SHOWN ON THE RECORDED PLAT OF
BURTONG6 S ADDITION TO THE CITY OF CHANUTE;
DEGREES 01 MINUTE 41 SECONDS EAST, A DISTANCE OF 9.73 FEET,;
THENCE NORTH 00 DEGREES 48 MINUTES 07 SECONDS WEST, A
DISTANCE OF 25.00 FEET; THENCE NORTH 89 DEGREHES MINUTES 48
SECONDS EAST, A DISTANCE OF 104.32 FEET TO THE SOUTHWESTERLY
LINE OF THAT CERTAIN TRACT OF LAND DESCRIBED IN DEED DATED
OCTOBER 1968 BETWEEN THE BOARD OF TRUSTEES OF THE NEOSHO
COUNTY COMMUNITY JUNIOR COLLEGE, GRANTOR AND OTTERBEIN
UNITED METHODIST CHURCH, GRANTEE, RECORDED OCTOBER 25, 1968
IN BOOK 162, PAGE 539; THENCE SOUTH 72 DEGREES 13 MINUTES 34
SECONDS EAST, COINCIDENT WITH SAID SOUTHWESTERLY LINE, A
DISTANCE OF 280.51 FEET, (MEASURED), 281.50 FEET, (RECORD) TO THE
EAST LINE OF SAID NORHWEST QUARTER; THENCE SOUTH 01 DEGREE
08 MINUTES 28 SECONDS EAST, COINCIDENT WITH SAID EAST LINE, A
DISTANCE OF 63.42 FEET TO THE POINT OF BEGINNING.

THE ABOVE DESCRIBED CONTAINS 21,636 SQUARE FEET, MORE OR LESS
AND DESCRIBES THE EXISTING 10' STREET TO HE EXTENT IT IS
LOCATED UPON THE PROPERTY OF NEOSHO COUNTY COMMUNITY
COLLEGE.

12



PROVIDED that where existing improvements to the property owned by Grantor abut or encroach on to
the above described right of way, the interests of Grantor shall be supenterasts of Grantee and
Grantee will be responsible for damages caused hereunder to such improvements notwithstanding any
subsequent provisions hereof.

The consideration recited herein shall constitute payment in full for all damages sustained by
Grantor by reason of the installation, maintenance and use of the purpose or purposes referred to herein;
provided, Grantee shall exercise its rights hereundémaaintain such easement in good state of repair
and efficiency so that nNo unreasonabl e damage wi
premises. When Grantee digs, trenches or otherwise disturbs the surface, Grantee shall return the surface
to its condition existing prior to such disturbance including restoring its grade and reseeding, subject to
roadway improvements placed thereon by Grantee.

This agreement shall constitute a covenant running with the land hereinbefore described for the
bendit of Grantee, its successors and assigns.

Grantee further covenants and agrees that in the event of the future abandonment of use of the
easement hereby granted, or in the event that the real estate hereinbefore described is no longer needed for
the puposes for which this grant is given, Grantee shall release this easement and same shall revert to
Grantor and its successors in title to the above described real estate.

IN WITNESS WHEREOF, Grantor has executed this instrument the day o202y
NEOSHO COUNTY COMMUNITY COLLEGE

BY:
Denise Gilmore, Clerk of the Board David Peter, Chairman

STATE OF KANSAS, COUNTY OF NEOSHO, SS:

Now on this___day of May, 2012 before me, the undersigned, a Notary Public in and
for the county and state aforesaid, cabavid Peter, Chairman of THE BOARD OF
TRUSTEES OF NEOSHO COUNTY COMMUNITY COLLEGE, and Denise Gilmore
Clerk of said Board, who are personally known to me to e tsame persons who executed as
such officers the above and foregoing instrument in writing and who acknowledged to me their
execution of the same to be the act and deed of said Board for the uses and purposes therein
stated.

IN WITNESS WHERE, OF, | havheereunto set my hand and affixed my official seal the
day and year last above written.

My Appointment Expires:September 8, 22 Notary Public R. Kent Pringle

13
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Agenda Item VIII -C: Student Handbook

Each year, the college publishes a Student Handbook for the students to use as a tool to
assist them with navigation oAmpus policies, procedures, and the general cullhee

only changes made to the handbook are changes in the voice, grammar and formatting.
The Residence Hall Handbook has also been removed from the Student Handlbook.
separate propos#tir the Residece Hall Handbook is also on the agenda

twas t he pecommendhtomthabtise Board approve the 2113 Student
Handbook(Attachment6).

Resolution 201235

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the 20122013 Student Handbook

Upon motion by David Peterand second byLori Kiblinger the above resolution was
unanimously approved.
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Agenda Item VIII -D: Residence Hall Handbook

Each year, the college publishes a Residence Hall Handbook for the residents to use as a
tool to assist them with being safe and considerate of the residence hall learning
environment.Many of the items in the handbook provide accurate details of what the
students can expect, as well as what is expected of the stu@sr@®xpectation which

has been added this year is Complicity. Students had a hard time understanding there is
little difference between committing the act and not reporting or attemptstop the

violation. Belowis a copy of the policy which can also be found on page 10 of the
Residence HaHandbook (Attachmeri).

Complicity

A student shall not, through act or omission, assist another student, individual, or
group in committing oattempting to commit a violation of this Code of Conduct.

A student who has knowledge of another committing or attempting to commit a
violation of the Code of Conduct is required to remove him or herself from the
situation and failure to do so when reable under the circumstances may be the
basis for a violation of this policyiolation of this policy will result in the same
consequence(s) as the policy to which the student was complicit.

ltwast h e pr eesomehendatiothatthe Board approvihe 20122013 Residence
Hall HandboolAttachment7).

Resolution 201236

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the 20122013 Residence Hall Handbaok

Upon motion by Charlie Boazand second byPatricia Griffith the above resolution
was unanimously approved.
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Agenda Item VIII -E: Request for Alcohol on Campus

The NCCC Foundation is requesting permission from the Board to have alcohol at an
event at the Ottawa facility on December 1, 2012, at a fundraiser for scholarships for
students in Franklin and Anderson Counties. The event will take place in the néw facil
and will be from 6:00 pm that evening until midnight.

Theirfirst choiceis to have someone with a liquor license to be responsible for the
alcoholic beverages served that evening. In the elleptannot find someone to do so
theywill pay for a mme-day liquor license and procure the necessary insurance.

ltwast h e pr eesomohendatiod that tHgoard grant the NCCC Foundation

permission to have alcohol on the Ottawa campus on December 1, 2012, for a scholarship
fundraiser.

Resolution 201237

RESOLVED, that the Board of Trustees of Neosho County Community College grants
the NCCC Foundation permission to have alcohol on the Ottawa campus on December 1,
2012, for a scholarship fundraiser.

Upon motion by Lori Kiblinger and second byCharlie Boazthe above resolution
was unanimously approved.
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Agenda Item VIII -F: MOU with USD 413 for Storage Facility

The NCCC Foundation has agreed to extend their pledge to USD 413 in order to help
NCCC Mends Soccer, Womeno6s Sockawd€rossand Menod
Country with their storage issues at the Chanute Sports complex. The USD 413 Board of
Education is in the process of building the storage facility and NCCC will receive a

certain amount of space in that facility.

ltwast h e pr eesomehendatiod that the Board apprtve MOU with USD 413
for use of the storage facility being built.

Resolution 201238

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the MOU with USD 413 for use of the stordgeility being built.

Upon motion by Charlie Boazand second byLori Kiblinger the above resolution
was unanimously approved.
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MEMORANDUM OF UNDERSTANDING
Revised Effective January 1, 2012

Neosho County Community College Foundation and Unified Schooliftrict #413

Purpose- The purpose of this Memorandum of Understanding is to describe the relationship
between Neosho County Community College Foundation (NCCCF) and Unified School District
#413 (USD413) relating to the usage of the Chanute Sports Cooplegst 35 Street in

Chanute, Kansas by Neosho County Community College (NCCC).

Background and Information - The construction of the Sports Complex was the result of a
substantial financial investment by USD413 and donations from the Chanute community.
USD413 anticipates making the Sports Complex available for use by other Chanute community
and public service organizations, including NCCC. NCCCF has previously pledged a donation
to offset some of the construction costs of the Sports Complex in thenaai&200,000.00 to

be paid in ten (10) annual payments of $20,000.00 each, and has requested an acknowledgement
that NCCC will be allowed use of the facility for events and activities which enhance their
academic and athletic program. NCCCF's missi@a govide assistance to NCCC and its
programs that would not be available from other sources. It is the goal of USD413 to make the
Sports Complex available for use by NCCC to the extent possible and following the guidelines
stated below and in the Spo€omplex Lease Agreement between the parties. Attached are a
list of requests by NCCCF for good faith consideration by USD413.

Use/Scheduling of Events The Chanute High School Athletic Director shall maintain a

calendar of events schedule for the $p@omplex. The NCCC Athletic Director and CHS

Athletic Director shall meet at least twice yearly for the purpose of scheduling NCCC activities
at the Sports Complex. In the event of a scheduling conflict, the athletic directors shall attempt
to resolvethe conflicts to the satisfaction of both parties. Events, including practices, will not be
scheduled concurrently with USD413 and NCCC students participating at the same time. In the
event the scheduling conflict cannot be resolved by the athleticalsethe Superintendent of
Schools of USD413 shall have final authority to schedule events, subject to normal review of the
Superintendent's actions by the USD413 Board of Education.

Revenue From Events NCCC will be entitled to retain revenue from adsion and
concession sales for events which NCCC hosts at the Sports Complex.

Expenses It is understood that USD413 shall not incur additional expense as a result of the use
of the Sports Complex by NCCC. NCCC shall reimburse USD413 for actual expengesd

which shall be reflected in a user fee or agreed upon payment prior to such use. The user fee
may be adjusted periodically as is necessary to reflect actual expenses.

Maintenance- Normal maintenance costs shall be reflected in the useDi@eage not

attributed to normal use shall be the responsibility of NCCC during the time of events which they
host at the Chanute Sports Complex.
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Preparation and Clean Up- A representative designated by USD413 shall be present during all
events includingpreparation and cleanup. NCCC shall reimburse USD 413 the wages paid to
this person for NCCC events. Costs incurred by USD413 relating to cleanup and/or setup for
NCCC events shall be reimbursed by NCCC.

Sports Storage Facilityi USD 413 desires to addstorage building to the Sports Complex

which can be used to store various items related to use of the Sports Complex. NCCCF has
pledged a donation of $20,000.00 towards the construction costs of the Sports Storage Facility
the total costs of which isxpected to be $125,800.00. Payment of this pledge will be as an
eleventh installment of its current pledge for the Sports Complex. Consistent with the premises
stated above, NCCC will be allotted use of 635 square feet of the Sports Storage Facoditg spac
store various items related to NCCC use of the Sports Complex all subject to the same terms and
conditions relating to use of the Sports Complex set forth herein and the Sports Complex Lease.
The Sports Storage Facility design shows such allottezbspél be secure with a separate

entrance for NCCC employees/student athletes.

Terms of Understanding- This Revised Memorandum shall take effect upon signature by the
Official Officer of the three organizations. The Revised Memorandum will remairfeict e

written unless changed by mutual agreement of the two parties or the termination of the Sports
Complex Lease Agreement between USD413 and NCCC. Any change to this Memorandum
shall be in written form and signed by the Official Officer for both pizgtions. If either

partnering organization feels continued participation in this Memorandum, as revised, and the
Sports Complex Lease is no longer in the best interests of the organization and the community,
the organization shall give written noticalicating its intent to terminate participation and the
Sports Complex Lease. Either party may thereafter timely request a joint meeting of USD 413
Board of Education and the NCCC Board of Trus
issues related tooatinued participation. If the notice to terminate is not withdrawn after a

meeting of the Boards, then affiliation and participation hereunder and under the Sports Complex
Lease shall end effective thirty (30) days after the last scheduled NCCC etrenSabrts

Complex.

Except as specifically provided otherwise herein, to the extent that the terms of this
Memorandum of Understanding conflict with the Sports Complex Lease, then the terms of the
Lease shall govern. All use of the Sports Complex sleadiubject to the USD41Board Policy

on Use of School Buildings, Facilities, and Grou(i&) andFacility Use RulesUSD413 will
provide prompt notice of any changes to these policies or rules.
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We hereby enter into this Memorandum of Understaméifective the % day of January, 2012.

THE BOARD OF EDUCATION OF THE BOARD OF TRUSTEES

UNIFIED SCHOOL DISTRICT NO. 413 OF NEOSHO COUNTY COMMUNITY
COLLEGE

by: Chairperson of the Badr by: Chairperson of the Board

THE BOARD OF TRUSTEES OF
NEOSHO COUNTY COMMUNITY
COLLEGE FOUNDATION

by: Chairperson of the Board
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ATTACHMENT TO
MEMORANDUM OF UNDERSTANDING
REVISED EFFECTIVE JANUARY 1, 2012
NEOSHO COUNTY COMMUNITY COLLEGE FOUNDATION AND UNIFIED
SCHOOL DISTRICT #413

REQUESTS OF NCCCF FOR PARTICIPATION AND
FOR USE OF SPORTS COMPLEX FACILITY BY NCCC

It is the desire of the NCCC Foundation to become an active participant on the Stadium
Management Committee, so that parties ncapitalize on their collective knowledge and
capacity to s umshmed interesia thdy development éf she Chanute Sports
Complex.

1 That NCCC be allowed to appoint two representatives to the samgdul
committee for the Chanute Sports Complex.

1 That NCCC be allowed to use the facility for conditioning athletic teams
throughout the year.

1 That NCCC be allowed to use the facility for home soccer games scheduled
between August and November of each year

1 That NCCC be allowed to host three major (Regional level) events for soccer,
track, and cheer and dance competitions each year.

1 That NCCC be allowed a night game for soccer teams.

1 That NCCC be allowed access to the PA system for music and game
announcements.

1 That NCCC be allowed one night practice a week for 3 weeks before the night
game for the soccer team.

USD Representative NCCC Representative

NCCC Foundation Representative

Date
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Agenda ItemVIIl -G: Master ServicesAgreement for 1098T Services

The College generates over 4,000 2:09&turns annually. The form is a tuition

payments statement containing information that colleges and universities are required to

issue for the purpose of deteni ni ng a studentos eligibility
Learning education tax credits.

NCCC administration has analyzed the cost/benefit of outsourcingTLP8&8cessing

with Educational Billing Services, L.P (EBS). They process almost 5 million-T098
returns for 1006s of schools across the co
one community college in Kansas.

The total annual estimated cost this year for NCCC for forms, printing, postage and labor
is estimated to be $3,100 for printig@11 statements. Over ten percent of the printed
statements were returned undeliveralg.outsourcing to ECSI the College could save
money and the staff could focus on other importardesitiissues, thereby elevating
constituency service.

E B Skess:
Option #1: $.095 per Paper 1098-orm (Includes printing, mailing; Wedccess for
both Staff/Student and Phone support).

Option #2: $.045 per Electronic Distributi
for electronic 1098'; Web-accessdr both staff/students and phone support).

The Collegewuldb e bi Il 1l ed according to the student .

If 4,000 formswereprinted by ECSI the cost to NCCC would be $3,800 (4,000 X $.95).
It is anticipated that a large number of students would choose Option # 2, which could
reduce the annual cost below $3,100.

EBS6s Process includes:
1 Printing and mailing forms (absorbingeticost of ink, paper and postage)
T Printing individual transaction history on the 10B&optionalno additional cost)
T Providing the Ilink to direct s-T(pgfents t
IRS Regulationssee attached) (very cost effective)
1 Answeing the phone to address student questismsliénts can reach a
knowledgeable rep from 7:30m 8:00pm EST)
Validating addresses to avoid forms being returned
Posting the forms to the web (along witvo previous years)
Meeting the January deadline
Sendimg the file to the IRS by the March deadline.

=A =4 -4 A

Itwast h e pr eesomohendatiod that the Board apprtveattachededucational
Billing Services Master Services Agreement for 1:098erviceswith Educdional Billing
Services, L.P (EB)which has beemeviewed and revised by the College attorney.
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Resolution 201239

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the Educational Billing Services Master Services Agreement for-TG88viceswith
Educdional Billing Services, L.P (EB).

Upon motion by Charlie Boazand second byDavid Peterthe above resolution was
unanimously approved.

24



EDUCATIONAL BILLING SERVICES
MASTER SERVICES AGREEMENT FOR 1098-T SERVICES

This Master Services Agreement for 1098-T Services (the
“Agreement”), effective the 16th day of March 2012 (the “Effective
Date™), is made by and between Educational Billing Services, L.P., with
a principal place of business at 181 Montour Run Road, Coraopolis, PA
15108 (“EBS”), and Neosho Community College (“Customer™).

1. DEFINITIONS

) Services Order Form means each EBS ordering document
signed by duly authorized representatives of both parties which references
this Agreement, identifies the specific Services ordered by Customer from
EBS, sets forth the prices for such Services and contains other applicable
terms and conditions.

1.2 Services means those 1098-T processing services provided by
EBS pursuant to Section 2.1 hereof. Customer may order Services from
EBS by executing a mutually agreed upon Services Order Form.

2 SERVICES

2.1 Services. EBS shall provide Customer with the 1098-T processing
services set forth and described on Exhibit A attached hereto and any
other Services specified on a Services Order Form. Any conflict between
the terms and conditions set forth in this Agreement and any Services
Order Form shall be resolved in favor of this Agreement unless such
Services Order Form expressly references the conflicting provision in
this Agreement that it is intended to control and states that it is to
control.

22 Changes to Services Order FForm. Either party may request a
change to a Services Order Form, and for such purpose shall submit to
the other party a written notice (“Change Request™) setting forth the
requested change and the reason for such request. Within five (5)
business days (or such other period of time as agreed by the parties)
after the receipt of such Change Request, the parties shall discuss the
necessity, desirability and/or acceptability of the Change Request.
When and if both parties have agreed in writing upon the changes and
any resulting change in the estimated (or fixed) fees for the Services,
the parties shall complete and execute a new or revised Services Order
Form.

23 taffing signated Contact ogperation. EBS shall have
sole discretion in staffing the Services and may assign the performance
of any portion of the Services to any subcontractor; provided that EBS
shall be responsible for the performance of any such subcontractor.
Customer will cooperate with EBS, will provide EBS with accurate and
complete information, will provide EBS with such assistance and access
as EBS may reasonably request, and will fulfill its responsibilities as set
forth in this Agreement and the Services Order Form, as the case may
be.

3. FEES: PAYMENT TERMS
3.1 Customer agrees to pay EBS for Services provided and expenses

incurred on the basis and at the rates specified in each Services Order
Form. Unless otherwise set forth on the Services Order Form, payment
shall be due within thirty (30) days after the date of EBS’s invoice.
Customer agrees to pay a late charge of one and half percent (1 1/2%)
per month (or part of a month), or the maximum lawful rate permitted
by applicable law, whichever is less, for all amounts not paid when due.
Customer shall be responsible for taxes levied on any transaction under
this Agreement, including all federal, state, and local taxes, levies and
assessments, excluding any tax based on EBS's income.

4. CONFIDENTIALITY

4.1 Confidential Information. During the term of this Agreement,
each party will regard any information provided to it by the other party
and designated in writing as proprietary or confidential to be
confidential (“Confidential Information™). Confidential Information
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shall also include information which, to a reasonable person familiar
with the disclosing party’s business and the industry in which it
operates, is of a confidential or proprictary nature. The receiving party
shall hold in confidence, and shall not disclose (or permit or suffer its
personnel to disclose) any Confidential Information to any person or
entity except to a director, officer, employee, outside consultant, or
advisor (collectively “Representatives™) who have a need to know such
Confidential Information in the course of the performance of their
duties for the receiving party and who are bound by a duty of
confidentiality no less protective of the disclosing party’s Conlidential
Information than this Agreement. The receiving party and its
Representatives shall use such Confidential Information only for the
purpose for which it was disclosed and shall not use or exploit such
Confidential Information for its own benefit or the benefit of another
without the prior written consent of the disclosing party. Each party
accepts responsibility for the actions of its Representatives and shall
protect the other party’s Confidential Information in the same manner as
it protects its own valuable confidential information, but in no event
shall less than reasonable care be used. The parties expressly agree that
the terms and pricing of this Agreement are the Confidential
Information of EBS. A receiving party shall promptly notify the
disclosing party upon becoming aware of a breach or threatened breach
hereunder, and shall cooperate with any reasonable request of the
disclosing party in enforcing its rights.

42  Exclusions. Information will not be deemed Confidential
Information hereunder if such information: (i) is known prior to receipt
from the disclosing party, without any obligation of confidentiality; (ii)
becomes known to the receiving party directly or indirectly from a
source other than one having an obligation of confidentiality to the
disclosing party: (iii) becomes publicly known or otherwise publicly
available, except through a breach of this Agreement: or (iv) is
independently developed by the receiving party. The receiving party
may disclose Confidential Information pursuant to the requirements of
applicable law, legal process or government regulation, provided that it
gives the disclosing party reasonable prior written notice to permit the
disclosing party to contest such disclosure, and such disclosure is
otherwise limited to the required disclosure.

4.3  Injunctive Relief. Notwithstanding any other provision of this
Agreement, both parties acknowledge that any use of the disclosing
party's Confidential Information in a manner inconsistent with the
provisions of this Agreement may cause the disclosing party irreparable
and immediate damage for which remedies other than injunctive relief
may be inadequate. Therefore, both partics agree that, in addition to
any other remedy to which the disclosing party may be entitled
hereunder, at law or equity, the disclosing party shall be entitled to an
injunction or injunctions (without the posting of any bond and without
proof of actual damages) to restrain such use in addition to other
appropriate remedies available under applicable law.

S. LIMITED W. NTY

5.1 Warranty and Remedy. EBS warrants that it will provide the
Services in a competent and workmanlike manner. EBS does not
warrant that it will be able to correct all reported defects or that use of
the Services will be uninterrupted or error free. EBS makes no warranty
regarding features or services provided by third partics. Customer must
report any deficiency in Services to EBS in writing within fifteen (15)
days of completion of such applicable portion of the Services. For any
breach of the above warranty, EBS will, at its option and at no cost to
Customer, provide remedial services necessary to enable the Services to
conform to the warranty. Customer will provide EBS with a reasonable
opportunity to remedy any breach and reasonable assistance in
remedying any defects. The remedies set out in this subsection are
Customer’s sole remedies for breach of the above warranties. Such
warranties shall only apply if the applicable Services have been utilized
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by Customer in accordance with the Services Order Form. this
Agreement and applicable law.

52  No Other Warranty. THE WARRANTIES STATED IN
SECTION 5.1 ABOVE ARE THE SOLE AND EXCLUSIVE
WARRANTIES OFFERED BY EBS. THERE ARE NO OTHER
WARRANTIES OR CONDITIONS, EXPRESS OR IMPLIED,
INCLUDING WITHOUT LIMITATION, THOSE OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE
OR  NON-INFRINGEMENT OF THIRD PARTY RIGHTS.
CUSTOMER  ASSUMES  ALL  RESPONSIBILITY  FOR
DETERMINING WHETHER THE SERVICES ARE ACCURATE OR
SUFFICIENT FOR CUSTOMER’S PURPOSES.

6. LIMITATION OF LIABILITY.

6.1 Consequential Damage Waiver. Except as may arise out of
either party’s breach of Section 4, neither party will be liable to the

other or any third party for loss of profits, or special, indirect. incidental,
consequential or exemplary damages, including costs, in connection
with the performance of the Services, or the performance of any other
obligations under this Agreement, even if it is aware of the possibility
of the occurrence of such damages.

6.2 Limitation of Liability The total cumulative liability of EBS to
Customer for any and all claims and damages under this Agreement,
whether arising by statute, contract, tort or otherwise, will not exceed
the Services fees (but excluding postage charges and other
nonrefundable fees) paid by Customer to EBS under the Services Order
Form for the Services which form the subject of the claim during the six
(6) month period immediately preceding the event giving rise to the
claim. The provisions of this Agreement allocate risks between the
parties. The pricing set forth in each Services Order Form reflects this
allocation of risk and the limitation of liability specified herein.

% TERM
vl Term. This Agreement will commence on the Effective Date

as set forth above and will continue in effect until otherwisc terminated
in accordance with Section 7.2 below.

72 Termination. Notwithstanding the forcgoing, either party
may terminate this Agreement or any Services Order Form (i)
immediately in the event of a material breach of this Agreement or any
such Services Order Form by the other party that is not cured within
thirty (30) days of written notice thercof from the other party, or (ii)
immediately if the other party ceases doing business or is the subject of
a voluntary or involuntary bankruptcy, insolvency or similar proceeding,
that is not dismissed within sixty (60) days of filing. Termination of a
Services Order Form shall not be deemed a termination of this
Agreement. Termination of this Agreement shall, however, terminate
all outstanding Services Order Forms. All rights and obligations of the
parties which by their nature are reasonably intended to survive such
termination or expiration will survive termination or expiration of this
Agreement and each Services Order Form.

8. GENERAL PROVISIONS

8.1 General. (a) This Agreement shall be construed in accordance
with and governed for all purposes by the laws of the Commonwealth of
Pennsylvania; (b) this Agreement along with the Services Order Forms,
Proposal and Terms of Usc constitutc the cntire agreement and
understanding of the parties hereto with respect to the subject matter hercol’
and supersedes all prior agreements and undertakings, both written and oral:
(¢) this Agreement may not be modified except by a writing signed by each
of the parties; (d) the parties hereto agree that only the Pennsylvania courts,
either federal or state, shall have exclusive jurisdiction over this Agreement
and any controversies arising out of this Agreement; (¢) in case any one or
more of the provisions contained in this Agreement shall for any reason be
held to be invalid, illegal or unenforceable in any respect, such invalidity,
|llega1|ty or unenforceability shall not affect any other provisions of this
Agr but this Agr shall be construed as if such invalid, illegal
or other mmfomeable provision had never been contained herein; (f) no
walver of any right or remedy hereunder with respect to any occurrence

or event on one occasion shall be deemed a waiver of such right or
remedy with respect to such occurrence or event on any other occasion;
() each party further acknowledge that if it breaches its obligations
under Section 4, the other party may sustain injuries that cannot be
adequately compensated by an award of damages and the breaching
party agrees that non-breaching party shall be entitled to seek such
injunctive relief as a court may determine to be appropriate therewith in
addition to any other available equitable remedies and to available legal
remedies and (h) this Agr may be d in one or more
counterparts, each of which shall constitute an original and all of which
shall constitute one and the same agreement.

8.2 Assignment. This Agreement shall be binding upon and for the
benefit of EBS, Customer and their permitted successors and assigns.
Either party may assign this Agreement and all Services Order Forms as
part of a corporate reorganization, consolidation, merger, or sale of
substantially all of its assets. Except as expressly stated in this
Agreement, neither party may otherwise assign its rights or delegate its
duties under this Agreement either in whole or in part without the prior
written consent of the other party, and any attempted assignment or
delegation without such consent will be void.

8.3  Relationship of the Parties. EBS and Customer are independent
contractors, and nothing in this Agreement shall be construed as making
them partners or creating the relationships of employer and employee,
master and servant, or principal and agent between them, for any
purpose whatsoever. Neither party shall make any contracts, warranties
or representations or assume or create any obligations, express or
implied, in the other party’s name or on its behalf.

8.4  Publicity. Customer agrees that EBS may use Customer’s name
and may disclose that Customer is a customer of the EBS Services in
EBS advertising, press, promotion and similar public disclosures,
including, but not limited to, at trade shows and similar events. In
addition to the foregoing, Customer hereby grants EBS a non-exclusive
license during the term of this Agreement to list Customer's name and
display Customer’s logo in the customer section of EBS’s website and
in its customer lists.

8.5  Force Majeure. Except for the obligation to make payments,
nonperformance of cither party shall be excused to the extent that
performance is rendered impossible by strike, fire, flood, governmental
acts or orders or restrictions, failure of suppliers, or any other reason
where failure to perform is beyond the reasonable control of the non-
performing party.

8.6  Non-Discrimination. In its performance of this Agreement, EBS
warrants that it will not discriminate against any employee, or other
person. on account of race, color, sex, religious creed, ancestry, age,
marital status or national origin.

8.7  Notices. Any notice, approval, request, authorization, direction
or other communication under this Agreement shall be given in writing
and shall be deemed to have been delivered and given for all purposes (i)
on the delivery date if delivered personally to the party to whom the
same is directed; (ii) one (1) business day after deposit with a nationally
recognized overnight carrier, with written verification of receipt, or (iii)
five (5) business days after the mailing date whether or not actually
received, if sent by U.S. certified mail, return receipt requested, postage
and charges pre-paid or any other means of rapid mail delivery for
which a receipt is available, to the address of the party set forth on the
applicable Services Order Form. Either party may change its address by
giving written notice of such change to the other party.

8.8 Non-Solicitation. Each party acknowledges that the other
party’s employces and consultants arc valuable business assets, and
each party agrees that during the Term of this Agreement and for a
period of twelve months after termination, it shall not (for itself or for
any third party) solicit (i) any consultant of a Party that has performed
work under this Agreement or (ii) any employee of such Party (each, a
“Protected Individual™) to terminate their employment or consultancy
with the other party. Notwithstanding the foregoing, the provisions of
this paragraph shall not vestrict or preclude a party from making

CONFIDENTIAL
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generalized searches for employees by the use of advertisements in the
media or by engaging search firms to engage in searches that are not
targeted or focused on the Protected Individuals, or from employing any
Protected Individual whose employment was terminated by a party, or
voluntarily terminated by such employee at least six month prior to the
hiring of such Protected Individual.

89  No_Third Party Beneficiaries. —Nothing contained in this
Agreement is intended or shall be construed to confer upon any person
any rights, benefits or remedies of any kind or character whatsoever, or
to create any obligation of a party to any such person.

EBS and Customer have caused this Agreement to be executed as a document under seal by their duly authorized representatives as of the Effective

Date.

Neosho Community College

By:
Name :
Title :

27

Educational Billing Services, L.P.

we P Vorllad

Name : Nick Battaglia
Title :

CFO
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EDUCATIONAL BILLING SERVICES

Exhibit A

Customer Service:

. Hours of Operations: Monday through Friday 7:30 a.m. (EST) to 8:00 p.m. (EST)*
L EBS Project M to assist C with File Preparation, Testing, and Staff Training

)

u Unlimited Customer and Student/Taxpayer Phone Support:

*  Toll-Free Telephone Number
*  Live EBS Customer Service Representative
=  EBS’s Customer Service Representatives do not have voicemail

. Unlimited Customer Service for all Data Additions, Corrections, and/or Deletions

Industry Leading Technology:

EBS is willing to accept 1098-T Data Files in any File Layout or Format

Secure FTP Site & 448-bit Military-Strength Data Encryption Routines

Test File & Live File Samples to be faxed for Staff Review & Approval

All 1098-T Forms will be Produced, Postmarked, and Mailed Prior to the January 31st Deadline
Customer Transaction History may be Printed and Uploaded to Reduce Student/Parent Inquiries
1098-T Form Customizations may include: Special Messages, URLs, Tuition History, etc.
Electronic Notification to the School to Confirm 1098-T Mass Mailing

Electronic IRS 1098-T Data File Submission by March 3 1st Deadline

Electronic Notification to the School that IRS File was Sent and Received by the IRS (fire.gov)

EBS Web Service:

Important TRA-97 Information, such as:

Internal Revenue Service (IRS) Contact Information
IRS Tax Information for Students

Overview of Taxpayer Relief Act of 1997

2008 IRS Instructions for Forms 1098-E and 1098-T
IRS Publication 970

CONFIDENTIAL
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State of Kansas Department of Administration DA-146a (Rev. 1-01)

CONTRACTUAL PROVISIONS ATTACHMENT

Important:  This form contains mandatory contract provisions and must be attached to or incor‘%orated in all copies of any contractual

faoqreement. If it is attached to the vendor/contractor's standard contract form, then that form must be altered to contain the

lowing provision:

"The Provisions found in Contractual Provisions Attachment (Form DA-146a, Rev. 1-01), which is attached hereto, are
hereby incorporated in this contract and made a part thereof."

The parties agree that the followin? provisions are hereb)&gicorporated into the contract to which it is attached and made a part
of 0 g . -

thereof, said contract being the _ji, _day

1.

10.

14.

Tgrm% ﬂgcf_gn C%mlling Provisions: It is expressly agreed that the terms of each and every provision in this attachment shall

revail and control over erms of any other conflicting provision in any other document relating to and a part of the contract in which
is attachment is incorporated.

ggmement With Kansas Law: All contractual agreements shall be subject to, governed by, and construed according to the laws of
e e of Kansas.

T%rmiuggon Due To La%k %[ Funding Appropriation: If, in the judgment of the Director of Accounts and Reports, Department of

ministrafion, sufficient funds are nof appropria 0 continue the function performed in this a&raeemem and for the pa‘{ment of the
charges hereunder, State may terminate this agreement at the end of its current fiscal year. te aog]rees to give written notice of
termination to contractor at least 30 days prior to the end of its current fiscal year, and shall give such notice for a greater period prior to
the end of such fiscal year as may be provided in this contract, except that such notice shall not be required prior fo 90 days the
end of such fiscal year. Contractor shall have the right, at the end of such fiscal year, to take possession of any equipment provided
State under the contract. State will ga{ to the contractor all regular contractual payments incurred through the end of such fiscal year,
plus contractual charges incidental to the return of any such equipment. Upon termination of the agreement by State, title to any such
equipment shall revert to contractor at the end of State's current fiscal year. The termination of the contract pursuant to this paragraph
shall not cause any penalty to be charged to the agency or the contractor.

Disclaimer Of Liability: Neither the State of Kansas nor an ageg_(g/ thereof shall hold harmiess or indemnify any contractor beyond
lﬁai :IlaBIIRV incurred under the Kansas Tort Claims Act (K.S.A. 75-6101 et seq.).

Anti-Discrimination Clause: The contractor agrees: (a) to comply with the Kansas Act Against Discrimination (K.S.A. 44-1001 et
.) and the Kansas Age Discrimination in Employment Act (K.S.A. 44-1111 et seq.) and the applicable provisions of the Americans
Vith Disabilities Act (42 U.S.C. 12101 et seq.) (ADA) and to not discriminate against any person because of race, religion, color, sex,
disability, national origin or ancestry, or age in the admission or access to, or treatment or employment in, its programs or activities; (b)
to include in all solicitations or advertisements for employees, the phrase "equal opportunity employer”; (c) to comply with the reporting
requirements set out at K.S.A. 44-1031 and K.S A. 44-1116; (d) to include those provisions in everx subcontract or purchase order so
that thezaare binding upon such subcontractor or vendor; (e) that a failure to comply with the reporting requirements of SC) above or if
the contractor is found guilty of any violation of such acts by the Kansas Human Rights Commission, such violation shall constitute a
breach of contract and con maz be cancelled, terminated or suspended, in whole or in part, by the contracting state agency or
the Kansas Department of Administration; (f) if it is determined that the contractor has violated applicable provisions of ADA, such
violation shall constitute a breach of contract and the contract may be cancelled, terminated or suspended, in whole or in part, by the
contracting state agency or the Kansas Department of Administration

Parties to this contract understand that the provisions of this arag;'aph number 5 éwit_h the exception of those provisions relating to the
ADA) are not applicable to a contractor who em‘plo fewer than four employees during the term of such contract or whose contracts
with the contracting state agency cumulatively total $5,000 or less during the fiscal year of such agency.

Accegnce Of Contract: This contract shall not be considered accepted, approved or otherwise effective until the statutorily required
approvals and certifications have been given.

Arbitration, Damag)g;ﬁ: Warranties: Notwithstanding any language to the contrary, no interpretation shall be allowed to find the State
orany a%gmg as ag 0 binding arbitration, or the payment of damages or penalties upon the occurrence of a contingency.
Further, the State of Kansas shall not agree to pay attorney fees and late payment charges beyond those available under the Kansas
Prompt Parment Act (K.S.A. 75-6403), and no provision will be given effect which attempts to exclude, modify, disclaim or otherwise
attempt to limit implied warranties of merchantability and fitness for a particular purpose.

Re ntative's Authority To Contract: By signing this contract, the representative of the contractor thereby represents that such
Bgruson is duly authoriz y the coniracior to execute this contract on behalf of the contractor and that the contractor agrees to be
nd by the provisions thereof.

Responsibility For Taxes: The State of Kansas shall not be responsible for, nor indemnify a contractor for, any federal, state or local
es which may be imposed or levied upon the subject matter of this contract.

Insurance: The State of Kansas shall not be required to {aurchase, any insurance against loss or damage to any personal property to
which this contract relates, nor shall this contract require the State to establish a "self-insurance” fund to protect against any such loss
or damage. Subject to the provisions of the Kansas Tort Claims Act (K.S.A. 75-6101 et seq.), the vendor or lessor shall bear the risk of
any loss or damage to any personal property in which vendor or lessor holds title.

Information: No provision of this contract shall be construed as limiting the Legislative Division of Post Audit from having
access to information pursuant to K.S.A. 46-1101 et seq.

. The Eleventh Amendment: "The Eleventh Amendment is an inherent and incumbent protection with the State of Kansas and need

not be reserved, but prudence requires the State to reiterate that nothing related to this contract shall be deemed a waiver of the
Eleventh Amendment."

The community college and board of trustees shall be responsible solely for their own actions or failure to act. (71-201a(a))

The community college and board of trustees shall not indemnify or hold harmiess resulting from actions or failure to act by any party

other than the board of trustees or the community college. (71-20_1@(!2)

T?? %%Tg(m)r;ny college and board of trustees cannot submit to the jurisdiction of any court other than the courts of the State of Kansas.
(71~ c
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Service Order Form Number: 1

EDUCATIONAL BILLING SERVICES, L.P. (“EBS™) and Neosho County Community College (“Customer”) agree that this Services Order Form
Number 1 is an integral part of the Master Services Agreement for 1098-T Services dated March 16, 2012 and is effective March 16, 2012(“Services
Order Form Effective Date™).

1. Services. Under this Agreement. the following Services shall be available Customer from EBS:

1098-T Services as described on Exhibit A to the Agreement

2. Fees: Payment Terms
1098-T Form:

Option #1: $0.95 per Paper 1098-T Form (Includes Printing and Mailing; Web-access for both Staff / Students and Phone Support)
Option #2: $0.45 per Electronic Distribution (Includes link to Direct Students to “Opt In” for Electronic 1098-T; Web-access for both Staff / Students and

Phone Support)
School will be billed according to student’s distribution selection.

Payments shall be made as follows:

A. 50% shall be paid annually in advance on or before December 31 of the year prior to which the Services will be performed and
B. The remaining 50% shall be paid on or before January 31 of the year in which the Services are performed.

EBS reserves the right to increase the fees set forth above no more than one time per year, upon notice to Customer, provided that such increase shall
not exceed the increase in CPI. For purposes of this provision, “CPI” means the increase in the US Consumer Price Index-All Urban Consumers, US
City Average, All ltems, Base Period 1982-1984 =100, for the most recent 12-month period, as published by the US Department of Labor Bureau of
Labor Statistics

In addition to the foregoing, EBS shall have the right to increase the fees set forth above from time to time solely to account for any increases in U.S.
postage costs (such increases to be proportional to any increase in such postage costs).

3. Term. The term of Services under this Services Order Form, shall be for an initial period of three (3) years (“Initial Period™), and thereafier shall
automatically renew for additional terms of one (1) year each (“Renewal Period™) unless one Party provides the other Party notice of non-
rencwal given at least onc hundred twenty (120) days prior to expiration of the then-current term.

4. Additional Terms and Conditions:
-~ All student information (i.c. SSN, address, financial, etc.) is deemed “Confidential Information™ without further designation and subject to

FERPA and GLBA.

- Confidential Information provisions are subject to Kansas Open Records Act and Kansas Open Meetings Act.

--  Customer may termi this Agr ent in any year during the Initial Period or any Renewal Period by giving written notice on or before
April 30.

-~ The provisions found in Contractual Provisions Attachment (form DA-146a, Rev.1-01), which is attached hereto, are hereby incorporated
in this contract and made a part thereof.
These additional terms and conditions also modify the Master Services Agreement for 1098-T Services.
IN WITNESS WHEREOF, EBS and Customer have caused this Services Order Form to be signed and delivered by their duly authorized representatives

to be effective as of the Services Order Form Effective Date.

Neosho County C ity College Educational Billing Services, L.P.
- 1Y

Printed Name: ____ Printed Name: ML!LEA'}“Q"
Title: Title: (o

Date: Date:, \\/ ’ 8’ B-

T
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Agenda Item VIII -H: 2011-12 Budget Amendment

Per the Kansas Board of Regémgslicies and procedures for the implementation of

Senate Bill 143 it is necessary to amend the FY2[PLbudget to include unanticipated
transfers from the General Fund to the Postsecondary Technical Education Fund. A
transfer of 37.55 percent of inditezxpenditures for technical education, both payroll

and norpayroll, such asdministrative support, utilities, and insurance is being made.

The expenditures were initially recorded in the General Fund. At the time the budget was
prepared in July 201hé amount of transfer was uncertain.

AMENDING THE 2011 BUDGET

The governing body of
Neosho County Community College

will meet on the 14th day of June, 2011 at 5:30 P.M., at
Oak Room Student Union

for the purpose of hearing and answermfgections of taxpayers relating to the proposed

amended use of funds.
Detailed budget information is available at
1Business Office

and will be available at this hearing.

SUMMARY OF AMENDMENTS

Proposed
Adopted Budget Amendment
20112012
20112012 Budget
Actual Amount Expenditures| Expenditures
Tax of Tax to and and
Fund Rate be Levied Transfers Transfers
General 33.783 $4,172,640, $11,834,763 $13,234,763
Postsecondary
Technical Ed 0 $0| $2,213,080, $3,613,080

Board Chairman

Resolution 201240

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the FY 201011 Budget Amendment for publication. Further, that the public hearing on
the proposed budget amendment be held on Thursday, June 14, 2011 at 5:30 pm in the
Oak Rmm of the Student Union of the College.

Upon motion by David Peterand second byLori Kiblinger the above resolution was
unanimously approved.
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Agenda Item VIII -I: Revision to Assistant Coaches?o

In order to clarify the rights and responsiloglé of the partime assistant coachédse
presidentecommendda change to the standard assistant coach employment contract.
The change allows the college and the employee to terminate the contract with a two
week notice, much like that of the faiine hourly or the fulltime management support
contracts. The addition is in bold below.

Resolution 201241

RESOLVED, that the Board of Trustees of Neosho County Community College approves
thechange to the standard assistant coach employment caht&sadtows the college

and the employee to terminate the contract with awsek notice

Upon motion by Charlie Boazand second byPatricia Griffith the above resolution
was unanimously approved.
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NEOSHO COUNTY COMMUNITY COLLEGE
ASSISTANT COACH EMPLO YMENT CONTRACT

This contract, entered into this dayof August 20 , by and between the Board of
Trustees of Neosho County Community Coll ege,
hereinaftec al | ed AAssi stant Coach. 0

The Board and\ssistant Coach agree to the following conditions:

1. Assistant Coach is hereby employed by the Board beginning

2. Assistant Coach shall perform the following duties:

a. Serve ag\ssistant Baseball Coaetith duties as directed by thedd coach. If team
numbers (not including managers) fall below 28 fSra&sistant coaches and below 56

for 39 assistant coaches, the second or third assistant coach will be terminated within ten
working days.

3. Assistant Coach shall receive compensagisifollows:
a. Meals are provided by campus food service when food service is open.

b. $ to be paid beginning August 2010.. (August pmt=$,-8@pl payments @
$/month = $, May pmt = $.)

c. In-state tuition reimbursement for credit courses successfullyletedp(C or above)

at NCCC, subject to prior approval of the head coach. Assistant coaches may receive
books, excluding consumables, through the Boak program, and must abide by beok
loan rules. Any incidental, student union, and course fees mpsidéy the Assistant
Coach.

d. The start date and end date for duties of Assistant coach may be moved or advanced
or extended to as early as August 1 and as late as June 1 by the head coach with approval
of the Athletic Director. Such advanced commenceroeektension for completion of

duties will not change the compensation or time for payment for August or May
respectively but will be recognized with comparable comp time before or after the active
season which will be determined by the head coach wjitogpl of the Athletic

Director.

4. If for any reason the Assistant Coach serves only a portion of contracted period, the

monthly salary and additional compensation, if any, shall be prorated. This contract does
not allow the separation of duties as AssistCoach.
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5. This contract is subject to: a) the terms and provisions of the Kansas Cash Basis Law and
the Kansas Budget Act, as amended and/or supplemented to, b) rules, regulations, and
policies set forth by the Board, now in effect or hereinafter adopte

6. The recruitment and retention of students is vital to the college, and all employees are
expected to share in this responsibility.

7. Itis understood and agreed to by and between the parties that this contract is an
employment at will contract which may be terminated by either party after giving at
least two (2) weeks written notice of termination to the other party, and that no oral
statements nor statements in Board Policy or employee/personnel bankbook (s) are
intended to create a right to continuingemployment. Although this contract may be
terminated earlier with appropriate notice, in no event shall this contract extend
beyond the

This contract embodies the whole agreement of the parties. There are no promises, terms,
conditions, or obligations other than those contained herein. This contract supersedes all
previous communication, representations, or agreements either verbal or written between the
parties. This contract shall not be binding unless accepted by the. Boar

Neosho County Community College Employee

By:

Chairman, Board of Trustees

Attest: Date

Account #
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Agenda Item VIII -J: Medical Coding Certificate Change to Healthcare Coding
Certificate

The Kansas Board of Regents completed alignment of all coding certificate programs in
the staten March 2011. This requidghat our prograncomply with thefinalized
standards and be in place the fall semester of 2012.

The biggest change theincrease in hours required for program completitom 16
credit hours to 39 credit hours. This increas®ves the program from thevel |
certificateclassificaion to a Levell certificate.

The changes are as follows:
1 Four classes had name changes,
1 Three existing courses were added to the program core,
1 One class was increased from 3 credit hours tnd,
1 A new2-hour Healthcare Coding Practicum counses added

Our former program prepatestudents for physician office coding and with the change
from Medical Coding to Healthcare Coding studemits be prepared to sit for exams in
either physician or facility coding.

Oneadvantagéo this change ithatonce the Healthcare Coding Certificate program is
completed, a student has already completed over half of the courses required in the
Health Information Technology Associate of Applied Science degree program (see
attached program comparison).

These banges were approved by the Curriculum Committee on April 18, 2012.
ltwast h e pr eesomehendatiod that the Board approve the state alignment

changes to the Medical Coding Certificate and to be renamed Healthcare Coding
Certificate.

Resolution 012-42

RESOLVED, that the Board of Trustees of Neosho County Community College approves
the state alignment changes to the Medical Coding Certificate and to be renamed
Healthcare Coding Certificate.

Upon motion by Charlie Boazand second byLori Kibling er the above resolution
was unanimously approved.

35



Medical Coding Progras#  Healthcare Coding Progwam Health Information Technology Program

36

Fall 2012
CURRENT NCCC Medical Coding KBOR Healthcare Coding Certificate RevisedNCCC Medical Coding Cert. to Transition to NCCC HIT Degree
Certificate Healthcare Coding Certificate
?Iémiintcllggl\;ledlcal 3 Medical Terminology 3 ALHE 105 Medical Terminology ¥ ALHE 105 Medical Terminology
ngg/ilsAeégg Human BodyHealth 3 Anatomy & Physiology 4-8  *BIOL 257/258 Anatomy & Physiology 57 BIOL 257/258 Anatomy & Physiology
ALHT 225 Intro to ICD9-CM 3  Pathophysiology 3-4  NURS 230 Pathophysiology 3y NURS 230 Pathophysiology
ALMA 110 Medical Assisting | 3 Legal & Ethical Issues in 3 MHTmommwcmW@me&Hmwl3v ALHT 210 (name change) Legal & Ethical
Healthcare Issues in Healthcare Issues in Healthcare
ALHT 230 Intro to CPT Coding 3 git:é;zgfgal Classification of 3-4  ALHT 225 (name change) ICD10 N ALHT 225 (name change) ICD10
ALHT 145 Medical Coding Nat 1 Introduction to Health Information 3 ALHT 110 Introduction to Health ¥ ALHT 110 Introduction to Health
Exam Review Information Technology Information Technology
1 Reimbursement Methodologies 3-4  ALHT 150 (name change) Reimbursement 3y ALHT 150 (name change) Reimbursement
Total 6 Methodologies Methodologies
Healthcare Coding Practicum 2-3  ALHT 230 (name change) Current 3y ALHT 230 (name change) Current
Procedural Terminology Procedural Terminology
Current Procedural Terminology 2-3  CSIS 100 Computer Concepts & 3y CSIS 100 Computer Concepts &
Applications Applications
ICD-10 Procedural Coding Systems 3 ALHT 170 Electronic Health Record 3V ALHT 170 Electronic Health Record
3 ALHE 122 Intro to Pharmacology 9
Information Technology/Computer 3Y ALHE 122 Intro to Pharmacology
ALHT 180 Healthcare Coding Practicum 2 Not required in HIT
Institutional Specific Electives 0- ALHT 145 National Coding Exam Review 1 Not required in HIT
12
. 6] .
Total Credits 53 Total NCCC credit hours 39 ENGL 101 English Comp | 3
KEY: Core Courses ALHT 221 Current Events in HIT 3
Recommended Competency Credits COMM 213 Interpersonal Communication 3
Institutional Specific Electives
NCCC new course . .
*BIOL 111 prereq for A&P (or test out) 3 ALHT 256 Alternative Systems in HIT 3
ALHT 220 Management & Supervision 3
PSYC 155General Psychology 3
ALHT 205 Healthcare Statistics 3
ALHT 215 Quality Improvement 3
ALHT 200 HIT Clinical Affiliation | 3
ALHT 255 HIT Clinical Affiliation Il 3
Total Credits 66



Healthcare Coding
Certificate

The Healthcare Coding Certificate program of study prepa Course Sequence

individuals for employment in coding positions including The listing that follows is a recommended sequence of course
physician offices, hospitals, outpatient surgery facilities, hee full-time students. The student shoulshsult with an advisor fol
departments and other aregisere diagnosis and procedures a information specific to their academic situation and flexibility
coded utilizing ICD10 and CPT for reimbursement an course sequencing order

reporting purposes. The courses in this program are offe

online with the exception of Anatomy & Physiology. Recommended Sequence of Courses

Completion of this Healthcare Coding Certificate peogrwill Semester |

prepare students to sit for the Certified Physician Coding (CI CSIS 100 Computer Concepts and Applications 3
and/or the Outpatient Hospital/Facility (CR{ examinations ALHE 105 Medical Terminology 3
offered through AAPC and the American Health Informatic ALHT 110 Intro to Health Information Technology 3
Management Associationds i ALHT 210 Legal & Ethical Issues in Healthcare 3
Associate (CCA) or Certified Coding Specialist (CCS Total 12
examinations. Semester Il
http://www.aapc.com/certification/medieabding *BIOL 257 Anatomy & Physiology Lecture 3
certification.aspx *BIOL 258 Anatomy & Physiology Lab 2
http://www.ahima.org/certification/credentials.aspx NURS 230 Pathophysiology 3

ALHE 122 Intro to Pharmacology 3
Prerequisites ALHT 225 International Classification of Disease (ICD)104
The student will need to be proficient in English; reading a Total 15
writing. Some of the courses in this curriculum have spec Semester Il
prerequisites. Students are not requirethke placement exams ALHT 230 Current Procedural Terminology 3
before enrollment in this certificate program. ALHT 170 Electronic Health Record 3

ALHT 150 Reimbursemernitlethodologies 3
Program Staff Recommendation ALHT 180 Healthcare Coding Practicum 2
Students planning to work as a professional coder should ALHT 145 National Coding Exam Review 1
consider completing the Health Information Technolo Total 12
Associate of Applied Science degree progra

Total Certificate Credits 39

General Education (GE) Courses
Certificate students are not required to take specific elec *A&P has a prerequisite for General Biology: BIOL 111 or test ot
courses for this program. But should work with an advisor
find an appropriate track for career objectives. Students are Optional Additional Study
required to take placemenxams before enrollment. Student Students cmpleting the Medical Coding certificate are encouray
completing this program will earn credit hours that can to consider continuing their education to complete the Associa
applied to the Associate in Applied Science (AAS) degree Applied Science degree in Health Information Technology.
Health Information Technology.

For more information contact:
Program Core Courses Program Director
ALHE 105 Medical Terminology, BIOL 257/258 Anaton®  Kathie Henton, BS, RHIT, CCS
Physiology Lecture/Lab, NURS 230 Pathophysiology, ALF 620-431-2820 ext. 639
210 Legal & Ethical Issues in Healthcare khenton@neosho.edu

Program Outcomes

1. Demonstrate a thorough knowledge of anatomy, physiolc
pathophysiology and medical terminology.

2. Demonstrate a thorough knowledgepbiysician office and
facility health data content, requirements and standards.

3. Demonstrate a thorough knowledge of physician office €
facility clinical classification reimbursemen:
methodologies.

4. Demonstrate a thorough knowledge of physician office ¢
facility information technology and healthcare delivery.

5. Demonstrate a thorough knowledge of legal and ethi
issues in healthcare.
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Agenda Item VIl -K: Non-Renewal of Administrator

At the April Board meeting the Board approved notifying Selina Wallace of their intent

not to renew her employment contract for 2@A3. The followingesolution should

be adopted to finalize the Boardods decisio
Selina Wallace.

Resolution 201243

The employment contract for Selina Wallace is not renewed for theZi2 academic

year. Pursuant to resolutidly adopted, the Board of Trustees of Neosho County
Community Coll ege took action +tfeaewgheve not.
empl oyeeds contract. The Director of Huma
employee prior to May 1 that it wdset intent of the Board of Trustees not to renew the
employment contract. After extensive consideration and thorough discussion, the Board

has determined the employment contract should not be renewed. The Clerk of the Board

of Trustees shall give to thenployee, personally, or by certified restricted United States

mail, a copy of this resolution.

Upon motion by Charlie Boazand second byPatricia Griffith the above resolution
was unanimously approved.
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Agenda Item VIII -L: First Readingi Board Policy Revision for Outside
Employment

The purpose of this proposed policy revision is to clarify our outside employment policy.
Much has changed in higher education since this policy was originally written.

Those fulltime employees with outside jobs, whose work may overlap with regular
College work schedules, will need to ask for permission on a yearly basis in this revision.
It also requires College personnel to ask for permission to work for other higher
education institutions where completion and developed College work product may be in
guestion.

Current

Outside Employment During School Months

Contracted employees wishing to accept outside employment or to pursue self
employment of a regular nature thg such time as they are actually engaged in

colleger el at ed duties must submit for the pr
do so. Annually the president will evaluate the status of approved employment to
determine if a significant change has ocedrand whether approval will be

continued. In general, outside employment is acceptable to the extent that the

empl oyment does not interfere with the e

Proposed

Outside Employment

As the primary employer, Neosho Coutgmmunity College has a standard of
employees providing their best effort in performing their duties and responsibilities.
Providing best effort reinforces commitment to the mission, vision, and purposes of
the College and in ensuring quality service taahstituents.

Outside employment for purposes of this policy shall include the following:

1. Employment that is directly or indirectly with another educational institution at
any time the employee is party to an employment contract with the College;

2. Empoyment that is not with or for another educational institution and is during
such time (semester, summer session or intersession) as the employee is actually
engaged in collegeelated duties and that will require or potentially require the
employeetowok during any of the same hours
employment duties will also require or potentially require the employee to
work.
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Full time employees wishing to accept outside employment or to pursue self

empl oyment (col | e oftaregularngtureitratispdéfioeg me nt o)
paragraph 1 or paragraph 2 above shall submit a written request for approval to the
President of the College before accepting or commencing such employment. In
general, outside employment that is not with anothecagthnal institution is

acceptable to the extent that the employment will not, in the sole discretion of the

President, interfere with the employeeos
for approval of employment is not required, the Presidegtaetermine that such
empl oyment is interfering with the emplo

outside employment with another educational institution is not acceptable unless, in
the sole judgment and discretion of the President, it will futtreeeducational
mission of the College.

If an outside employment request is approved by the President, and such outside
employment is continuing, then the employee shall submit a written request to
continue such outside employment each year befoneetkiefall semester.

Renewed or continuing approval by the President should not be considered
automatic.

The Board was asked tonsider tis poligy for a first reading for approval at the June
meeting.
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Agenda Item VIII -M: First Readingi Board Policy Revision for College Holidays

The current Board of Trustees holiday policy specifically names the days that the College
is closed and provides a paid holiday for the-finle employees. Over the past eleven

years since the policy was last updated thestees have approved academic calendars

that differ with Board policy, including adding a welekig Thanksgiving Break and

deleting Presidents Day as a paid holiday. Occasionally Christmas Break is extended due
to how it falls on the calendar. The fedaty summer work week is not considered on the
formula forthe July 4" holiday mentioned ithe policy.

The following policy revision allows the Board to adjust the paid holidays by approving
the yearly academic calendar. The Trustees will have thdifigxto change the

holidays whenever they adopt or amend the calendar. Nothing is being taken away from
employees with this policy change. The current policy indicates 9 paid holidays in
excess of Christmas Break and the academic calendar, which evedey for the past

three years, has 10 holidays.

Current Policy
Holidays (revised 6/14/01)

Paid vacation will be for the following days:

Martin Luther Kingds Birthday

President s Day

Good Friday

Memorial Day

July Fourth (When this holiday falldaturday, the previous Friday will
be considered the holiday. When it falls on Sunday, the following
Monday will be considered the holiday.)

Labor Day

Thanksgiving Day, Wednesdayeceding and Friday following

Christmas Break (which shdlegin December 24 regardless of the day it
falls on,and continue through January: IWhen January®ifalls on a
SundayChristmas Breaktsll continue through Januar$3

Proposed
Paidholidayswill be determined by the Board of Trustees as part of the approval

process for the College academic calendar.

The Board was asked tonsider tis policy for a first reading for approval at the June
meeting.
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Agenda Item VIII -N: First Readingi Board Policy Revisionfor Non-renewal
Notice

At the April 2011 Board meeting the Continuing Contract Law policy was updated

because of changes in Kansas Statutes.alts t h e mcommendht®mthabtise
Non-Renewal Notice for Executive Administratp&enior Administrators and

Admini strators be updated to coincide with
law policy.

The Board asked that fAon or before May 150

Non-Renewal Noticdadded 09 08)

Written notice of the Boardds intention
an Executive Administrator, Senior Administrator or Administrator (all referenced
to as AAdministratoro in this section) s

beforethethird Friday in May4ay-1 of the year in which the term of the

Admini stratords contract ewipenmogcetothe An Ad
Boarden-erbefore-May-bithinten (10)day® f t he Admi ni strator 6
renewal of a contract of employment. Terms of a contract may be changed at any

time by mutual consent of both an Administrator and the Board.

ANot renew t her emenwalacdafo tolre ficnoomt r act 0 mi
Administrator remains on duty to complete the term of a current contract but is not

offered a contract for the subsequent contract, calendar or fiscal year. The Board
reserves the right of the President or P
Administrator of any or all contractual duties, with pay for the balance of the term

of the Administratords contract.

The Board was asked tonsider tis poligy for a first reading for approval at the June
meeting
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Agenda Item VIII -O: First Readingi Board Policy Revisionfor Assistant Coach
Policy

ltwast h e pr eesomehendatiod that the Board clarify the Assistant Coach Policy
by revising it to include the language that assistant coaches atanmmemployees.
Assistant coaches are radfered any benefits.

Assistant Coach Polidjapproved April 2000, revised May 2000)

Assistant Coaches are péirhe employeesEach varsity sport will be allowed one
assistant coach. If the sport recruits 28 or more student athletes (not including
student managers), two assistant coaches will be allowed. In the event that the
number of student athletes drops below 28 during a semester, the second assistant
coach will be terminated within ten working days.

The Board was asked tonsider tis poligy for a first reading for approval at the June
meeting.
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Agenda Item IX: Adjournment

Upon motionby Lori Kiblinger and secontty Charlie Boazhe meeting adjourned @&l7 p.m.

Respectfully submitted,

David Peter, Board Chair Denise L. Gilmore, Board Clerk
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ATTACHMENT 1

Faculty Senate Bard Report by Nathan Stanley 10 May2012

The Phi Theta Kappa chapters at both campuses received Five Star Awards (the highestlayzedt
can achieve), and both chapters had members attend the International Convention in Nashville,
Tennessee. Kevin Blackwell received an award for being an Outstanding New Advisor.

The 2012 Outstanding Graduate in a Noaditional Field, Quincy Dyenstigated the development of an
elective course for nursing students who demonstrate leadership qudliteesyllabus for this new

course has been discussed at the May Curriculum Committee Me@umacy and a fellow student,

Sarah Copeland, are piag to develop a mentoring program using the materials and information from the
NSNA (National Student Nurse Association) Leadership University website. Although the NSNA
Leadership University is not a real university, candidates for the program mustpeeiét
requirements.Candidates must exhibit the leadership attributes listed on the NSNA Leadership
University website, be nominated by nursing faculty, and approved by the Director or Assistant Director
of Nursing. Once in the program, students vii# given the opportunity to develop and carry out projects
that they will receive credit forOnce the student turns in the required projects to NSNA Leadership
University, they can be recognized nationally for their effoftdhough the two studentsentioned

above will not get credit for efforts made this summer, they plan to begin the mentorship program at
orientation on May 1%4and throughout the summeFhe nursing department plans to fully develop and
implement the mentorship program in the.fall

Pam Covault reports that the first level nursing students will be spending"Miayz@rnett assisting with

the Senior Olympics that is sponsored by Golden Heights Living @eptez of our clinical sitesin

June, Deb Callahan and Nancy Carpentdriwlattending a simulation seminar at Metropolitan
Community College, and Linda Barrington will be attending the International Nursing Association for
Clinical Nursing Simulatiortonference in San Antonideb and Linda will have summer contracts
(thanksto a KBOR grant) to build up simulation learning experiences for launching increased simulation
throughout the entire nursing program in the fall.

Bobbie Forrest, our Construction Technology instructor, reports that they have finished and delivered
cabin#1 to Greenbush. Many of you may have seen a report about it on the front page of the Tuesday,

May 1%, issue of the Chanute Tribune. Mr. Forrest is very pleased that his program has finished ahead of
Fort Scott Community Col finsledboth bbBits@kead ofghera.@ura m wi | |
program has also been selected to build Greenbush another cabin next year.

Nursing instructor Becky Rhone reports that she taught an elective course, Introduction to Wound Care,
for the first time this year. Two ohé students (second year nursing students) who took the course and
work at Chanute Health Care have made it known to their nursing director that they were taking this class.
As a result, the director of nursing from that facility has asked if the wouactieas would be interested

in presenting an kservice on wound care to her staff. The class has accepted that offer and they are
planning to present on May ¥2
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ATTACHMENT 2

NCCC - ONLINE CAMPUS
REPORT TO THE BOARD OF TRUSTEES

Thank you for the opportunity to share more exciting news from the Online Campus!

The Online Campus report given in December was designed to provide you with a better
comprehensive understanding of Neosho Countyés on
well as the history of enrollment in online sections. During the course of that report, one of you

asked about my personal goals and priorities for the Online Campus. | shared my belief that

one of our most critical issues at this time is ensuring our online courses are providing students

with a quality educational experience. Tonight, | would like to focus on that particular aspect of

my position.

The responsibility to ensure quality academic experiences is really three-fold:
A Ensuring that students are prepared to utilize the technology available to them, mainly
InsideNC.
A Ensuring that we are providing a quality educational experience in the online
environment.
A Ensuring that instructors are prepared to use InsideNC. This includes training for every
instructor, as well as specialized training for those teaching online courses.

Ensuring Student Success

To help ensure student success at Neosho County, an emphasis is placed on advising,

particularly when a student expresses an interest in online classes. The online environment

may appeal to students because of the flexibility
all students are well-suited to the online environment. Every Neosho County student should

have a basic understanding of our portal and learning management system, InsideNC,

regardless of whether or not he or she wishes to enroll in online courses.

To help prepare students for utilizing InsideNC, the Online Instruction Committee provides a

vari ety of r esourGetdng Sthrted with insidebl@dt spapeA Mgui de was ¢
several years ago and revised last academic year. A copy of this document is attached to this

report. In addition, we have created a Student Orientation to InsideNCiA c | as s 0, NC105.
Several video clips were created to demonstrate how to use InsideNC. Through NC105,

students have an opportunity to learn to navigate InsideNC and after demonstrating their ability

to do so, may request their electronic certificate. By obtaining this certificate before or at the

beginni ng of the studentoés tenure at Neosho County,
course material and concepts, rather than on the technology, once enrolled in classes.

When creating NC105, we identified the key technological skills we felt students needed to

understand about I nsideNC. The NC105 fiassignment
these skills while also learning about Neosho County policies. Specifically, three of the
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flassignmentsd in NC105 focus o nyphlieypasdepied Clesoht y6s A
Netiquette, and the Online Readiness Questionnaire. This self-evaluation tool is designed to

help the student determine if he or she is a good candidate for online courses at Neosho

County. A copy of the Online Readiness Questionnaire is attached to this report. The

assignments in NC105 are manually graded by three faculty members, working under the

generic name, NC Instructor. There are two assignments which require students to

communicate via email with NC Instructor and he also communicates back with them.

Particularly during their first semester, it is not uncommon for students to email non-NC105

guestions to NC Instructor, so we have discovered that we are really providing an extra benefit

for students through this informal service.

Ensuring Quality Offerings i Evaluating Online Sections

Two years ago, the college adopted Form D, a tool to evaluate Online and Hybrid sections

offered at Neosho County. This evaluation tool mirrors the Best Practices of Online Courses

document which was created several years ago. A copy of both documents is attached to this

report. Form D is designed as bothaself-eval uati on t ool as wel |l as the
tool. The tool is designed to help facilitate a conversation between the instructor and the

i nstructor 6s -sinepnstructor veho teaches oAling will hadve an online course

evaluated in conjunction with his or her regularly scheduled evaluations. Adjunct instructors

who teach online are to have an online section evaluated as part of their annual review. The

Negotiated Agreement includes guidelines for using Form D.

Providing Training to Ensure All Instructors are Knowledgeable about InsideNC

Training instructors to utilize InsideNC is a complex matter for three primary reasons. First,
there is the matter of how much the instructor needs to know, which can usually be determined
by whether he or she is going to teach in a face-to-face classroom or in the online environment.
Further, a parallel can be drawn to our students in that each instructor comes to NC with a
variety of technological skills along with unique learning and adaptability factors.

A second reason for the complexity is the additional training and constant re-training that
occurs. Many instructors begin with a basic understanding of how to utilize the Coursework and
Gradebook portlets and possibly the Attendance portlet. These instructors continue to further
their knowledge about InsideNC, based on their needs and comfort level, by learning additional
skills, such as incorporating Forum discussions and videos in their classes, or how to
manipulate the pages and content in their classes. In addition, Jenzabar is continually striving
to improve eRacer, so we routinely upgrade the software once or twice a year.

The third issue that confounds instructor training is the sheer number of instructors at Neosho
County coupled with the number of new instructors that are hired each year. We have utilized
additional instructors each year to meet the increasing enroliment demands. While this is
definitely a wonderful problem, it has placed stress on our resources in the area of instructor
training. This is a critical need mostly because InsideNC is not intuitive and is therefore not very
user-friendly when instructors first begin using it.
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A Ensuring Instructor Success in the Online Environment

Teaching in the online environment requires a different skill-set than teaching in the face-to-face
environment. While all instructors are concerned with student success, the way an instructor
sets up an online class should vary from his or her face-to-face class because the two
modalities are quite different. In conjunction with the Online Instruction Committee, | am
developing an Online Instructor Certificationfi c | a s s 0 to hélp(p&Pafe instructors to teach
in the online environment. This training will provide a combination of theory and best practices
research with hands-on application of specific skills. In the absence of this formal certification
process, | have provided training for instructors who are either new to the online environment or
new to Neosho County. This training has been provided in a variety of ways including in-service
sessions, small group, one-on-one, and webinars. In addition, this training often occurs over the
telephone. There are also short video tutorials available on InsideNC for instructors to watch at
their convenience.

A Ensuring Instructors are Prepared to Use InsideNC

Every instructor at Neosho County should have a basic understanding of InsideNC. Instructors
are required to keep a full electronic Gradebook on InsideNC and many instructors also chose
to record attendance through the Attendance portlet. Other responsibilities include using
InsideNC to submit certification rosters and final grades to the Registrar. Advisors use
InsideNC as part of the advising and enrolling process when working with advisees.

A Upgrades for eRacer

The last major upgrade was completed in December 2010 and included a new Forums portlet.

We are currently preparing for another upgrade which will happen on May 21st and 22nd. This

upgrade includes a complete re-write of the Coursework and Gradebook portlets. While the

changes are designed to make eRacer more intuitive, those instructors who have been using

the Aol do method wil/ experience some hurdles whe
holding a variety of training sessions throughout the summer for instructors to help prepare

them for the new system.

A A Look at the Numbers
It may interest you to see the number of instructors that we employ, and therefore, that we
provide training for regarding InsideNC.

The following table summarizes the number of full-time and part-time instructors

employed by Neosho County over the last four academic years. These numbers reflect

only the designated Al ead instructoro for cl a
low, particularly for part-time instructors. One of the reasons for this is that many

courses are team-taught, particularly in Nursing.

Number of Instructors per Academic Year
FulFTime PartTime Total

20082009 52 165 217
20092010 54 165 219
20102011 53 178 231
20112012 54 194 248
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The previous chart shows a steady increase in instructors over the past four years. As

previously mentioned, instructors do not typically need a complete overview of InsideNC

every year, so | want to be clear that | am not claiming that | personally train over 200

faculty every year. | do provide support for every instructor in that | often receive phone

calls and emails regarding InsideNC. In this respect, | work closely with Technology
Services. I f the instruct orstypieallybandledbyme.s a i h
If the instructor reports an issue with how InsideNC is functioning, then it is typically

handled by Technology Services, through webhelp@neosho.edu.

In case you are wondering how many different instructors have been employed by
Neosho County in the last four year, the following chart shows that number.

Number of Distinct Instructors

FulkTime Part-Time Total
20082012 70 304 374

The following data is included to show the locations experiencing the most increase in
faculty over the past four academic years. All three of the main campus locations show
an increase in number of instructors; however, this is clearly led by expansion in the
Online Campus, which has experienced more than a 70% increase in instructors over
the past four years.

The chart below visually shows growth in total numbers of faculty per location while the
table on the next page shows the actual number of part-time and full-time instructors.

Number of Instructors
T 20082012
80 -
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60 -
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40 -
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m 2008-2009

m 2009-2010

2010-2011

m2011-2012

Chanute Ottawa Online In-District Out-District
Outreach Outreach
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Number of Instructors per Location

Chanute Ottawa Online In-District Out-District
Outreach Outreach
Fulk Part Fulk Part Fulk Part Fulk Part F_ull- Part Yearly

Time | Time | Total | Time | Time | Total | Time | Time | Total | Time | Time | Total | Time | Time | Total | Total

20082009 | 38 | 43 81 13 | 47 60 | 22 | 27 49 6 24 30 0 49 49 283

20092010 | 38 | 39 77 10 | 47 | 57 | 21 | 32 | 53 8 | 28 | 36 45 | 45 275

0
20102011 | 38 | 45 83 13 | 60 | 73 | 22 | 40 | 62 6 | 21 | 27 0 | 40 | 40 285
20112012 | 39 | 49 88 15| 60| 75 | 30| 54| 84 | 10| 26 | 36 0 | 46 | 46 329

The Yearly Totals in the above table reflect the fact that many of our instructors are
teaching in more than one location. For instance, many full-time instructors teach
classes on either the Chanute or Ottawa Campus as well as the Online Campus.

Al s o, | should note that all of the above fig
status of part-time or full-time and that may have changed during the last four years.

Other Items

A HLC Substantive Change Application for Distance Delivery
Last December, | shared the list of degree and certificate programs available in the online
environment at Neosho County. When HLC changed the definition of distance education in
July 2010, they allowed institutions to submit a batch list of programs offered via Distance
Education. We took advantage of that opportunity, but knew that eventually we would also
be required to submit the substantive change form for our overall online campus. Over
Spring Break, Dr. Inbody received official notice from HLC that Neosho County was required
to complete this change application so we wil/|
Basically, HLC will be examining our institutional commitment to the online campus. Specific
guestions are geared toward our processes and procedures for institutional planning,
instructional design, staffing for the online campus, including faculty support and student
support services, and evaluation and assessment. In many regards, we will score favorably
as our Online Campus shares the mission and goals of the entire institution and there are no
discrepancies between the policies and procedures. The area of biggest concern for me,
and | believe also for Jim and Dr. Inbody, is that of possibly appearing under-staffed with
regard to training and faculty support and evaluating for quality assurances.
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A New Online Courses
As a board, you recently adopted syllabi for two new Humanities courses, Ethics and
Introduction to Logic. | wanted to share that both of these courses are slated to be
developed for the online environment this summer. Ethics is currently scheduled to be
taught online for the first time next Fall and Logic will be scheduled for the Spring semester.

A Jenzabar Annual Meeting (JAM)
Neosho County will be represented at JAM again this year. Nikki Peters, Registrar, Kevin
Blackwell, Humanities Instructor, and | will be attending the conference at the end of May.
Kevin Blackwell will be presenting a session on Integrating Slideshows in eRacer. His
session description is included below. In addition, both Kevin and | will be participating in
the new eRacer Customer Showcase sessions. Each of these two sessions will feature
three to four classes from institutions across the nation. These classes were chosen
because of their innovative ideas for delivering course content and engaging students in
eRacer.

Integrating Slideshows in eRacer by Kevin Blackwell

This session will focus on a practical, cost-effective method for integrating audio
slideshow content in Jenzabar e-Racer utilizing PowerPoint and free Web 2.0 tools.
Examples from an online World Geography class will be used to demonstrate the method.

A Jenzabar Regional User Group (RUG)
Neosho County will be hosting the Central RUG meeting next fall on the Ottawa Campus.
The tentative date is Friday, October 5". This event is designed for EX users from schools
in Missouri, Kansas, Oklahoma, Arkansas and Texas. In conjunction with RUG, we are also
working with Jenzabar to host their first-ever Teaching and Learning Institute which would
be modeled after the Teaching and Learning track at JAM. These sessions would appeal to
a wide variety of instructors from those whose schools are investigating using eRacer to
those wanting to learn more in-depth ways to utilize eRacer and general best practices for
online instruction.

Thank you for your time!
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Getting Started with InsideNC

InsideNC is the learning management system that is used by ALL NCCC students to manage their college classes
and coursework, whether they are on campus or taking only online classes. With InsideNC, you will be able to:
e [nteract with your instructor and other students

Find out information about assignments, projects, and download handouts
¢ Hand in assignments via e-mail and check your assignment/course grades
e Complete online assignments and tests

¢ Participate in class discussions through chats and forums

e Register for future classes

¢ Get help for technical difficulties with InsideNC

For those planning to take online classes:

Online classes can be much more demanding than classes on campus, because it’s up to you to schedule your
study time, hand in assignments at specific deadline and time limits, and take responsibility for learning the
material. But this can also be an advantage if you want to fit the class into your time schedule and you are very
motivated to master the class content.

You can find out if an online class is appropriate for you by taking our Online Readiness Questionnaire. The link to
this questionnaire can also be found in the Campus News portlet on InsideNC. In the FAQs, you can also find out
what kind of a computer and software you will need and the technical skills you need to complete an online class.

For All NCCC Students — Basic Instructions for Using InsideNC
The link to InsideNC link is on the NCCC home web page near the top of the screen.

Logging on and off

The first time you log in to InsideNC, you will use your Student ID number as your Username and the last four
digits of your social security number for your Password. If you want to change this password to another
password, you can do this at the “Personal Info” link beside your name after you have logged onto your account.
Be careful to create a password that you will be able to remember, but not one that is your name or Student ID
number. And don’t give this out to anyone else -- this is your account only, and it should not be shared! If you
forget your password, click on “I forgot my password,” which is located in the black bar next to the log-in

textboxes. Always remember to log out of your account by clicking on the “Log Out” button next to the log-in
textboxes.

InsideNC Home Screen

The first screen you see after you have logged in is the Your Personal Home Page (see below). Important areas on
the left side of the screen are:

Course Schedules -- links to a page where you can look for classes that fit your schedule.

My Courses—these are the courses you are currently taking. To “enter” each class, click on the class course
number/class title.




NCCC Home Page - takes you back to NCCC's Home Page
Student E-mail account -- set up your student e-mail account and access your student e-mail account here.

Campus News — important campus information about classes, school closings, campus activities, and passwords
for library databases is in the center of the Home Screen.

Important areas on the right side of the screen:
Add and Drop -- These access points allow you to add and drop class if it is within the Add and Drop time limit.

/ Home ! Portal - Windows Internet Explorer
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My Groups ro rse.  Course Search
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Navigating in InsideNC

Normally, when you want to go back to the previous page viewed on the Internet, you use the blue Internet
Explorer browser button in the left-hand corner of the screen. DO NOT USE THIS while in InsideNC. If you use the
blue browser button to go back to the previously viewed page while you are in InsideNC, it will take you out of
InsideNC and you will have to log on again. So, while you are in InsideNC, always use the following ways to go
back to a previous page: links on the InsideNC web page, menus on the left of the page, tabs across the top of the
page, and the navigating search string under the tabs.

Navigation Search String
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Tabs
Tabs across the top will take you to other pages with important information like Admissions, Financial Aid, and
Library resources:

You are here: Academics > Home

Course Navigation

Once you have clicked on the link to one of your classes under “My Courses,” its course home screen will be
displayed:
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lﬂomél Academics | [ Faculty| [ Student | | chapman Library | | Admissions Fﬂl—&ﬁlnfol L

You are hers: Academics > Non-Credit - NC > InsideNC for Students > NC 105 FD - InsideNC f“l\lam Page
NC 105 FD - InsideNC

for Students NC 105 FD - InsideNC for Students
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o Welcome

o To Get Started... Press
Play,

Coursework
Collaboration
Help Files

In5|deNC Orlentatlon

elcome to the InsideNC Orientation.

Course Information
Attendance
Gradebook

The purpose of this course is to provide
overview of the different components of
RideNC. For each "assignment”, you will
find a video demonstration, plus a help
document. These resources wil be

@ My Courses available to you as long as you are a student
at Neosho County.

® My Pages

B My Groups When you have completed all the
assignments, you will receive a certificate of

NCCC Home Page completion. It is your responsibility to keep

Student Email track of this certificate. You may have
multiple instructors request a copy while you

are enrolled at NC.

You will access your coursework, connect with classmates and your instructor, and manage your classes through
the following links on the left side of the screen:

Coursework — You will find most of your assignments in the Coursework section. Click on the name of the
assignment to see a description and instructions for the assignment, its format and due date.

Collaboration — Forum and Chat assignments are the class discussion components of the course and take place in
this section under the “Forums” and “Chat.” Even if a Forum assignment is listed under Coursework, it actually
takes place in the Forum page in Collaboration. Also, the InsideNC Chat Rooms operate in a pop-up window, so
you may need to adjust your pop-up blocker settings.

Help Files — You can find documents and videos to help you navigate InsideNC here.

Course Information — This link provides a description of the class, contact information for your instructor, as well
as office hours and other helpful information.

Attendance & Gradebook —~ You will find your attendance for the course and grades for specific assignments on
these links. The system does not grade assignments automatically, so your grade will be a zero until your




instructor has had the opportunity to grade it.

Handouts and Web Bookmarks — This list of downloadable handouts and web links for your course may be found
here, but many instructors are listing handouts and bookmarks on separate pages for each unit in a course. Find
out from your instructor where to find these important resources. Make sure you disable your pop-up blocker
before using this section, as it may prevent handouts from downloading.

Technical Problems:

* When you encounter technical difficulties associated with Inside NC, please e-mail the problem to
webhelp@neosho.edu. Please include the following information in order to speed up the troubleshooting:
*  The course name and number AND the specific name of the assignment or forum
e  The time you encountered the problem
e  Exactly what you were doing when you encountered the problem
e  Copy and paste any error message you receive

Is an online class a good “fit” for me?

Take the Online Readiness Questionnaire to see online courses might be a good option for you. This link can also
be found in the Campus News on InsideNC.

What kind of a computer and software do | need to complete an online class?

1.5 mb Internet connection (high-speed connection recommended)
SoundBlaster or compatible sound card with headphone or speaker capability
XGA 16 bit color monitor, 1024 x 768 resolution recommended/ 800x600 required

Windows:

Pentium IV (or equivalent) or better recommended with 256 MB RAM or higher
Windows XP or later

Macintosh:

PowerMac with 256 MB RAM or higher; G3 or G4 processor

Mac 0S 9.2 or higher (Mac OS 10.2 or higher recommended)

What technical skills do | need to take an online class?
¢ Internet usage;
e  E-mail capability, particularly the ability to attach documents/files to an e-mail message;

e  Familiarity with media players, particularly Windows Media Player, RealPlayer, and QuickTime;
*  Familiarity with Microsoft Office software (especially Word and PowerPoint)

Where can | find out more about being successful in taking online courses?

100 Things Every Online Student Ought to Know by F. L. Christ, & L. R. Ganey (2003, Williamsville, NY: Cambridge-
Stratford Study Skills Institute) is an excellent resource.




Online Readiness Questionnaire
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Are you ready to take an online class? Complete
the questionnaire below to find out. Your score will

give you an idea of your readiness for the special
environment of online learning:

1. My computer skills are:
(Oa. High. I am comfortable with electronic mail, web-
browsing and various software programs.
b. Moderate. I am okay if there isn't too much typing and
special software.
Oc. Low. I don't like using a computer and I am a novice
on most programs.

2. My typing skills are:
a. Very good.
(Ob. Average.
(Oc. Very bad. I don't enjoy typing.

3. When asked to use computers or other new technologies:
Oa. I am excited about trying things out and learning new
skills
Ob. I am a little nervous but I try things out anyway.
(Oc. I feel anxious and try to avoid doing it.

4. Given my busy schedule, the amount of time I have to
devote to an online class is:
Oa. 9 to 12 hours per week
Ob. 4 to 8 hours per week
c. 0 to 3 hours per week



Online Readiness Questionnaire

5. I would classify myself as someone who:
Qa. Jumps in and gets things done ahead of time.
Ob. Need some reminding to get things done on time.
(Oc. Procrastinates and put things off until the last minute.

6. I expect my instructors to:
Qa. Give me written feedback so I can improve my course
performance.
b. Give me written feedback with some oral explanation to
help me clarify some points.
Oc. Talk to me so I can really understand the material.

7. I expect my instructors to:
a. Give me comments within a week so I can review what
I did.
b. Give me comments within a day or two or I forget what
I did.

Qc. Give me comments right away or I get frustrated.

8. Who is most responsible for my learning and academic
success?
Oa. I am ultimately responsible.
Ob. My teacher and I share equal responsibility.
Oc. My teacher is the most responsible for what and how
much I learn.



Online Readiness Questionnaire

9, When it comes to asking questions...
Oa. I am comfortable approaching an instructor for
assistance.
Ob. I am a little uncomfortable but I understand that is part
of understanding the course.
Oc. I rarely ask for assistance even when I know I need it.

SCORE: 0

If you scored 36 to 45 points you are ready to
take an online course and you should do well
in a learner based environment.

If you scored 27 to 35 points, an online
course may work for you but you might need
to make some adjustments in your schedule
and study habits.

If you scored below 27 points, an online
course is probably not the best alternative for
you at this time.



The following are the guidelines for online courses offered at Neosho County Community College.
These were researched and compiled from best practices.

COURSE OVERVIEW AND INTRODUCTION

Navigational instructions make the organization of the course easy to understand.
e Acourse "tour"
e Clear statements about how to get started in the courses
e« A"Scavenger hunt" assignment that leads students through an exploration of the different areas of the course areas.
¢ Required face-to-face meeting
e« Phone call

A statement introduces the student to the course and to the structure of the student learning.
« The course schedule (self-paced, following a set calendar, etc.)
« Course sequencing, such as a linear or random order
« Types of activities the student will be required to complete (written assignments, online self-tests, participation in the
discussion board, group work, etc.)
e Course calendar with assignment and test due dates
« Preferred mode of communication with the instructor (email, discussion board, etc.)
¢ Preferred mode of communication with other students
e Testing procedures (online, proctored, etc.)
¢  Procedure for submission of electronic assignments
s Make available in several formats and locations

Netiquette expectations with regard to discussions and email communication are clearly stated.
e Rules of conduct for participating in the discussion board
e Rules of conduct for email content
e “Speaking style” requirements, (i.e. use of correct English required as opposed to net acronyms)
e Spelling and grammar expectations.

The self-introduction by the instructor is appropriate.
« Information on teaching philosophy
e Past experiences with teaching online classes
e Personal information such as hobbies, etc.
¢ A photograph

Students are requested to introduce themselves to the class.

The student introduction helps to create a supportive learning environment and a sense of community. Students are asked to
introduce themselves and given guidance on where and how they should do so. Instructors may ask students to answer specific
questions (such as why they are taking the course, what concerns they have, what they expect to learn, etc.) or may choose to let
the student decide. Instructors may provide an example of an introduction and/or start the process by introducing themselves.

Minimum technology requirements, minimum student skills, and, if applicable, prerequisite
knowledge in the discipline, are clearly stated.
Technology requirements may include information on Hardware, Software and plug-ins, ISP requirements.

Examples of technology skills may include the capability to:

e Use email with afttachments

¢  Save file in commonly used word processing program formats (e.g. MS Word)
e Use MS Excel or other spreadsheet programs

Discipline knowledge prerequisites should include academic course prerequisites.
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