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Dear New Employee:

Welcome to Anoka Technical College! We are glad you decided to join us on our journey to
provide innovative career and technical education to help our students and communities live
and learn well.

Like any great adventure, having a plan in place helps us stay the course. At Anoka
Technical College we are guided by our mission, visionaudlgesls at the local level,
and by the mission and visidrifee Minnesota State Collegesldniyersities system at the
state level. We haveatedrhe Guide help you succeed because starting a new job
should be a rewarding experience, not kel

At Anoka Technical College we believe individual and institutional integrity is the keystone

in our quest to advance our strategic plan. Woven throughout our institution is a
commitment to orgoing professional growth and honest and truthfuincomcations. As

you navigate your way around the College and learn your way through your new job, let us
know how we are doing. If you need informatiowe di dndt ibook, pleadee i n t h
let our Human Resources department know.

Please notthat the mformation included in this gummk isgeneraiformaticebout the

College. It should not be construed as an employment contract between you and the
College. We have made every effort to ensure the information is accurate and timely;
howeveyr information is subject to change. If you have any questions, please feel free to
contact the Human Resources Department at extension 4706.

Again, | welcome you. | wish you great success in your new position at Anoka Technical

College.

Warmly,

Anne Weyandt
President
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No matter how you say it Anoka Technical College welcomes many

students and employees from different cultures and ethnicities. As a
new employee of Anoka Tech we welcome you and hope that your

work experience here provides you the opportunity to live and learn

well in your community.

Anoka Technical College s a vital student -and community -focused
institution, providing the finest career and technical educati onin
Minnesota . We work toward the MNnSCU goals by advancing our
mission to provide innovative career and technical education to help

our students and communities live and learn well.

As an employee of Anoka Tech you are an employee of the State of

Minnesota working i n the Minnesota State Colleges and Universiti es
system (MnSCU). You serve one of 53 colleges enrolling over 173,000
students! You are now part of the 6 ™ Jargest higher education system

in the count ry!

The law creating MnSCU was passed by the Minnesota Legislature in

1991 and went into effect July 1, 1995. The law merged the state of
Mi nnesotadbds colleges, universities,
schools. MnSCU is a system of distinct and coll aborative in stit utions

offering higher education throughout Minnesota. The MnSCU vision is
to enable the people of Minnesota to succeed by providing the most
accessible, highest value education in the nation. That vision is driven
by the MnSCU missionto  offer higher education that meets the
personal and career goals of a wide range of individual learners,
enhances the quality of life for all Minnesotans and sustains vibrant
economies throughout the state.
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Our Vision: A vital student and community focused institution, providing
the finest career and technical education in Minnesota.

Our Values

Learning
Respect
Openness
Diversity
Innovation
Excellence

Integrity

Our Goals

Expand Delivery Strategies

Support Student Readiness and Seamless Transitions
Improve Student Support

Address Affordability

Meet Diverse Community Needs

Focus Institutional Advancement

Become an Employer of Choice

Catalyze K -12/Career and Technical Education
Collaboration

Our commitment to cultural

diversity

Anoka Technical College is committed to
creating a posi tive, supportive
environment that welcomes diver se
opinions and ideas from  students,
faculty and staff . The college will not
tolerate racism, harassment, or any
derogatory remarks about race, sexual
orientation, religion, class, gen der or ph ysical limitations. Anoka
Technical College believes the best and most effective learning
environment for tomorrowds | eaders is a mul:t
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Ou r commitment to
institutional integrity
The c ollege is dedicated
to helping every learner
acquire the essential
knowledge, skills and
attitudes to be
successful. Anoka Tech
recognizes that ethical
behavior creates an
effective learning
environment and helps
the students and the
B - " institution accomplish
their goals. The college defines integrity a s the responsibility to deliver
education and services as promised. Equitable treatment of all people
involved with the college is fundamental to the integrity of Anoka
Technical College.
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Our commitment to YOU

The college is dedicated to  creatinga work environment
that honors and promotes the Anoka Tech mission, vision,
values and goals . We are committed to conducting all
personnel and educational activities without regard to race,
sex, color, creed, religion, age, national origin, marital status,

disability, status with regard to public assistance, sexual orientation,

or membership or activity in a local commission as defined by law.
Personnel activities include, but are not limited to: recruitment,

selection, placement, employee development, prom otion, retention,
compensation, leaves of absence, disciplinary action, transfer,

demotion, termination, and layoffs affecting all employees and job
applicants. Anoka Tech will not tolerate discrimination on the basis of
these protected class categories in accordance with all state and
federal equal opportunity/affirmative action laws, directives, orders

and regulations.
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“ New Employee Checklist 4

This checklist acts as a prompt for you and your supervisor to ensure you are given the -
information you need for a successful start at Anoka Technical College! ANOKA

TECHNICAL COLLEGE

V YOUR NEWJOB
H ACKNOWLEDGMENT OF @KA TECHNICAL COLLEROLICIES FORM

|
|| EMPLOYEE HANDBOORU®ENT HANDBOOK |
| || POSITION DESCRIPTIGND EXPECTATIONS |
| || ORGANIZATIONAL CHARKD STAFF DIRECTORY |
||| BARGAINING UNITS |

V' NAVIGATING ANOKA TECHNICAL COLLEGE
| MAP OF THE COLLEGE

| |
" || PARKING SERVICES

- [ KEYS ‘
|| STAFF ID ‘
| |
| |
| |

| EXPERTS LIST: WHO CALL FOR HELP!
| SECURITY AND SAFENFORMATION

| WEATHER EMERGENCY

V' COMMUNI CATIONS AND TECHNOLOGY
H ANOKA TECH NETWORK

| |
| || voicE maIL |
|| EmAIL |
| || MAIL ROOM/COPY MACNES |
| |
| |

H SHARED DRIVES, PERSIODRIVE, ONLINE RS
H TECH TALK BULLETIN

V DEPARTMENT RULBSENOR
H STAFRWORK HOUR, VACATION AND SIQKEAVE

| |
| || STAFF TIMEHEET PROCEDURES |
| || FACULTY INFORMATION |
| |
| |

H ANTIDISCRIMINATION PONIC
H TELEPHONE POLICY

GENERAL DIRECTIONS
|| PURCHASIN®GND SUPPLIES

| |
| || SCHEDULE OR RESERWROOM |
| |l WORK ORDERS |
| |
| |

| AUDIO VISUALTECHNOLOGYREQUESTS
| COMMUNICATIONBEQUESTS
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Your New Job

e Acknowledgment of Anoka
Technical College Policies Form

e Employee Handbook

e Student Handbook

e Position Description

e Organizational Chart and Staff
Directory

e Bargaining Units

Jan. 14, 09
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As part of the New Employee Orientation process, all new employees are expected to review
certain Anoka Tech, MnSCU and State of Minnesota policies, procedures, and documents within
their first ten days of employment.

During your orientation you will be given this Acknowledgment form to sign. By signing this form,
you have agreed to review the listed policies and information and the Anoka Tech Employee
Handbook within ten days of your hire. This Acknowledgment form will be kept permanently in
your personnel file.

The following policies of Anoka Technical College, Minnesota State Colleges and
Universities, and the State of Minnesota have been provided to me:
1. Welcome to the We Educate Minnesota Video
2. Affirmative Action, Equal Opportunity & Harassment Policies
3. Workplace Violence Policy and Prevention Plan
4. Public and Private Data
5. Americans with Disabilities Act
6. Family Medical Leave Act
7. Workers Compensation
8. Code of Ethics
9. Electronic Technology Policies
10. Weather and Emergency Closings
11. Nepotism Policy
12. Department of Employee Relations Information:
a. Alcohol and other Drug Use by State Employees
b. Aids and State Employment
c. Employee Assistance Program
d. Statewide Policy on Sick Leave
e. Health Promotion Program
f. Orientation Handbook for State Employees
13. Employee Benefits
14. Anoka Technical College Information:
Strategic Plan
b. Smoking Policy
c. Union Information
d. Current Academic Calendar
e. Campus Maps and Direction

o

Employee Name (Print) Employee Signature Date
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Policy Links:

1. Welcome to the We Educate Minnesota Video
http://www.hr.mnscu.edu/streamvideo/orientation/index2.html

2. Affirmative Action, Equal Opportunity & Harassment Policies
https://www.revisor.leg.state.mn.us/rules/?id=3905.0100
http://www.mnscu.edu/board/policy/1b02.html
http://www.mnscu.edu/board/policy/1b03.html
http://www.mnscu.edu/board/procedure/1b03p1.html

3. Workplace Violence Policy and Prevention Plan

4. Public and Private Data
http://www.mmb.state.mn.us/hr-data

5. Americans with Disabilities Act
http://www.mnscu.edu/board/procedure/1b0pl.html
http://www.mnscu.edu/board/policy/1b04.html

6. Family Medical Leave Act
http://www.mmb.state.mn.us/doc/persl/fmlapolicy.pdf

7. Workers Compensation
http://www.sema4.state.mn.us/htmldoc/eng/webhelp/PAY0027/Determination of
Leave Supplements Correction of Workers Compensation Overpayments P

olicy.htm

8. Code of Ethics
https://www.revisor.leg.state.mn.us/statutes/?id=43A.38
http://www.mnscu.edu/board/procedure/1cOpl.html

9. Electronic Technology Policies
http://www.mnscu.edu/board/policy/522.html

10. Weather and Emergency Closings
http://www.mnscu.edu/board/policy/404.html

11. Nepotism Policy
http://www.mnscu.edu/board/policy/410.html

12. Department of Employee Relations Information:
http://www.mmb.state.mn.us/policies-state
a. Alcohol and other Drug Use by State Employees
b. Aids and State Employment
c. Employee Assistance Program
d. Statewide Policy on Sick Leave
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e. Health Promotion Program
f. Orientation Handbook for State Employees

13. Employee Benefits
www.state.mn.us/employee

14. Anoka Technical College Information:
a. Strategic Plan
http://www.anokatech.edu/generic/missionvisionandvalues/

b. Smoking Policy
c. Union Information
http://www.mmb.state.mn.us/ag-serv/comp

d. Current Academic Calendar
http://www.anokatech.edu/current students/policies/collegecalendar.html

e. Campus Maps and Directions

Jan. 14, 09
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! Anoka Technical College Employee Handboo k

N =/, Youwill receive a hard copy of the Anoka Technical College

\// Employee Handbook. Future copies and updated
information can be obtained on our Web site at
www.anokatech.edu

/A

In the Anoka Technical College = Employee Handbook is information
regardin g the conduct and conditions of your employment relationship
with Anoka Technical College. Itis your refe rence guide to
understanding Anoka Technical College policies and procedures.

As stated inthe  Acknowledgme nt of Anoka Technical College Policies
form , it is your responsibility to read this information. By signing thi
form, you have agreed to read the Anoka Technical College Employee
Handbo ok within two weeks of your hire. You have also agree dto
follow the ethical standards and conduct business in a mann er that is
in alignment  with Anoka Tech nical College policies.

Anoka Technical College Student Handbook

You also have a copy of the student h andbook. This

handbook is your reference guide to understanding our

commitment to our students . It provides the policies and
procedures we use to work together to create a student and
community focused environmentthat  provides innovative career and
technical education to help our students and communitie s live and
learn well.

If you need future copies of the student h andbook you can download
the information from our Web site at
www.anokatech.edu/current_students /policies/handbook/StudentHand

S

book.pdf .

Organizational Chart and Staff Directory

You can access a curre  nt organizational chart and staff

directory onour W eb site at
www.anokatech.edu/generic/OrgChartsATC091108.pdf

Jan. 14, 09
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Bargaining Units

Minnesota public employment labor relations are governed

by the Public Employment Labor Relations Act,

Minn.Stat. 179A . The ultimate goal of the State of

Minnesota and its employees is to provide excellent public

service that guarantees no harm toetycitizenos
and welfare.  Employees are in a designated bargaining unit or

contract plan based on their pos ition.

The Labor Relations Division of the Minnesota Management & Budget
agency negotiates on behalf of all Minnesota state agencies, including
MnSCU. These negotiations occur biannually. The terms and

conditions agreed on become the current collectiv e bargaining unit
contracts. These contracts spell out the ter ms and conditions of
employment, including salary and benefits.

The bargaining units for Anoka Tech employees are:

American Federation of State, County & Municipal Employees
(AFSCME)

AFSCME represents clerical, maintenance, service &
technical/paraprofessionals in classified positions.

Web site: www.afscmemn.org

Anoka Tech Representatives:

Commi ssioner 6s Pl an

The Commi ssionerds Plan represents empl oyees
by a collective bargaining agreement and those employees with limited

appointments.

Jan. 14, 09 12
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Minnesota Association of Professional Employees (MAPE)

MAPE represents classified and unclassified professional employees
who perform a myriad of professional services from accounting to
zoology. MAPE is the largest state bargaining unit and has
approximately 9900 employees.

Web site:  www.mape.org

Anoka Tech Representatives:

Rick Nelson (MAPE) (651) 287 -8753

Middle Management  Association (MMA)
MMA represents classified and unclassified supervisory employees.

Web site: www.midlemanagementassn.org
Contact (651) 222 -3811

Minnesota State College Faculty (MSCF)

MSCF represents unclassified community and technical college faculty.
Web site: http://mscf.educationminnesota.org

Anoka Tech Representatives:

Nancy Gale 4916
Tamara Thell 4964

Minnesota State Colleges & Universities A dministrators

MnSCU Administrators

Represents: Administrators of MNSCU Personnel Plan

Web site:  http://www.hr.mnscu.edu/LR/Contracts/adminPlan05 -07/adminPlan.pdf

Jan. 14, 09
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&

Navigating
Anoka Technical College

e College Map

e Parking Services

o Keys

e Staff ID

e Security and Safety Information
e \Weather Emergency

e Experts List: Who to call for help!

Jan. 14, 09
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Parking

Faculty, staff, administratorsands  tudents may park
in any of the Anoka Tech parking lots. Please
observe the parking restrictions indicated by signs or
yellow curbs. Disability parking permits are issued by

the State of Minnesota. You must have a disability permit to park in

areas designated for disability drivers. Visitor parking ar eas are for
visitors only T not for students or staff. Parking i s prohibited on
campus from 2 i 6a.m. Parking violators will be ticketed and towed.

Remember to keep your car locked. The college is not responsible for

items stolen from vehicles or damag e to vehicles p arked inthe parking
lot. Please reportany  suspicious activity to the security office r or the
administrator on duty.

Parking Access Fees:

Parking access fees are used to provide parking lot renovations and

repair, ou tdoor lighting, snow  removal, campus security and other
services . T he fee is determined annually. The access fee f or the
academic year 2009 is $105 for full -time employees. Students and
faculty pay $3.50  per credit not to exceed $105 . Fees are prorated to
your hire d ate within the academic year. You can choose one of three
deduction plans: biwe  ekly, annually or biannually. The Authorization
for Parking Access Payroll Deduction formis inthe Human Resource
Department. Forms must be completed before your first payche ck can
be processed.

Keys

Prior to your first day of work your hiring manager will ensure
you have all the keys that you need. If you need other keys

you must submit a work order to the facilit ies department.
Please allow 24 hour s for keys to be deliv ered.

Report lost keys immediately to your supervisor.

Staff ID

On your firstday  you will have your photo taken for your
Anoka Tech Employee ID at the Academic Resource Center
(ARC) information desk . This ID is your access to the copy
machines and other institutional services. It also serves as your

official identification as an employee and sho uld be worn at all times
for security purposes.

Jan. 14, 09

16



_{Ek Security and Safety Information
Campus Security can be reached at (61 2)-819-4585. This
%3 is a cell phone number that can be used during day and
" evening hours. If you have an emergency or security issue
and vy ou reaca rcanmpus security, dial9 -1-1.

There is an evening administrator and an information specialist on
duty to serve your needs. T  he information specialist is at extension
4766.

If you would like an escort to your car in the evenings, contact the
evening security at (612 )-819 -4585.

Anoka Technical College does not tolerant harassment of any kind.

For more information regarding harassment and/or how to file a

complaint see the Anoka Technical College Employee Handbook. You

can find the handbook online at www.anokatech.edu . Also, check your
bargaining unit contract for detailed information within the context of

your bargaining unit.

Anoka Technical College has a memorandum of agreement with the

Anoka -Hennepin Independent School District #11 prohibiting

possession of pistols and other dangerous weapons on sch ool property
The college President may grant exemptions

Anoka Tech will operate in spite of severe cold and
snowstorms in much the same way that industry would
continue to operate. The official source of information is
radio station WCCO -AM 83 0. The college voice mail messaging system
will have a recorded message if there are any changes in the hours of
operation. The voice mail number is (763) 576 -4700.

%% Weather Emergency

Fire Emergency
Fire drills will be held period ically during the school year. The
warning si gnal is an announcement over the public address
system . Evacuate your work area the direction indicated on
the college map. Everyone must be atleast 100 feet way from the
buildings. Do notre -enter the building until the all clear is given.

Jan. 14, 09
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Absence Line
Academic Affairs

Accounts Payable
Accounts Receivable
Admissions

Affirmative Action
AFSCME Union Rep

Audio Visual

Benefits Questions

Books (for students)
Cafeteria

Communications
Computer Help Desk
Copy Center/Mailroom
Corporate Center
Counseling (for  students)
Disability/Accommodations
Discrimination

D2L

Diversity

Expense Reports

Faculty Contracts:
(extension/adjustments)
Faculty Prof Development

Financial Aid
Foundation
Harassment
Human Resources

ID Badges

(staff and students)
Information

(day and evening hours)
Job Placement MN

Jan. 14, 09

Voice Mail

John Cacich, VPAA&SA
Bette Clemenson
Kathleen Doty

Marlys Fleisher
Nicole Toomey

MaryAnn Jackels
Diane Eva ns
Marybeth Christenson

Mary Falk

Deb Graphenteen
Nicole Toomey
Russ Dugger

Bonnie Balabon

Susan Brettschneider
Lancer Mgmt Services
Bobbie Dahlke

IT Sta ff

Deb Kleinman

David Jeffrey

Kevin Lindstrom

Tim Sk aja

Marybeth Christenson
Diane Roberts -Lethaby
Marybeth Christenson
Nancy Schwendeman

Bette Clemenson
Kathleen Doty
Tom Reid

Financial Aid Office
Cheryl Kish
Marybeth Christenson

Marybeth Christenson
Bonnie Balabon
Dixie Hodgkins

Nicole Rawski

Information Desk

Fredi Ketchum

(763 )576 -5902

4707
4705
4911
4721

4894

4970
4850
4706

4733
4876
4774
4728

4716
4819
4888
4994
4736
4832
4957
4749
4747
4706
4735
4706
4914

4705
4911
4905

4760
4755
4706

4706
4716
5905
4766

4766

4783
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Question

Licensure (faculty)
Original or renewal
Lost and Found

Maintenance and
Plant Operations:
Institutional Services
MAPE Union Rep

Marketing (see
communications)
Monitors

Electronic Bulletin Boards
MSCF Union Rep

MSRS (MN State
Retirement System
Multiculutural Student
Center

Payroll and Payroll
Deductions
Peer Tutor Program

PERA (Public Employees
Retirement Assoc.)
Phones (problems/repair)

Purchasing
Records/Registration

Reservations 1 ATC
Vehicles

Reservations 7 Rooms,
Auditoriums, Classrooms,
Conference Rooms

Scheduling (courses)

Security
Shipping/Receiving
Student Senate
Testing Center

Transcripts
Transferring Credits In

TRA (Teachers Retirement
Assoc.)
Tuition

Vet erands Rep

(registration)
Work Study

Jan. 14, 09

Contact Person
Marybeth Christenson

Wendy Meyer

Greg Kimball

Mary Allenson

Rick Nelson (MAPE)

Bobbie Dahlke
Marketing: Work Order

Nancy Gale
Tamara Thell
General Information

Kimber ly Roan
Nancy Schwendeman

Julie Packer
General Information

Technology Services
Pam Mogenson
Registration Office
Online 1 e-malil
Mary Allenson
Online 1 e-mail
Jean Boxwell

Jean Boxwell
Mary Allenson
Cell phone

Deb Kleinman
Student Senate Office

Ginny Keifenheim
Tim Skaja

Angie Homan
Linda Eischens

General Information

Nicole Toomey
Sharon Hoel

Financial Aid

Extension
4706

4700

4799
4899
4830
(651) 287 -8753

4994
4994

4916
4964
(651) 296 -2761

4813
4914

4794
(651) 296 - 7460

4736
4723
4770
4830

4714

4714
4830
(612) 819 -4585

4832
4847

4761
4747
4769

4770
(651) 296 -2409

4898
4768

4760
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