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Introduction 

Institutional Overview 

Introduction Video: https://www.youtube.com/watch?v=HtKlpZvov4g&feature=youtu.be 

The College of Southern Idaho (CSI), a comprehensive community college, represents a shared vision 
and a collaborative effort of the citizens of South-Central Idaho. In 1963, the Idaho Legislature passed 
the Junior College Act, which provided for the establishment of junior college districts. Twin Falls County 
voted to form a junior college district in November 1964. The following year Jerome County citizens 
voted to join the junior college district. The institution was initially accredited in 1968 and has had its 
accreditation continuously reaffirmed since then. 

Located in South-Central Idaho, CSI serves an eight-county region known as the Magic Valley. CSI is 
funded by a two-county (Jerome and Twin Falls) community college district, student tuition and fees, 
and state allocations and is under the direction of a locally elected five-member Board of Trustees in 
cooperation with the Idaho State Board of Education. The Board of Trustees hired Dr. James L. Taylor as 
the first President of the College of Southern Idaho. He served as president until his death in November 
of 1982. Gerald R. Meyerhoeffer became president in 1983 and Dr. Gerald Beck became CSI’s third 
president in 2005. Dr. Jeff Fox was selected as the College of Southern Idaho’s fourth president in 2014, 
and Dr. L. Dean Fisher became the fifth president of the College of Southern Idaho in June of 2020.  

In addition to its 315-acre main campus located in Twin Falls, CSI has educational centers in the nearby 
cities of Burley, Gooding, Jerome, and Hailey. CSI’s fall 2020 FTE was 3,476 with an unduplicated 
headcount of 7,585. Almost half of those students were still in high school and were taking college 
courses through the college’s Early College program. The college offers more than 110 completion 
options within over 80 associate degree and certificate programs, serving students in both career-
technical and transfer education. In 2019, the college launched the first community college Bachelor of 
Applied Science (BAS) degree in the state of Idaho, a BAS in Advanced Food Technology. The college also 
offers Adult Basic Education (ABE), English as a Second Language (ESL), and basic skills courses for 
students requiring pre-college-level work. Faculty teach in a variety of modalities including in traditional 
face-to-face classrooms, hybrid courses, online (both synchronously and asynchronously), and on the 
college’s two-way microwave television system. CSI partners with sister public post-secondary 
institutions in Idaho, which offer over 50 bachelors, masters, and terminal degrees for students on the 
CSI campus or online. CSI is also active within its community, offering various enrichment courses, 
cultural and athletic events, business partnerships, and supporting economic development.   

CSI hosted its last full-scale NWCCU visit in 2015. The college has submitted Year One, Mid-Cycle, and 
Ad-Hoc reports around its BAS and outstanding recommendations during its current accreditation cycle. 
CSI has no outstanding recommendations. This Policies, Regulations, and Financial Review (PRFR) Report 
marks the college’s continued participation in the seven year accreditation cycle and is submitted in 
preparation for an upcoming Evaluation of Institutional Effectiveness (EIE) report and visit in spring 
2022. 

  

https://www.youtube.com/watch?v=HtKlpZvov4g&feature=youtu.be
https://www.csi.edu/default.aspx
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Mission Fulfillment 

The mission of the College of Southern Idaho is “to provide quality educational, social, cultural, 
economic, and workforce development opportunities that meet the diverse needs of the communities 
we serve.” (Adopted by the College of Southern Idaho Board of Trustees on January 19, 2016) 

The College of Southern Idaho’s institutional assessment process, used for measuring mission 
fulfillment, is grounded in the institution’s strategic plan which is comprised of the college’s mission and 
core themes, core theme objectives, performance measures, and comparison benchmarks.    

The College’s current plan is built around three core themes of Community Success, Student Success, 
and Institutional Stability. Individually, these core themes manifest the essential elements of the 
college’s mission and collectively they encompass that mission.   

• Core Theme One – Community Success:  As a community college, we are committed to 
responding to the diverse needs of the communities we serve and to improving the quality of 
life of the members of those communities. 

 
• Core Theme Two – Student Success: As an institution of higher education, we exist to meet the 

diverse educational needs of the communities we serve.  Above all institutional priorities is the 
desire for every student to experience success in the pursuit of a quality education.   

 
• Core Theme Three – Institutional Stability: Sustainable community and student success can only 

come from a solid institutional foundation.  The stability of our institution is dependent upon 
ensuring that we have adequate capacity and resources to ensure the effectiveness of our 
operations. 

The college’s planning and assessment processes, integrated with these core themes, ensure that the 
college is able to meet its vision of improving the lives of those impacted by its services and is able to 
meet its mission as a comprehensive community college. Assessment is measured through comparison 
of data against benchmarks established for performance measures tied to each objective within the 
college’s strategic plan. These performance measures are a combination of direct measures, indirect 
measures, and, in some cases, are simply an acknowledgement of having accomplished activities critical 
to the objective. Results are reported to the campus annually via a Mission Fulfillment Scorecard. In 
each case, the assessments collectively provide a snapshot of the health and vitality of the college and 
of its status in the continuous process of fulfilling its mission.   

 

Eligibility Requirements 

The College of Southern Idaho attests that it meets the 2020 Eligibility Requirements for Accredited 
Higher Education Institutions. 

 

 

 

https://www.csi.edu/_files/pdf/institutional-effectiveness/scorecard-fy19-final.pdf
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Standard Two – Governance, Resources, and Capacity 

The institution articulates its commitment to a structure of governance that is inclusive in its planning 
and decision-making. Through its planning, operational activities, and allocation of resources, the 
institution demonstrates a commitment to student learning and achievement in an environment 
respectful of meaningful discourse. 

2.A Governance 

2.A.1 The institution demonstrates an effective governance structure, with a board(s) or other 
governing body(ies) composed predominantly of members with no contractual, employment 
relationship, or personal financial interest with the institution. Such members shall also possess clearly 
defined authority, roles, and responsibilities. Institutions that are part of a complex system with 
multiple boards, a centralized board, or related entities shall have, with respect to such boards, 
written and clearly defined contractual authority, roles, and responsibilities for all entities. In addition, 
authority and responsibility between the system and the institution is clearly delineated in a written 
contract, described on its website and in its public documents, and provides the NWCCU accredited 
institution with sufficient autonomy to fulfill its mission. 

The College of Southern Idaho is governed by a volunteer five-member Board of Trustees elected from 
within Twin Falls and Jerome Counties for staggered, four-year terms. Each Board member represents 
one of five specific zones within the Community College District and has legal residence in the Zone in 
which they represent. Additional information about the current College of Southern Idaho Board of 
Trustees Members can be found on the Board of Trustees webpage. 

Trustees derive their authority from and hold office in accordance with the general powers outlined in 
State of Idaho Code. The Board of Trustees is subject to the provisions of the Constitution of the State of 
Idaho, the rules and regulations of the Idaho State Board of Education as they apply to community 
colleges, and compliance with Idaho’s Open Meeting Law. Board practice is governed by the CSI Board 
of Trustees Policies which are published on the college’s public webpage. Policy BP.04 states that 
employees of the college cannot serve as a member of the Board and policy BP.10 states that no Board 
member shall use their position on the Board of Trustees to acquire any personal gain from dealings 
with the college. The responsibilities of the Board and individual Board members are clearly articulated 
in Board of Trustees Policy BP.08. The Board meets monthly on the third Monday of the month. Agendas 
and minutes are posted publicly online and in a public space of the Taylor Administration Building on the 
main campus. The Board’s role in the formal approval of institutional policies and procedures, as well as 
the annual review of existing policies and procedures, is outlined in Section 1.03 of the CSI Employee 
Policies and Procedures Manual.   

While the College of Southern Idaho is subject to general oversight by the Idaho State Board of 
Education, the leadership role of the locally elected Board of Trustees in clearly delineated in Idaho 
State Board of Education Policy I.A.I which states that, “North Idaho College, College of Eastern Idaho, 
College of Southern Idaho and College of Western Idaho operate in accordance with policies established 
by their respective boards of trustees, except for state appropriations requests and other matters 
governed by the State Board of Education. For the purposes of these governing policies and procedures, 
North Idaho College, College of Eastern Idaho, College of Southern Idaho and the College of Western 
Idaho are excluded from coverage unless included by reference.” In order to stay abreast of actions 

https://www.csi.edu/about/board-of-trustees/default.aspx
https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH21/SECT33-2107/
https://legislature.idaho.gov/statutesrules/idconst/
https://legislature.idaho.gov/statutesrules/idconst/
https://boardofed.idaho.gov/board-policies-rules/board-policies/higher-education-affairs-section-iii/coverage/
https://www.ag.idaho.gov/content/uploads/2018/04/OpenMeeting.pdf
https://www.csi.edu/_files/pdf/about/board-trustees/board-policies/boardpolicies.pdf
https://www.csi.edu/_files/pdf/about/board-trustees/board-policies/boardpolicies.pdf
https://www.csi.edu/about/board-of-trustees/agendas/default.aspx
https://www.csi.edu/about/board-of-trustees/minutes/default.aspx
https://boardofed.idaho.gov/
https://boardofed.idaho.gov/
https://boardofed.idaho.gov/board-policies-rules/board-policies/general-governing-policies-procedures-section-i/a-policy-making-authority/
https://boardofed.idaho.gov/board-policies-rules/board-policies/general-governing-policies-procedures-section-i/a-policy-making-authority/
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under consider or taken by the Idaho State Board of Education, the college President, Provost, and Vice 
President of Administration and Finance meet bimonthly with the Idaho State Board of Education and 
monthly with various Idaho State Board of Education subcommittees. 

2.A.2 The institution has an effective system of leadership, staffed by qualified administrators, with 
appropriate levels of authority, responsibility, and accountability who are charged with planning, 
organizing, and managing the institution and assessing its achievements and effectiveness. 

The President leads the College of Southern Idaho. The President’s Cabinet serves as the primary 
advisory body to the President and consists of the Provost, the Vice President of Student Services, the 
Vice President of Finance and Administration, the Chief Information Officer, the Director of Human 
Resources, the Athletic Director, the Executive Director of the CSI Foundation, the Public Information 
Officer, the Dean of Innovation and Success, the Dean of Institutional Effectiveness and Communication, 
and a rotating member of the Faculty Senate Executive Committee. 
 

Name Title Education 
Dr. L. Dean Fisher President Ed.D., Gwynedd Mercy University 

MA, University of Central Oklahoma 
BA, University of Central Oklahoma 
AA, Rose State College 

Dr. Todd Schwarz Provost Ph.D., University of Idaho 
MS.Ed., Boise State University 
BS.Ed., University of Idaho 
AAS, College of Southern Idaho 

Dr. Michelle Schutt Vice President of Student Affairs Ph.D., Colorado State University 
MS, St. Cloud State University 
MS, Emporia State University 
BS, Upper Iowa University 

Jeff Harmon Vice President of Administration M.Ed., University of Idaho 
BBA, Boise State University 
AA, College of Southern Idaho 
CPA 

Kevin Mark Chief Information Officer BA, Northwest Nazarene University 
Eric Nielson Director of Human Resources BBA, Boise State University 

AA, College of Southern Idaho 
Joel Bate Athletic Director MA, University of Idaho 

BS, Boise State University 
Brandi Turnipseed Executive Director of the CSI 

Foundation 
MET, Boise State University 
BBA, Idaho State University 
AA, College of Southern Idaho 

Kimberlee LaPray Public Information Officer MS, Idaho State University 
BS, Idaho State University 
AA, College of Southern Idaho 
AAS, College of Southern Idaho 

John Hughes Dean of Innovation and Success Graduate Study, University of Idaho 
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MS, University of Utah 
BS, University of Utah 
AA, College of Southern Idaho 

Chris Bragg Dean of Institutional 
Effectiveness and 
Communication 

MA, Boise State University 
BA, Boise State University 
AA, College of Southern Idaho 

Sarah Renaldi Instructor, Allied Health 
Faculty Senate Executive 
Committee Representative 

MS, University of Idaho 
BS, University of Idaho 
RDN, Idaho State Board of Medicine 
LD, Idaho State Board of Medicine 

 
Additional levels of administration exist in various areas of the college as needed to ensure mission 
fulfillment (deans, directors, coordinators, and department chairs). Together, these individuals are 
responsible for planning, organizing, and managing the institution and assessing its achievement and 
effectiveness. That said, explicit authority for planning and general institutional assessment resides in 
the Office of Institutional Effectiveness and Communication. Responsibility for assessment of student 
learning resides with the Office of the Provost and the faculty of the college. 
 
The college participated in the Chronicle of Higher Educations Great College’s To Work For campus 
survey during the spring of 2018 and again during the spring of 2019. Results from both survey periods 
indicated some dissatisfaction within the categories of Senior Leadership, and Faculty, Administration, 
and Staff relations, with results in both categories coming in below national averages on the survey 
instrument. In response to these results, an institution-wide call was made for volunteers to serve on a 
college task force that reviewed the survey data and submitted recommendations to college 
administration regarding how the effectiveness of senior leadership could be improved and how 
relations could be strengthened. Recommendations from the original 45-member task force were 
forwarded to President Jeff Fox in December of 2018 for review. Many of the concerns and 
recommendations revolved around a perceived lack of communication and shared decision making on 
campus. Some recommendations from the task force designed to provide more consistent 
communication were immediate adopted, including the recording and posting of President Fox’s “First 
Friday” campus meetings, campus wide sharing of all press releases distributed by the college, and a 
renewed effort to acknowledge and celebrate positive accomplishment and “good news” at the college.   
 
A smaller Shared Governance and Communication Task force was also created to deal specifically with 
the implementation of recommendations in those areas. That group met for several months and 
submitted its final recommendations in the spring of 2020, just as the college was shifting to remote 
work in light of the COVID-19 pandemic and just as President Fox was preparing to retire from the 
college. Upon his arrival, President Fisher was provided with the work that had been done by the various 
task forces and immediately adopted additional measures targeted at improving communication and 
transparency. These included the expansion of President’s Cabinet to include a member of the Faculty 
Senate Executive Committee, the Athletic Director, the Public Information Officer, and the Executive 
Director of the CSI Foundation. President Fisher also began publishing “President’s Notes,” a presidential 
newsletter that is released campus wide on Friday of each week. President Fisher continues to work to 
respond to the remaining recommendations of the task forces. While the college has decided to wait for 
President Fisher’s new policies and approaches to have time to become the norm before doing a general 
survey of the campus climate again, anecdotal information suggests that employees have appreciated 
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attempts by leadership to increase communication. 
 
2.A.3 The institution employs an appropriately qualified chief executive officer with full-time 
responsibility to the institution. The chief executive may serve as an ex officio member of the 
governing board(s) but may not serve as its chair. 

In July 2020, Dr. L. Dean Fisher was announced as the fifth president in the history of the College of 
Southern Idaho following the retirement of Dr. Jeff Fox. President Fisher was selected by the Board of 
Trustees at the conclusion of a national search. The Board engaged the services of the American 
Community College Trustees (ACCT) to conduct the search. 

President Fisher has almost 40 years of experience in higher education and has served in multiple varied 
roles that have prepared him well to assume his first college presidency. He began his career working as 
a student loan analyst for the Oklahoma State Regents for Higher Education in 1983, before moving to 
Rose State College (OK) in 1981. That began a 28 year career at Rose where he served as the Associate 
Registrar/Director of Admissions, Director of Financial Aid and Scholarships, Associate Vice President for 
Enrollment Management, and, finally, as the Vice President for Student Affairs and Enrollment 
Management. President Fisher left Rose in 2015 to serve as the Chief of Staff for Oklahoma 
Congressman Steve Russell in Washington, DC., before returning to higher education in 2017 and serving 
as the Provost at SUNY Corning Community College in New York, a position he held from June 2017-June 
2020. President Fisher holds and Ed.D. in Higher Education Administration form Gwynedd Mercy 
University, both an M.A. and a B.A. in History from the University of Central Oklahoma, and an A.A. in 
General Studies from Rose State College.  

President Fisher has full-time responsibilities to the college and serves as an ex officio member of the 
College of Southern Idaho Board of Trustees. 

2.A.4 The institution’s decision-making structures and processes, which are documented and publicly 
available, must include provisions for the consideration of the views of faculty, staff, administrators, 
and students on matters in which each has a direct and reasonable interest. 

As with any large institution, decision-making at the College of Southern Idaho occurs at various levels, 
depending on the scope and impact of the decision being considered. In the case of decisions having an 
institution-wide impact, various formal structures exist to ensure that faculty, staff, administrators, and 
students have the opportunity to provide input on matters in which they have a direct and reasonable 
interest. 

Policy changes are generally initiated in response to institutional changes and to recommendations 
made by college staff. Any employee or group of employees may make recommendations for new or 
revised policies. The process for input primarily relies on a structure of committees and advisory groups 
that meet regularly to discuss issues, recommend policy, and establish or revise curriculum. These 
committees include: 

• Instructional Council (Bylaws, sample agenda, sample set of minutes) 
• Curriculum Committee (Bylaws, sample agenda, sample set of minutes) 
• Professional and Classified Employees (PACE) (Bylaws, sample agenda, and sample set of 

minutes) and PACE Executive Committee (Sample agendas, sample minutes) 
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• Faculty Senate (Bylaws, sample agenda and sample set of minutes) and Faculty Senate Executive 
Committee (sample set of minutes) 

• Associated Students of the College of Southern Idaho (ASCSI) (Constitution, sample agenda, and 
sample set of minutes) 

Each of these organizations serves primarily as a representative advisory body which provides for the 
consideration of the views of faculty, staff, administrators, and students on matters in which they have a 
direct and reasonable interest. Each body meets at regular and consistent times throughout the year 
(primarily monthly) and conducts its business based upon a documented set of procedures and bylaws 
unique to each group. Recommendations from each group are forwarded to the appropriate 
administrative level for final approval.  

Institution-level procedures and policies are finalized by the President with further approval and review 
by the College of Southern Idaho Board of Trustees, where appropriate. The Board of Trustees meets 
monthly as published in a publicly available meeting schedule, and per the CSI Board of Trustees Policies 
and Procedures Manual which is also available on the college’s public website. Each Board meeting has 
an open forum session where students, staff, and community members are allowed to address the 
Board directly. Following approval by the Board of Trustees, the approved policy is added or changed in 
the CSI Employee Policies and Procedures Manual. 

The formal approval process for new institutional policies and procedures, as well as the annual review 
of existing policies and procedures, is outlined in Section 1.03 of the CSI Employee Policies and 
Procedures Manual. The Human Resource Department, in conjunction with campus departments, 
reviews and revises policies and procedures annually and recommends changes as necessary. All 
recommended revisions are available for consideration and input by the President’s Cabinet, the 
Professional and Classified Employee association, and the Faculty Senate. Policy revisions are also 
considered by the Associated Students of the College of Southern Idaho as appropriate. Final revisions 
are forwarded to the President and the CSI Board of Trustees for approval.  This process allows the 
Board of Trustees to regularly review and revise the policies and procedures of the College of Southern 
Idaho. The CSI Employee Policies and Procedures Manual was last reviewed by the CSI Board of Trustees 
in October 2019, with new and revised policies included. The annual review date has since been moved 
to June, and the next review by the Board of Trustees is set for its June 2021 meeting. 

2.B Academic Freedom 

2.B.1 Within the context of its mission and values, the institution adheres to the principles of academic 
freedom and independence that protect its constituencies from inappropriate internal and external 
influences, pressures, and harassment. 

AND 

2.B.2 Within the context of its mission and values, the institution defines and actively promotes an 
environment that supports independent thought in the pursuit and dissemination of knowledge. It 
affirms the freedom of faculty, staff, administrators, and students to share their scholarship and 
reasoned conclusions with others. While the institution and individuals within the institution may hold 
to a particular personal, social, or religious philosophy, its constituencies are intellectually free to test 

https://www.csi.edu/about/board-of-trustees/schedules/default.aspx
https://www.csi.edu/_files/pdf/about/board-trustees/board-policies/boardpolicies.pdf
https://www.csi.edu/_files/pdf/about/board-trustees/board-policies/boardpolicies.pdf


10 
 

and examine all knowledge and theories, thought, reason, and perspectives of truth. Individuals 
within the institution allow others the freedom to do the same. 

As declared in Section 2.01 of the College of Southern Idaho Faculty Handbook, the College of Southern 
Idaho subscribes to the following statement of the American Association of University Professors:  

Freedom in research is fundamental to the advancement of truth. Academic freedom in its 
teaching aspect is fundamental for the protection of the rights of the teacher in teaching and of 
the student to freedom of learning. It carries with it duties correlative with rights. Teachers are 
entitled to freedom in the classroom in discussing their subject, but they should be careful not 
to introduce into their teaching controversial matter which has no relation to their subject. 
(Policy Documents & Reports, 10th ed. Washington, D.C.: American Association of University 
Professors, 2006.) 

In support of this statement, and in recognition of the fact that academic freedom is an essential 
component to fulfilling the ultimate objectives of an educational institution, the College of Southern 
Idaho Board of Trustees recognizes the principle of academic freedom within the same policy by noting 
that: 
 

a. The faculty member is entitled to freedom in the classroom to utilize his or her own teaching 
methods and to discuss his or her own subject within the guidelines of the course syllabus and 
consistent with professional conduct. 
 
b. The faculty member, as one of the employees of the College, enjoys all of the political rights 
of a citizen.  However, he or she shall not solicit for, actively support, or proselytize for any 
political candidate within the classroom or on the campus and thereby abuse his or her special 
position of influence. 

 
Implicit in the principles of academic freedom are corollary responsibilities of the faculty who 
enjoy that freedom. Incompetence, indolence, intellectual dishonesty, serious moral dereliction, 
arbitrary and capricious disregard of standards of professional conduct, and other shortcomings 
may constitute adequate grounds for dismissal or other disciplinary sanctions against faculty 
members. 
 

All CSI instructional personnel are expected to be professional in their duties and to be loyal to the 
institution, its ideals, and its personnel. The college expects instructors to be willing to support 
administrative and group decisions and to work toward common goals. Instructors are expected to help 
preserve and protect college property and the college’s reputation in every aspect of their professional 
endeavors.  
 
2.C. Policies and Procedures 

The institution develops and widely publishes, including on its website, policies and procedures that 
are clearly stated, easily understandable, readily accessible, and administered in a fair, equitable, and 
timely manner. 
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2.C.1 The institution’s transfer-of-credit policy maintains the integrity of its programs and facilitates 
the efficient mobility of students desirous of the completion of their educational credits, credentials, 
or degrees in furtherance of their academic goals. 

The College of Southern Idaho Articulation and Transfer Policy is published in the CSI Catalog. CSI 
accepts college-level transfer credit from postsecondary institutions accredited by the Accrediting 
Commission for Community and Junior Colleges (ACCJC), the Western Association of Schools and 
Colleges, the Higher Learning Commission (HLC), the Middle States Association of Colleges and Schools 
(MSCHE), the New England Association of Schools and Colleges (NECHE), the Northwest Commission on 
Colleges and Universities (NWCCU), the Southern Association of Colleges and Schools Commission on 
Colleges (SACSCOC), and the WASC Senior College and University Commission (WSCUC).  Students may 
appeal for the acceptance of transfer credits from institutions not accredited by one of the associations 
listed above by submitting a Transfer Review Request to the Office of the Registrar. Transcripts are 
evaluated on a course-by-course basis to determine content and credit level equivalencies. Courses 
deemed as non-equivalent may be counted as electives toward the total hours required for graduation. 
Students transferring credits to the College of Southern Idaho and subsequently completing degree 
requirements are granted the appropriate degree or certificate as long as at least 20% of the required 
credits have been earned at the College of Southern Idaho. 
 
The College of Southern Idaho also adheres to Idaho State Board of Education Policy III.V, which outlines 
intrastate articulation and transfer. Courses at each of Idaho’s public colleges and universities meeting 
the requirements of Policy III.V are accepted as meeting a student’s general education requirements at 
any other college in state. Students who receive an Associate of Arts (AA) or an Associate of Science (AS) 
degree and transfer to another of Idaho’s public colleges or universities are considered to have satisfied 
lower division general education core requirements and are granted junior standing upon transfer. 
Additionally, the college provides a Transfer Guide on the College of Southern Idaho website. The CSI 
Transfer Guide is designed to assist students in navigating the transfer process from CSI to another 
college or university. The Transfer Guide provides a direct link to the State of Idaho Course Transfer 
website, a calendar of transfer events, guidelines on how to transfer, links and contact information for 
area colleges and universities, and other relevant information regarding transfer. 
 
2.C.2 The institution’s policies and procedures related to student rights and responsibilities should 
include, but not be limited to, provisions related to academic honesty, conduct, appeals, grievances, 
and accommodations for persons with disabilities. 

Institutional policies and procedures related to student rights and responsibilities are primarily outlined 
in the College of Southern Idaho Student Handbook. Major provisions within the Student Handbook 
include those related to academic integrity, student conduct, appeals, grievances, and accommodations 
for persons with disabilities, in addition to provisions related to discrimination and harassment, 
mandatory withdrawal, the college’s smoke free campus policy, substance abuse, and the possession of 
weapons on campus.  

The College of Southern Idaho adopted an Academic Integrity Disciplinary Policy in September 2018. The 
policy is intended to guide faculty, staff, and administration through appropriate steps once a violation 
is suspected. It focuses on proactive, preventative, and positive actions regarding academic integrity.  
The process affords faculty a high degree of discretion and grants students appropriate due process 

https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Articulation-and-Transfer
https://boardofed.idaho.gov/board-policies-rules/board-policies/higher-education-affairs-section-iii/iii-v-statewide-articulation-and-transfer/
https://www.csi.edu/advising/transfer-guide/default.aspx
https://coursetransfer.idaho.gov/index.aspx
https://coursetransfer.idaho.gov/index.aspx
https://www.csi.edu/student-handbook/default.aspx
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guarantees. It creates consistency and accountability for students and employees. The Academic 
Integrity Disciplinary Policy is accessible through the CSI Student Handbook.   

The CSI Student Code of Conduct outlines student behavioral standards and expectations, disciplinary 
process, applicable sanctions, and appeals procedures. The CSI Student Code of Conduct was last revised 
and updated in September 2019. It is the intent of the college to treat all students with equal care, 
concern, dignity, and fairness. Policies and procedures regarding students’ rights and responsibilities are 
clearly stated and readily available in the CSI Student Handbook, and in the “Being a Student” section of 
the CSI College Catalog. 

Student appeals and grievances are handled by the appropriate department and college personnel. For 
example, financial aid appeals go to the Financial Aid Office, grade appeals and appeals related to the 
students’ academic record are submitted to the Office of the Registrar, and student disability grievances 
are submitted to the Student Disabilities Services Office. Student conduct-related appeals are handled 
by the Dean of Students, while appeals or grievances related to academic issues generally begin with an 
instructor or department chair, before escalating to appropriate instructional dean if necessary, or to 
the Provost.   

Maxient, an online conduct management and tracking system, is used to submit, record, and track all 
concerns expressed by students and employees and can be accessed through a link at the bottom of the 
College of Southern Idaho Homepage, as well as through numerous webpages located throughout the 
college website, by clicking on a Report a Concern link.   

Title IX compliance is managed by the Vice President of Student Services. During the past year, 
individuals from Counseling Services, Campus Safety, Human Resources, and the Dean of Students office 
have been certified through the Association of Title IX Administrators (ATIXA). In partnership with 
United Educators, CSI also requires all employees to complete annual Title IX training, delivered on-line 
through the Canvas learning management system platform.  

The College of Southern Idaho is sensitive to and understanding of its responsibilities to the equal 
access, accommodation, and support of individuals with disabilities. Students seeking accommodations 
begin the process by completing an intake form. Staff and faculty alike provide resources, advocacy, and 
collaboration across campus. Student Disability Services builds and maintains partnerships with 
students, faculty, staff, and administrators to promote an accessible, non-discriminatory learning, 
teaching, and working environment meeting the needs and abilities of students with disabilities. As 
recommended by the Office of Civil Rights, an informal complaint procedure is used and is designed to 
resolve issues related to disability discrimination and/or obstacles around access to services, programs, 
and activities. This collaborative approach provides timely and effective intervention to resolve issues. 
CSI works to keep the complainant and other key persons central to the resolution focused on achieving 
a positive change.  

2.C.3 The institution’s academic and administrative policies and procedures should include admission 
and placement policies that guide the enrollment of students in courses and programs through an 
evaluation of prerequisite knowledge, skills, and abilities to ensure a reasonable probability of student 
success at a level commensurate with the institution’s expectations. Such policies should also include a 
policy regarding continuation in and termination from its educational programs, including its appeal 
and re-admission policy. 

https://www.csi.edu/student-handbook/academic-integrity.aspx
https://www.csi.edu/student-handbook/default.aspx
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Finanical-Aid/Standards-of-Satisfactory-Academic-Progress-SAP
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Grade-Appeal
http://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Unsatisfactory-Performance-Regulations
http://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Unsatisfactory-Performance-Regulations
https://www.csi.edu/disability-services/students/grievance-procedures.aspx
https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0
https://www.csi.edu/
https://www.csi.edu/student-handbook/discrimination-and-harassment/policy.aspx
https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=2
https://www.csi.edu/disability-services/
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General academic policies can be found in the CSI College Catalog. Academic policies specific to faculty 
are published in the CSI Faculty Handbook which is accessible to all faculty, administrators, and staff. In 
additional to the CSI College Catalog, academic policies related to instruction (academic integrity, 
attendance, grading, etc.) are also found on individual course syllabi and in the CSI Student Handbook.   

The College of Southern Idaho is an open-door, equal opportunity institution, committed to providing all 
eligible students access to appropriate educational offerings. To that end, the college admits all students 
who meet minimum age and education requirements. Admissions Policies are clearly outlined in the CSI 
College Catalog as well as on the website for the Office of Admissions. The institution recruits and 
admits students with the potential to benefit from its educational offerings. The Admissions Office 
disseminates information about post-secondary educational opportunities broadly throughout the 
region. The Office of Admissions staff, along with a group of approximately 20 student ambassadors, 
regularly visit middle and high schools in CSI’s service area as well as other organizations and groups 
with an interest in higher education opportunities. The office provides tours and, with other student 
services departments and instructional staff, offers informational programs for various majors 
throughout the year. Staff members from the Advising Center and the Financial Aid Office meet 
frequently with prospective students visiting campus and provide programs for area education 
counselors and referring agencies. 

The college requires that all applicants to Career-Technical Education programs fill out additional 
program-specific admission materials and receive approval from the Program Director for program-
specific admission. This aids in the advising process and increases the likelihood of student 
success. Admission steps and application forms for each CTE program are available on the specific 
program website. The website for the college’s Diesel Technology Program provides a representative 
example of the admission and application materials that are provided to students in each CTE 
program.    

The College of Southern Idaho uses a variety of placement information as part of a holistic focus on 
student success, including high school GPA, The Write Class Writing Assessment, Directed Self-
Assessment Math Placement, American College Testing (ACT) scores, Scholastic Aptitude Test (SAT) 
scores, credit for prior learning, alternative credit, and transfer credit. As outlined in Idaho State Board 
of Education Policy III.Q, the college is committed to ensuring that students admitted to the college are 
placed into coursework at a level where they have a reasonable probability of success.  

Drawing upon best practice placement research, CSI uses high school GPA in conjunction with self-
directed assessments in both math and English to assist students in choosing appropriate 
courses. English Placement offers students the Write Class self-assessment system and student Math 
Placement starts with a GPA discussion followed by a self-assessment model that considers previous 
math experiences and success. When available, advisors also draw upon SAT and ACT scores to help in 
creating a complete pathway for student success. The results are used during the educational planning 
process to assist students in selecting appropriate level courses in which there is a reasonable 
probability that they will be successful. Advising Center staff and major content-area advisors work 
closely with students as they receive their placement information and provide advice for appropriate 
course selection.  

Policies regarding continuation and termination from educational programs due to Unsatisfactory 
Academic Performance are clearly defined and published in the CSI College Catalog. In some areas, such 

https://csi.smartcatalogiq.com/2020-2021/Catalog
https://www.csi.edu/student-handbook/
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Admission
https://www.csi.edu/admissions/default.aspx
https://www.csi.edu/programs/diesel-technology/default.aspx
https://boardofed.idaho.gov/board-policies-rules/board-policies/higher-education-affairs-section-iii/iii-q-admission-standards/
https://boardofed.idaho.gov/board-policies-rules/board-policies/higher-education-affairs-section-iii/iii-q-admission-standards/
https://www.csi.edu/testing-center/placement-testing.aspx
https://www.csi.edu/advising/
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Unsatisfactory-Performance-Regulations
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Unsatisfactory-Performance-Regulations
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as a number of health sciences programs, there are additional program specific admission and dismissal 
policies which are outlined for students upon acceptance into the specific program. Students are 
notified of their Right to Appeal any college decision in the CSI College Catalog and in the CSI Student 
Code of Conduct.  

2.C.4 The institution’s policies and procedures regarding the secure retention of student records must 
include provisions related to confidentiality, release, and the reliable backup and retrievability of such 
records. 

The College of Southern Idaho adheres to clear policies and procedures regarding confidentiality and the 
release of student records in compliance with the Family Educational Rights and Privacy Act of 1974 
(FERPA). CSI’s FERPA guidelines are published on the college website, in the College Catalog, and in the 
Student Code of Conduct. All college employees are required to complete FERPA compliance training 
annually. 

Students are required to provide valid photo identification when needing in-person services involving 
student records and are required to correctly answer multiple identity verification questions when being 
assisted remotely. Students can access their own records via their student account (MyCSI) which 
requires a unique username and password.  

The records retention policy at the College of Southern Idaho follows the American Association of 
Collegiate Registrars and Admissions Officers (AACRAO) guidelines. The institution performs regular and 
recurring backups of all business-critical systems and enterprise software applications including the 
primary campus operations software systems that house all of CSI’s student, financial, academic, 
employee, and other essential data. The college’s primary cloud infrastructure provider is setup with 
triple redundancy on a global scale and is encrypted using RSA 2048 keys.  

Access to the college ERP system is controlled with network level access using “Access Control Lists”, 
which restricts access to only specifically-allowed devices controlled by the physical device address 
(MAC address) which is a unique device global identifier. In addition, all enterprise software systems 
managed and supported by the institution’s Office of Information Technology utilize NTFS permissions 
to manage and govern access to domain and network resources. CSI also has a robust document 
management ecosystem (leveraging cloud and on-premise technologies) to find, store, organize, share, 
archive, and retrieve all forms of electronic files, videos, photos, and document artifacts. Backups are 
created and stored in digital format using multiple locations (secure cloud repositories, on-premise 
servers, and secure physical locations) to increase protection of the information from both digital and 
physical disasters, theft, and unintentional or intentional harm.  

2.D. Institutional Integrity 

2.D.1 The institution represents itself clearly, accurately, and consistently through its announcements, 
statements, and publications. It communicates its academic intentions, programs, and services to 
students and to the public and demonstrates that its academic programs can be completed in a timely 
fashion. It regularly reviews its publications to ensure accuracy and integrity in all representations 
about its mission, programs, and services. 

The College of Southern Idaho represents itself clearly, accurately, and consistently through its 
announcements, statements, and publications. The College Catalog, which is updated annually, and the 

https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Right-of-Appeal
https://www.csi.edu/ferpa/
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Privacy-of-Student-Records
https://www.aacrao.org/
https://www.aacrao.org/
https://csi.smartcatalogiq.com/2020-2021/Catalog
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continuously updated CSI website communicate the details pertaining to the requirements for degree 
completion, program descriptions, and graduation information. The Office of the Registrar oversees the 
content of the College Catalog, while department chairs and directors are responsible for the accuracy 
of their individual webpages, serving to ensure integrity in all representations about mission, programs, 
and services. 

The CSI Public Information Office ensures that accurate and timely information is made available to the 
community. The office is in frequent contact with, and continually available to, local reporters and 
editors. The office serves as a central location for the production of general information, campus 
updates, and a calendar of events. The Public Information Office also ensures that the college uses best 
practices for the distribution of social media and the use of digital information, and follows the 
requirements of the CSI Visual Identity Guide. The guide was created to assist employees, students, and 
community members to properly use the CSI brand. Public Information Office staff regularly attend 
internal and external meetings and serve on committees to ensure that they are well informed 
regarding changes to college operations.  

2.D.2 The institution advocates, subscribes to, and exemplifies high ethical standards in its 
management and operations, including in its dealings with the public, NWCCU, and external 
organizations, including the fair and equitable treatment of students, faculty, administrators, staff, 
and other stakeholders and constituencies. The institution ensures that complaints and grievances are 
addressed in a fair, equitable, and timely manner. 

The College of Southern Idaho strives to meet high ethical standards in dealing with all constituents. CSI 
proactively addresses this standard by requiring all employees to complete Canvas-based compliance 
training annually that addresses unlawful workplace discrimination and harassment, along with FERPA 
compliance. 

 

 

https://www.csi.edu/default.aspx
https://www.csi.edu/public-information-office/default.aspx
https://www.csi.edu/public-information-office/visual-identity-guide/default.aspx
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Maxient, an online conduct management and tracking system, is used to submit, record, and track all 
concerns expressed by students and employees and can be accessed at the bottom of the College of 
Southern Idaho Homepage, as well as through numerous webpages pages located throughout the 
college website, by clicking on a Report a Concern link.  

When concerns do arise, CSI follows the practice of due process as outlined in Policy 6.05 of the 
Employee Policies and Procedures Manual. The college protects the rights of the accused to be heard in 
their own defense and provides equitable methods for the administrative resolution of complaints. This 
right is secured without coercion, restraint, or reprisal against any employee for filing or for involvement 
in a complaint and is used to establish a uniform method for filing a complaint. The CSI Student Code of 
Conduct addresses the fair and equitable treatment of students by defining procedures for academic or 
conduct-related appeals and grievance procedures. CSI also adheres to all Federal and State 
employment mandates. 

The college is transparent in its interactions with the Northwest Commission on Colleges and 
Universities, and openly communicates with the public about the college’s accreditation status and 
actions taken by the Commission through the college’s public website.   

2.D.3 The institution adheres to clearly defined policies that prohibit conflicts of interest on the part of 
members of the governing board(s), administration, faculty, and staff. 

Members of the CSI Board of Trustees, administrators, and employees serve a public interest and have a 
clear obligation to conduct all affairs of the institution in a manner consistent with that role. All 
decisions of the CSI Board of Trustees, administrators, and employees are to be made solely based on a 
desire to promote the best interests of the institution, agencies, and public good. 
 
Policy 2.17 in the College of Southern Idaho Employee and Procedures Manual clearly defines the 
policies and procedures around conflicts of interest as they apply to members to the CSI Board of 
Trustees and to all other employees. Those holding the positions of CSI Trustee, President, Vice 
President, Dean, Department Chair, Director, Coordinator, and Grant Manager/Principle Investigator are 
required to complete an annual Conflict of Interest and Ethical Conduct Disclosure Statement. All other 
employees are required to submit an ad hoc notification within 30 days of becoming aware of an actual 
or potential conflict of interest. References to the College of Southern Idaho Conflict of Interest Policy 
and Ethical Conduct Disclosure Statement are also included in the College of Southern Idaho Board of 
Trustees Policies and Procedures Manual in section BP.10. 
 
2.E Financial Resources 

2.E.1 The institution utilizes relevant audit processes and regular reporting to demonstrate financial 
stability, including sufficient cash flow and reserves to achieve and fulfill its mission. 

The College of Southern Idaho demonstrates financial stability with sufficient cash flow and reserves to 
support its programs and services. Maintaining a dedicated reserve balance is a long-term institutional 
practice. Both the annual General Fund Budget and the annual outside, independent audit record 
current stability and cash flow over three months, and demonstrate a healthy Composite Financial Index 

https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0
https://www.csi.edu/
https://www.csi.edu/
https://www.csi.edu/institutional-effectiveness/accreditation.aspx
https://www.csi.edu/institutional-effectiveness/accreditation.aspx
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(CFI) of 4.40.  College budget procedures follow guidelines and risk management policies that conform 
to all relevant areas of Idaho Code.   

The College of Southern Idaho annual external financial audit is conducted according to the Government 
Auditing Standards issued by the Comptroller General of the United States. The external auditor is 
reviewed periodically and requests for proposals are solicited before contracts are issued in five-year 
increments. The auditor reports directly to the CSI Board of Trustees. Each October, the audit is 
presented to the Board for review and approval. The most recent presentation to the Board took place 
on October 19, 2020.  One member of the Board of Trustees serves as a liaison between the external 
auditor and the CSI administration. The Vice President of Finance and Administration, the Office of the 
Controller, and the Business Office provide information to the auditor as requested. Historically, CSI has 
received unqualified audits. Historical annual audit reports are available for public review in the CSI 
Business Office. 

2.E.2 Financial planning includes meaningful opportunities for participation by stakeholders and 
ensures appropriate available funds, realistic development of financial resources, and comprehensive 
risk management to ensure short term financial health and long-term financial stability and 
sustainability. 

Financial planning at the College of Southern Idaho is an ongoing process that is directly tied to the 
mission and goals of the institution. This planning process originates at the department level, where 
budget requests are developed by individuals using Individual Development Plans (IDP) during the fall 
and early spring of each year. During the spring semester, these budget requests are combined into Unit 
Development Plans (UDP), which represent the budget needs of an entire unit or department.  

These UDPs are then reviewed by the appropriate administrative offices to determine the anticipated 
resource needs of each department and unit for the upcoming fiscal year. Subsequently, the Provost, 
Vice President of Student Services, and Vice President of Finance and Administration meet with the 
President to aid in the development of a proposed budget which is presented to the Board of Trustees 
shortly after budget allocations are announced at the end of each legislative session. The most recent 
presentation of the budget to the Board took place on July 20, 2020.  This “ground up” process provides 
a meaningful opportunity for stakeholders throughout the college community to have a say in resource 
allocation. Due to the fluid nature of the budgeting process, the Board of Trustees traditionally passes a 
continuing budget resolution to allow the college to operate into the next fiscal year until the detailed 
budget is solidified and presented at the July board meeting. Departmental budgets are traditionally 
distributed near the beginning of each academic year.  

Resource planning and development includes realistic budgeting based on a five-year rolling budget 
plan, enrollment management, and responsible projections of grants, donations, and other non-tuition 
revenue sources. Revenue is projected using historical enrollment growth trends, current federal 
regulation changes in financial aid eligibility and academic progress requirements, and local enrollment 
policies. Other non-tuition resources such as state appropriations, county property tax revenue, and 
grant management revenue are tightly budgeted and projected using realistic and conservative numbers 
that conform to Department of Education standards and are based on two-year projections.  

When budget reallocation or revision is necessary, changes are handled in one of two ways. Simple 
reallocation of funds among departments does not require Board of Trustee approval and the vice-

https://www.csi.edu/_files/pdf/about/board-trustees/minutes/2020-10-19-general-session.pdf
https://www.csi.edu/_files/pdf/about/board-trustees/minutes/2020-07-20-general-session.pdf
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presidents each work with deans, directors, and department chairs as appropriate to handle any 
reallocations.  When major budget revisions are necessary, those revisions are distributed to affected 
groups after approval by the President and the Board of Trustees.   

In addition to approving the institution’s annual budget, the Board also oversees major capital outlay, 
with purchases exceeding $100,000 requiring Board of Trustee approval. The College of Southern Idaho 
does not currently have any long-term debt.  Any future long-term debt would require approval by the 
Board of Trustees. 

2.E.3 Financial resources are managed transparently in accordance with policies approved by the 
institution’s governing board(s), governance structure(s), and applicable state and federal laws. 

The college strives to manage financial resources in a transparent manner. The Vice President of Finance 
and Administration provides a monthly update to the Board of Trustees that outlines the college’s 
financial situation in comparison to previous years. During this presentation in the Board’s open 
meeting, Board members are able to ask questions of the Vice President of Finance and Administration 
in order to clarify any questions they have about the college’s financial resources. 

Business policies and procedures have been established to provide structure, guidance, and consistency 
in the general business operations of the college. Business Office policies can be found in Section 8 of 
the CSI Employee Policies and Procedures Manual. While many policies are based upon specific laws or 
regulations, most simply reflect good business practices. In all cases, the Business Office operates in 
accordance with State and Federal laws and regulations. The Vice President of Finance and 
Administration and the President, with the assistance of legal counsel, are responsible for the 
interpretations of laws and regulations and how they apply to the college.  

The institution ensures that employees have timely and accurate financial information through the use 
of the college’s accounting system (JENZABAR EX, JICS), governed by an effective system of internal 
controls as outlined in Section 8 of the CSI Employee Policies and Procedures Manual. Authorized users 
have immediate access to budget information through both a Trial Balance and a General Ledger 
program down to detailed transaction level. 

2.F Human Resources 

2.F.1 Faculty, staff, and administrators are apprised of their conditions of employment, work 
assignments, rights and responsibilities, and criteria and procedures for evaluation, retention, 
promotion, and termination. 

The CSI Human Resource Department delivers a new hire orientation and review of benefits for all new 
full-time employees upon hiring. This orientation covers matters contained within the CSI Employee 
Policies and Procedures Manual such as employment rights and responsibilities (including procedures 
for evaluation, retention, and termination), compensation, benefits, and leave.  Additional criteria for 
evaluation, retention, and promotion that are specific to faculty are outlined in the CSI Faculty 
Handbook (3.10).  The Human Resources Department and supervisors also maintain job descriptions 
that accurately reflect the duties, responsibilities, and authority of all faculty and support staff. They are 
updated as necessary and are reviewed by the hiring authority for accuracy before open positions are 
added to the online application system.   

https://www.csi.edu/hr/
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2.F.2 The institution provides faculty, staff, and administrators with appropriate opportunities and 
support for professional growth and development. 

The college provides $800 per year, per full-time faculty to support professional development in 
instructional departments. Faculty work with their department chair to apply these funds toward 
professional development opportunities such as workshops, seminars, and conferences. Educational 
release time, sabbatical leave, and professional leave are also available to faculty as outlined in the CSI 
Faculty Handbook (3.14.01-3.14.03). During the COVID-19 pandemic, out-of-state travel for college 
business has been suspended, as have most in-person professional development opportunities. 
Therefore, faculty have primarily relied on virtual conferences for professional development. 

All full-time regular employees, their spouses, and their children are eligible to take credit-bearing 
classes at CSI at no cost, as outlined in Section 4.11 of the CSI Employee Policies and Procedures Manual. 
Moreover, reciprocal agreements (Section 4.12) have also been negotiated between, Idaho State 
University, Lewis-Clark State College, North Idaho College, College of Western Idaho and the College of 
Southern Idaho that entitle full-time regular employees to register for select courses at these 
institutions at a substantially reduced fee. As outlined in Section 5.11 of the CSI Employee Policies and 
Procedures Manual, release time for classes that directly benefit the employee in performing their 
current duties may also be granted during regular working hours. 

Administrators and staff in key positions (e.g., Financial Aid Director, Accreditation Liaison Officer, 
Provost) attend trainings regularly to ensure they are knowledgeable of current best practices and 
changing legal and policy requirements related to their individual positions. 

Internally, all CSI employees have free unlimited access to the LinkedIn Learning platform which offers 
training in more than 16,000 short training courses in areas ranging from technology, to education, to 
relationship building. 

Finally, CSI employees also have access to a number of grant opportunities sponsored by the College of 
Southern Idaho Foundation that can be used to apply for professional growth and development funds, 
including Foundation Mini-Grants and Professional Development Grants.  

2.F.3 Consistent with its mission, programs, and services, the institution employs faculty, staff, and 
administrators sufficient in role, number, and qualifications to achieve its organizational 
responsibilities, educational objectives, establish and oversee academic policies, and ensure the 
integrity and continuity of its academic programs. 

The College of Southern Idaho employs a sufficient number of qualified personnel to fulfill its mission as 
a comprehensive community college serving more than 7,000 students and 4,000 FTE each semester. 

The academic unit of the college is clearly organized into discrete academic departments. In the fall of 
2019, CSI employed 143 full-time faculty (including department chairs with a teaching role), 215 part-
time faculty primarily serving the college’s non-dual credit students, and 224 part-time faculty 
exclusively serving the college’s dual credit students. It is important to note that many full-time faculty 
and primarily non-dual credit faculty still work with dual credit students in some capacity. CSI’s IPEDS 
official student to teacher ratio was 19:1 in the fall of 2019. 

https://www.linkedin.com/learning?trk=homepage-learning_nav-header-logo
https://www.csi.edu/foundation/
https://www.csi.edu/foundation/
https://www.csi.edu/institutional-effectiveness/grants-development/internal-grants/mini-grant-guidlines.aspx
https://www.csi.edu/institutional-effectiveness/grants-development/internal-grants/professional-development-grant-guidelines.aspx
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As noted in Section 2.04 of the CSI Employee Policies and Procedures Manual, full-time faculty are 
generally required to possess a master’s degree in the field in which they teach, with the exception of 
some career-technical education fields where a combination of a bachelor’s degree, industry 
certifications, and/or work experience demonstrate a similar level of expertise. While the college is 
desirous of having part-time instructors who meet the same qualifications as those of full-time faculty, 
the rural location of the college can make that impractical. Therefore, part-time faculty qualifications are 
established and enforced by each individual department at the college to ensure that qualified adjunct 
faculty are being hired and that student needs in specific disciplines are being met. These qualifications 
apply to all part-time faculty, including those who work exclusively with dual credit students, and are 
most readily codified in the CSI Minimum Requirements to be Considered to Teach Dual Credit 
document posted on the college’s website. As noted, these are minimum qualifications for 
consideration. Applicants must still be approved by the specific department before teaching. 

College of Southern Idaho faculty workload expectations are published in Section 3.11 of the Faculty 
Handbook and responsibilities and work expectations are also included in faculty job descriptions.  
Responsibilities and work expectations are designed to meet the educational needs of students by 
establishing guidelines for the teaching of credit hours and office hour availability for meeting with 
students.   

The college also employs 258 full-time staff, and 114 part-time staff who ensure that the college’s 
organizational responsibilities and educational objectives are met, and who establish and oversee 
academic policies and ensure the integrity and continuity of academic programs. Included among the 
258 full-time staff are the administrative staff of the college, a well-qualified group of 18 individuals 
committed to the student needs of the college.  

2.F.4 Faculty, staff, and administrators are evaluated regularly and systematically in alignment with 
institutional mission and goals, educational objectives, and policies and procedures. Evaluations are 
based on written criteria that are published, easily accessible, and clearly communicated. Evaluations 
are applied equitably, fairly, and consistently in relation to responsibilities and duties. Personnel are 
assessed for effectiveness and are provided feedback and encouragement for improvement. 

Designated supervisors evaluate all CSI administrators and staff at least once annually. This formal 
process results in a written record kept on file in the Human Resource (HR) Office. The HR Office 
provides an Annual Performance Review form for this purpose which is based upon the college’s 
Employee Performance Standards. The form also provides the supervisor and employee the opportunity 
to set goals and develop an action plan that supports the continuous improvement philosophy of the 
college. The college provides ongoing monthly training and resources to supervisors to help ensure that 
the evaluation process is effective. 

Upper-tier administrators are included in the annual evaluation process although it typically is modified 
in a manner that reflects the more extensive job descriptions of these positions. For example, 
instructional deans working in the Office of the Provost may select a peer evaluation one year and a 
survey of the faculty/staff under their management the next. The President evaluates vice presidents 
while the appropriate vice president or dean evaluates directors and department chairs. Regardless of 
the precise mechanism used, a written record of the evaluation for each administrator is produced and 
stored in the HR Office. The Board of Trustees evaluates the President annually utilizing the Association 
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of Community College Trustee’s Presidential Evaluation process. The results are reviewed by the Board 
and discussed with the President in Executive Session. 

All faculty members at the College of Southern Idaho are evaluated in a regular, systematic, substantive, 
and collegial manner with the intent of contributing to the continuous improvement of instruction at 
CSI. Evaluations of full-time faculty are completed annually for the first three years of employment and 
then once every three years thereafter. As is set forth in the Faculty Handbook (3.08) the evaluation is a 
four-part process and includes self, peer, student, and supervisor evaluations. These multiple indices of 
effectiveness are used to evaluate the faculty member’s roles and responsibilities and to provide 
evidence of teaching effectiveness.  

Part time faculty are evaluated at the department level by the department chair or designee.  
Evaluations typically consist of some portion or portions of the four-part evaluation system that is used 
for full-time faculty. 

2.G. Student Support Resources 

2.G.1 Consistent with the nature of its educational programs and methods of delivery, and with a 
particular focus on equity and closure of equity gaps in achievement, the institution creates and 
maintains effective learning environments with appropriate programs and services to support student 
learning and success. 

As an open access, comprehensive community college, CSI is committed to the creation and 
maintenance of effective learning environments that meet the needs of all students. Moreover, the 
college is committed to providing student support services that promote student leaning and success.  

Physical Learning Environments 

The college strives to design facilities and create physical environments that support student learning. 
Facilities and services are added or changed frequently to address current and emerging needs. 
Classrooms are equipped with technology that supports delivery of instruction in several modalities. The 
college invested several hundred thousand dollars during the summer of 2020 to equip classrooms with 
technology allowing courses to be taught simultaneously in face-to-face and synchronous online 
formats.  

Study spaces and open computer labs are located throughout the campus in an effort to provide 
students with accessible and reliable access to technology and study spaces that meet the individual 
needs of students. Computer labs and wireless networks are available to students in most instructional 
and support buildings on campus and in the off-campus centers. The Student Union Building, Library, 
Residence Hall, and Learning Assistance Center are available to students for extended hours and days. 

The library houses the main open computer lab on campus with 62 student-use computers.  Students 
have no-cost access to black/white and color printers as well as several flatbed scanners. Copy machines 
(both black/white and color) and a 3D printer are also available for student use. Six small study rooms 
are used extensively by students for studying in groups and for interaction with online courses. To meet 
students’ changing needs during COVID-19, web cameras and microphones were added to each study 
room to assist students with the many courses utilizing Zoom. To accommodate larger groups, two 
student conference rooms are available for students to collaborate with their peers. Each room has two 
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computers connected to a projection unit, a whiteboard, a conference table, a Microsoft Hub, and 
accommodates 12 students. A Quiet Room accommodates those students who require an unobtrusive 
place in which to study. The Eagles’ Perch is a student lounge where students can play board games and 
relax. With the open computer lab, group study rooms, the Quiet Room, and the Eagles’ Perch students 
are able to find the atmosphere that best suits their style of study. 

Learning and Tutoring Commons 

Located in the college’s Innovation and Success Center, the Learning and Tutoring Commons  provides 
all students with educational support including face-to-face and online drop-in peer tutoring. Tutoring 
assistance is available in a number of academic disciplines including business, nursing, science, math, 
psychology, English, and communication. Face-to-face math tutoring is also available at the Mini-Cassia 
off-campus center. Collaborative study tables, movable whiteboards, large monitors, and a computer 
lab with webcams are all available in the Learning and Tutoring Commons. During the 2019-2020 
academic year, more than 600 unique students visited the center to gain access to learning assistance.    

Bridge to Success 

The Bridge to Success program provides degree-seeking students support from their first step on 
campus to their last step across the graduation stage. Beginning with an intensive eight-week summer 
program or a fall start all the way through certification/degree completion, Bridge to Success is designed 
to develop academic and 21st Century skills that are essential in the classroom and in the workplace, 
promote community-engaged learning, identify valuable resources to increase student success, and 
foster social and academic relationships with peers, faculty, and staff. The goals of the program are to 
increase the “go on to college” rate for Idaho high school graduates, and particularly for underserved 
student; to increase participation rates for adult learners/returning adult students; to increase math 
completion rates; to increase retention in degree and certificate programs; to increase the number of 
students (particularly underserved students) earning a degree or certificate; and, to increase graduation 
rates for the college. Since 2016, the Bridge to Success program has served approximately 250 students, 
retaining 78% of those, with nearly 70% graduating on time or within 150% of time. When compared to 
all CSI students, Bridge to Success students have a higher semester GPA, have a higher likelihood of 
completing 30 or more credits per academic year, have a higher percentage of success in a college-level 
math course after taking a remedial math course, and have a higher likelihood of completing a gateway 
math course within two years of enrollment. Due to the success of the Bridge program, the college is 
seeking ways to expand enrollment in Bridge to Success beginning in the summer of 2021.  

Testing Center 

The CSI Testing Centers offer professional and secure testing environments for students, faculty, and the 
community. Testing services are available on the main campus and at each of the off-campus centers. 
Knowledgeable proctors are available to administer faculty exams at all centers.  

Counseling Services 

The college’s Counseling Services office provides students with on-campus access to professional 
counseling services, free of charge. The college has three full-time licensed counselors also uses 
masters-level counseling interns through a partnership with Idaho State University when such interns 

https://www.csi.edu/innovation-success-center/
https://www.csi.edu/learning-tutoring-commons/default.aspx
https://www.csi.edu/bridge-to-success/
https://www.csi.edu/testing-center/
https://www.csi.edu/counseling-services/default.aspx
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are available. The office also provides access to crisis management services and connections to local 
providers of counseling and mental health emergency services. 

Student Health 

Student Health Services are provided through a contract with a local provider, Physicians Immediate 
Care Center. Basic health services are provided to students enrolled in credit-bearing coursework. The 
college also supports student health through the Campus Well program, which is managed by the CSI 
Counseling Services office. 

Childcare 

The college offers several Child Care options to CSI students and employees for children ranging from 12 
months of age through kindergarten. CSI Early Childhood programs are taught by educators who are 
specially trained to teach children ages 0-8 and are supported by the CSI Early Childhood Education 
students who are working toward becoming educators. This provides CSI students with hands-on 
training while giving children in the programs a quality educational experience and low teacher to 
student ratio. 

Equity 
 
The College of Southern Idaho is in the early stages of working to identify equity gaps in achievement 
and to strategically direct learning services to begin to mitigate those gaps. The college has recently 
crossed the eligibility threshold for Hispanic Serving Institution designation, with more than 25% of CSI 
student self-identifying as Hispanic. Historical efforts have been made to address perceived inequities 
among students populations, including establishing a Multicultural Student Affairs unit as part of a Title 
III grant that was awarded in 2017, the establishing of a the Bridge to Success Program as outlined 
above, and the creation of a Weekend College program designed to serve working adults. While these 
efforts have shown some success, particularly in serving first-generation Hispanic students, the college is 
cognizant of the need to ensure that more granular data is used going forward in order to provide more 
focused supports that can be assessed in more actionable ways. 
 
In light of these realizations, the college has recently taken a number of steps, including, but not limited 
to: 

• The creation of a campus-wide Diversity and Inclusion Committee 
• The spring 2021 administering of a HEDS Diversity and Equity Campus Climate Survey 
• A new Strategic Plan built upon the shared values of equity, quality, and innovation 
• Participation in the National Student Clearinghouses Postsecondary Data Partnership (PDP) and 

the Northwest Commission on Colleges and Universities PDP Accelerator program 
• The exploration of grants available to the college under the United States Department of 

Education Title IV Hispanic Serving Institution Program 
 
The College of Southern Idaho’s commitment to providing an equitable education to all students is 
ongoing and will be further updated in next year’s Evaluation of Institutional Effectiveness Report. 
 

https://www.csi.edu/student-health-services/
https://picctf.com/
https://picctf.com/
https://csi.campuswell.com/
https://www.csi.edu/early-childhood-learning-center/default.aspx
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2.G.2 The institution publishes in a catalog, or provides in a manner available to students and other 
stakeholders, current and accurate information that includes: institutional mission; admission 
requirements and procedures; grading policy; information on academic programs and courses, 
including degree and program completion requirements, expected learning outcomes, required course 
sequences, and projected timelines to completion based on normal student progress and the 
frequency of course offerings; names, titles, degrees held, and conferring institutions for 
administrators and full-time faculty; rules and regulations for conduct, rights, and responsibilities; 
tuition, fees, and other program costs; refund policies and procedures for students who withdraw from 
enrollment; opportunities and requirements for financial aid; and the academic calendar. 

The College of Southern Idaho publishes an annual catalog in print and online. Current and accurate 
information includes the institutional mission and core themes; admission requirements and procedures 
for degree-seeking students, non-degree students, and international students; grading policies; 
information on academic programs and courses, including degree and program completion 
requirements, expected learning outcomes (sample), required course sequences, and projected 
timelines to completion based on normal student progress and the frequency of course offerings 
(sample), names, titles, degrees held, and conferring institutions for administrators and full-time faculty;   
rules and regulations for conduct, rights, and responsibilities and goals and outcomes of programs; 
tuition, fees, and other program costs; refund policies and procedures for students who withdraw from 
enrollment; opportunities and requirements for financial aid; and the academic calendar. 

The College Catalog is reviewed and updated annually to ensure that the information included is current 
and accurate. 

2.G.3 Publications and other written materials that describe educational programs include accurate 
information on national and/or state legal eligibility requirements for licensure or entry into an 
occupation or profession for which education and training are offered. Descriptions of unique 
requirements for employment and advancement in the occupation or profession shall be included in 
such materials. 

National and/or state legal eligibility requirements for licensure or entry into an occupation or 
profession for individual programs are published on the on the college’s Licensure and Certification 
website in compliance with the National Council of State Authorization of Reciprocity Agreements (NC-
SARA) guidelines. Individual Career and Technical Education program websites also contain specific 
program information about licensure and certification (sample).  

2.G.4 The institution provides an effective and accountable program of financial aid consistent with its 
mission, student needs, and institutional resources. Information regarding the categories of financial 
assistance (such as scholarships, grants, and loans) is published and made available to prospective and 
enrolled students. 

The College of Southern Idaho provides an effective and accountable program of financial aid consistent 
with its mission, student needs, and institutional resources. To meet the needs of its students, CSI offers 
federal, state, and institutional aid.  Aid types include grants, loans, scholarships, and work study. The 
Financial Aid Office also certifies all Veterans Affairs Education benefits. Information about the different 
categories of aid is provided to students on the CSI Financial Aid website and in the College Catalog.  

https://csi.smartcatalogiq.com/2020-2021/Catalog/About-CSI/Mission-Statement
https://csi.smartcatalogiq.com/2020-2021/Catalog/About-CSI/Core-Themes
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Admission
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Admission
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Records-and-Registration/Grade-Code-Categories
https://csi.smartcatalogiq.com/2020-2021/Catalog/Majors
https://csi.smartcatalogiq.com/2020-2021/Catalog/Courses
https://csi.smartcatalogiq.com/2020-2021/Catalog/Degree-and-Certification-Requirements/Degree-and-Certificate-Requirements
https://csi.smartcatalogiq.com/2020-2021/Catalog/Degree-and-Certification-Requirements/Degree-and-Certificate-Requirements
https://csi.smartcatalogiq.com/2020-2021/Catalog/Agriculture-Department/Agribusiness/Agribusiness-Associate-of-Arts
https://csi.smartcatalogiq.com/2020-2021/Catalog/Agriculture-Department/Agribusiness/Agribusiness-Associate-of-Arts
https://csi.smartcatalogiq.com/2020-2021/Catalog/Agriculture-Department/Agribusiness/Agribusiness-Associate-of-Arts
https://csi.smartcatalogiq.com/2020-2021/Catalog/Department-Faculty-Staff/Faculty-and-Administration
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Student-Code-of-Conduct
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Tuition-and-Fees
https://csi.smartcatalogiq.com/en/2020-2021/Catalog/Being-a-Student/Tuition-and-Fees/Refunds
https://csi.smartcatalogiq.com/en/2020-2021/Catalog/Being-a-Student/Tuition-and-Fees/Refunds
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Finanical-Aid
https://csi.smartcatalogiq.com/2020-2021/Catalog/2020-2021-Academic-Calendar
https://csi.smartcatalogiq.com/2020-2021/Catalog
https://www.csi.edu/programs/licensure-and-certification.aspx
https://www.csi.edu/programs/dental-assistant/licensure-certification.aspx
https://www.csi.edu/financial-aid/
https://csi.smartcatalogiq.com/2020-2021/Catalog/Being-a-Student/Finanical-Aid/Standards-of-Satisfactory-Academic-Progress-SAP
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New students also have an opportunity to learn about financial aid through CSI’s online “Next Steps for 
New Students.”  

Students who seek federal student financial aid complete the Free Application for Federal Student Aid 
(FAFSA) and their eligibility for federal student financial aid is determined based on U.S. Department of 
Education regulations and college policy. Students can receive assistance by visiting the Financial Aid 
Office where a computer room exists for the main purpose of allowing staff to assist students with 
applications for admission, applications for financial aid/scholarships, and course registration. 

CSI utilizes PowerFAIDS as its financial aid software to award, communicate, report, and track financial 
aid. The Financial Aid and Scholarship Office also utilizes Net Partner, an auxiliary program to 
PowerFAIDS, which creates a web portal for students providing them convenient 24/7 online password-
protected access to their financial aid and scholarship information. Students can accept and decline 
awards, see what documents are missing, determine the status of their financial aid and scholarships, 
and download documents in Net Partner. In order to improve access to documents and workflow, the 
Financial Aid Office also uses an Electronic Content Management (ECM) system that allows Financial Aid 
staff to scan, index, store, organize, and retrieve documents, improving the efficiency and effectiveness 
of various workflows. 

CSI students may also be eligible for institutional scholarships. Through the CSI Foundation, CSI awarded 
over $2.27 million dollars in institutional scholarships to students in 2019-2020. 

2.G.5 Students receiving financial assistance are informed of any repayment obligations. The 
institution regularly monitors its student loan programs and publicizes the institution’s loan default 
rate on its website. 

CSI participates in the U.S. Department of Education’s Direct Loan Program. The Financial Aid website 
explains the difference between grants and loans.  Students who borrow through the Direct Loan 
Program are informed of their repayment obligations at several points in the process and students are 
required to complete an Entrance Counseling session and a Master Promissory Note which informs 
students of their repayment obligations and their rights and responsibilities as a student borrower.  
Financial Aid advisors counsel students about limiting the amount of loans they assume.  

CSI monitors its loan program and loan default rate. The Financial Aid Office partners with the Utah 
Higher Education Assistance Authority (UHEAA) as part of it default aversion program. UHEAA works 
with students nearing delinquency status of their loans to find a repayment plan that fits their needs 
and avoid going into default. The college’s cohort loan default rate (10.7%) is published on college’s 
Financial Aid webpage. 

2.G.6 The institution designs, maintains, and evaluates a systematic and effective program of 
academic advisement to support student development and success. Personnel responsible for advising 
students are knowledgeable of the curriculum, program and graduation requirements, and are 
adequately prepared to successfully fulfill their responsibilities. Advising requirements and 
responsibilities of advisors are defined, published, and made available to students. 

The College of Southern Idaho and the CSI Advising Center recognize that advising is a cornerstone of 
educational planning success. CSI utilizes a proactive advising approach, endorsed by the National 
Academic Advising Association (NACADA), which embraces an advisor/student relationship where 

https://www.csi.edu/new-students/pay-for-college.aspx
https://www.csi.edu/new-students/pay-for-college.aspx
https://www.csi.edu/financial-aid/get-financial-aid/default.aspx
https://www.csi.edu/financial-aid/get-financial-aid/default.aspx
https://www.csi.edu/financial-aid/netpartner.aspx
https://www.csi.edu/foundation/
https://www.csi.edu/financial-aid/default.aspx
https://www.csi.edu/financial-aid/get-financial-aid/default.aspx
https://uheaa.org/
https://uheaa.org/
https://www.csi.edu/financial-aid/get-financial-aid/loans.aspx
https://www.csi.edu/advising/
https://nacada.ksu.edu/
https://nacada.ksu.edu/
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advisors listen, explore options, encourage, and teach. This scenario promotes student responsibility, 
the clarification of values, and development of the decision-making skills needed to create and meet 
educational, career, and personal goals.  

All first-semester, degree-seeking students are required to be advised and are informed of the 
importance of getting advised via the college’s New Students: Next Steps portal and First Year Advisor 
booklet. Students are expected to discuss their goals and educational plans with their assigned advisor 
before registering for courses, thus making the student advising process a shared responsibility between 
the student and their assigned advisor. The college’s program of academic advisement relies on seven 
full-time Student Success Advisors as well as faculty advisors. Student Success Advisors provide advising 
services to prospective, current, and returning students. First-semester, degree-seeking students are 
assigned to a Student Success Advisor for assistance with items such as degree planning, placement, and 
course selection. Each Student Success Advisor has one or more areas of focus, and caseloads are 
assigned accordingly. Once students have completed 15 college-level credits, most are transferred from 
their Student Success Advisor to their major faculty advisor. These faculty advisors are selected by their 
respective department chair to advise students in their program. Exceptions include Health Science and 
Liberal Arts majors who continue to work with their Student Success Advisor for guidance throughout 
their time at the college. The Advising Center also serves students beyond the 15-credit threshold during 
time periods when major advisors are not on employment contracts. Most Student Success Advisors are 
housed in the Advising Center though individual Student Success Advisors are also housed in the Canyon 
Building (for Career and Technical Education students), in the Health Science Building for Health Science 
majors, and at the Mini-Cassia off-campus center. Advising is also conducted via email, phone, and Zoom 
meetings.  

Advising Center staff work closely with department chairs and faculty to ensure that advisors are 
knowledgeable and have the most current information available regarding the curriculum, program, and 
graduation requirements. Staff from the Advising Center also participate on the college’s Curriculum 
Committee and Instruction Council providing them a voice in and immediate access to curricular and 
instructional policy changes. Advising Center staff also provide training for new faculty members as well 
as provide the faculty and staff with useful resources on the CSI Advising webpage.  

The Advising Center incorporates guidelines established by the Council for the Advancement of 
Standards in Higher Education and NACADA in its evaluation processes. The college’s focus on academic 
advising has proven to be effective for both dual credit and non-dual credit students attending CSI. Since 
2016, the median number of credits earned at graduation for CSI students has dropped from 76 to 71. 
Moreover, the median number of credits earned at graduation for students entering with dual credits 
has dropped from 82.5 to 71 over the same time period. While these reductions can be attributed to a 
number of efforts made by the college, more frequent and focused advising, both at CSI and in the high 
schools, has been instrumental in helping students to pick the courses that move them toward degree 
completion in the most efficient manner possible.   

Advising Center staff also engage in assessment of effectiveness by tracking data tied to students who 
have been placed on academic probation. These students are required to fill out a Student Academic 
Success Plan (SASP) in order continue to enroll in courses at the college and are required to meet with a 
Student Success Advisor approximately four times per semester which provides support services for 
students to repair their academic standing. A SASP is considered successful if the student completes the 

https://www.csi.edu/new-students/get-advised.aspx
https://www.csi.edu/advising/contact.aspx
https://www.csi.edu/advising/find-an-advisor.aspx
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agreed upon activities and obtains at least a 2.0 semester grade point average. Upon achieving a status 
of Academic Good Standing, students are released from the SASP process. In the time CSI has required 
SASPs (Summer of 2017 to present), a total of 813 students have participated in the SASP process, with 
574 (70.6%) successfully completing their SASP contracts.  

Finally, the Advising Center evaluates the feedback provided by students on the Community College 
Survey of Student Engagement (CCSSE).  Data from the spring 2020 CCSSE survey indicated that students 
are more likely to use academic advising two or more time at CSI when compared to students at 
similarly sized community colleges (63.9% to 60.37%) and report being more satisfied  with their 
advising experience (82.6% to 79.5%) than students at similarly sized colleges. 

2.G.7 The institution maintains an effective identity verification process for students enrolled in 
distance education courses and programs to establish that the student enrolled in such a course or 
program is the same person whose achievements are evaluated and credentialed. The institution 
ensures that the identity verification process for distance education students protects student privacy 
and that students are informed, in writing at the time of enrollment, of current and projected charges 
associated with the identity verification process. 

The College of Southern Idaho seeks to maintain an effective identity verification process for students 
enrolled in distance education courses. Students participating in online or hybrid courses access their 
coursework through Canvas, the college’s Learning Management System, via a secure login provided by 
the college. Student coursework is also submitted through Canvas or through the college’s email system. 
CSI uses a single sign-on system wherein students use the same username and password to access most 
electronic systems, including the college’s Student Information System (MyCSI), Canvas, e-mail, etc.  

Many online and hybrid courses use video monitored testing capabilities embedded within Canvas or 
face-to-face testing at one of the CSI Testing Centers to enforce identity management. Online students 
who are unable to use CSI Testing Centers are required to make arrangements with their instructors to 
find a suitable local site and proctor, such as at a public library, public school, or other college testing 
center as needed. The instructors authorize proctors at those sites, and tests and student verification 
forms are sent directly (via mail, fax, or email) to the authorized proctor. Paper tests and student 
verification forms are mailed to the proctor with an instructor-addressed, stamped return envelope. The 
proctor verifies the student’s identity before proctoring the test and, once testing is completed, the 
proctor sends the completed test and student verification form back to the instructor. 

While identity verification is taken seriously by the college, the preparation of this report revealed that 
the college does not have a comprehensive, college-wide policy tied to identify verification in distance 
education courses. A draft policy has been developed and is now being vetted by the appropriate 
campus constituencies, with plans to implement the policy in time for the fall 2021 semester.  

2. H Library and Information Resources 

2.H.1 Consistent with its mission, the institution employs qualified personnel and provides access to 
library and information resources with a level of currency, depth, and breadth sufficient to support 
and sustain the institution’s mission, programs, and services. 

The mission of the CSI Library is to provide information resources and services that meet the needs of 
the college community and support the teaching, lifelong learning, and service functions of the college. 

https://libguides.csi.edu/c.php?g=574282&p=3960379
https://csi.ent.sirsi.net/client/en_US/default-csoa


28 
 

Providing resources across the spectrum of courses taught at CSI has been central to the development 
of the library’s holdings and training modules. In order to carry out its mission, the library regularly seeks 
input and feedback from the entire campus community. 

The staff is core to the development of the library. The CSI Library employs nine full-time staff members.  
The Library Director has a both a Master of Library Science and a Doctor of Education degree. Of the two 
Reference Librarians, one has a Master of Library Science degree and the other has a Master of History 
in Art. The Head Cataloger holds a Master’s degree in Library Science and the Public Services Manger 
holds a Master’s degree in Human Resources. The Office Manager holds Associate Degrees in both 
Computerized Bookkeeping and Library Science. The Interlibrary Loan Technician, Assistant Public 
Services Manager, and the Outreach Technician all hold Bachelor’s degrees.  

The library develops collections in several ways. First, the library seeks and honors requests from faculty. 
These requests are the backbone of acquiring the most useful resources for students. Second, the 
Library Advisory Committee serves as a conduit between the library and the rest of the institution. This 
group, comprised of a cross-section of the campus with representatives from various departments, 
meets once each semester to discuss what the library has accomplished in the previous semester and, 
more importantly, what the library needs to accomplish in the coming semester. The Library Director 
also attends monthly campus meetings, including Department Chair Council, Instructional Council, and 
Curriculum Committee, to gain advance notice of new courses, programs, and college interests, that 
might need library informational support. This allows the library time to acquire essential library 
materials. 

In order to better serve online and distance students, the library has also increased its number of 
electronic books.  All subscription databases are accessed through a proxy server, which provides 
authentication to allow secure access to specific resources adhering to licensing requirements. Students 
and off-campus faculty have 24/7 access from any location. The library also has access to several 
discipline-dedicated online databases such as the Cumulative Index to Nursing and Allied Health 
Literature (CINAHL) and Science Magazine Online.  

In addition to providing informational resources, the library provides instructional support for many 
courses on campus and for all library users. Librarians, particularly the two reference librarians, are 
available to coach users, students, patrons, instructors, and community members in the use of the 
catalog, library databases, and other library resources. “Your Guide to Research” is an online Canvas-
based course in which students, faculty, and staff are able to self-enroll.  The modules in this course help 
to build a foundation in information literacy and research. With this training course the full resources of 
the library are explained and access to them is facilitated. A reference librarian monitors and provides 
feedback for the course.   

Evaluation tools used by the CSI Library are integral to improving service and enhancing value at the 
college. The library professional staff annually reviews each of the library collections and notes where 
obsolete materials should be removed, and where new materials and topics should be added. As of 
January 2021, the library’s physical collection consisted of 54,767 titles, and 4,320 DVDs and CDs, a 
reduction of 984 titles from January 2020.  This reduction was due to a massive weeding of outdated 
materials as well as a heavier reliance on digital resources.  

https://libguides.csi.edu/c.php?g=574282&p=3961041
https://libguides.csi.edu/c.php?g=574282&p=3960915
https://libguides.csi.edu/about/LibAdvisoryComm
https://libguides.csi.edu/c.php?g=711498&p=5062524
https://libguides.csi.edu/c.php?g=709843
https://libguides.csi.edu/about/YourGuideToResearch
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Periodically, students are provided the opportunity to provide feedback through confidential online 
surveys about the quality and adequacy of library services and their satisfaction levels with the services 
offered. Eighty-six students participated in the fall 2020 online student survey. The students were asked 
to rate the adequacy of the library’s physical collections, returning an average rating of 4.45 out of 5. 
When asked to rate the adequacy of the library’s online resources a rating of 4.58 out of 5 was returned.  
The adequacy of the library facilities earned an average rating of 4.60 out of 5. Recommendations from 
individual students for improving the collections are welcomed. The reference and public service staff 
who work directly with students also note areas and topics for which new materials are needed, and 
these needs are translated into specific acquisitions.  

With the use of annual surveys, to both the student population and faculty, the staff is able to assess the 
needs of patrons for development and use growth. Additional tools used to gather feedback include the 
use of monthly circulation statistics generated by the library’s integrated library system to drive 
resource acquisitions and monthly review of online usage statistical data to determine usage and 
relevancy for database renewal. The total circulation usage for FY2020 dropped by 1,549, from 78,477 in 
FY2019 to 76,898 in FY2020. The annual gate count of visitors for FY2020 dropped from 75,186 in 
FY2019 to 63,087.  Both of these reductions were largely the result of COVID-19. In 2020, results from 
the college’s administration of the Community College Survey of Student Engagement (Question 12.2k) 
indicated that 97% of students who used the CSI library reported being “somewhat or very satisfied” 
with the resources and services provided. 

The interlibrary loan office compiles a weekly list of items borrowed from other libraries. This is used to 
note items that the library does not have, some of which are determined to be of wider interest and are 
purchased for addition to the collection. The library does not purchase items that are of very specialized 
interest and are unlikely to have broader value to the college library clientele. The interlibrary loan 
service is the appropriate means for providing access to materials that are only rarely needed. 
Evaluation tools work to improve, validate, and create forward-thinking work and purposes through 
library needs assessments, performance improvements, benchmarks for best practices, improved library 
standards and policies, and strengthened outcome measurements.  

Physical and Technology Infrastructure 

2.I.1 Consistent with its mission, the institution creates and maintains physical facilities and 
technology infrastructure that are accessible, safe, secure, and sufficient in quantity and quality to 
ensure healthful learning and working environments that support and sustain the institution’s 
mission, academic programs, and services. 

Physical Infrastructure 

The College of Southern Idaho’s Main Campus was established in 1965. Originally developed in the 
middle of more than 315 acres of farmland, the main campus now includes fourteen large academic 
facilities serving students, faculty, and staff (including a student residence hall), and several dozen 
smaller office/shop type facilities. College owned buildings total approximately 1 million square feet 
under roof. CSI also has four off-campus centers providing access to learning and services across South-
Central Idaho. These facilities include leased space in Gooding and Hailey, and college-owned buildings 
housing the Jerome and Mini-Cassia off campus centers. 

https://libguides.csi.edu/c.php?g=574282&p=5185529
https://www.csi.edu/_files/pdf/about/campus_map-1.pdf
https://www.csi.edu/off-campus/
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The College of Southern Idaho’s Physical Plant Department currently employs sixty-six full time 
maintenance employees and employs additional temporary part-time employees as needed throughout 
the year. The Physical Plant Department is staffed with personnel that have the knowledge and skills to 
perform work ranging from minor maintenance to large remodels. Physical Plant disciplines include 
groundskeeping, custodial services, carpentry, plumbing, electrical, painting, welding, concrete, HVAC, 
locksmithing, mechanics, and performing arts audio and lighting. Overall supervision is provided by the 
Physical Plant Director. The team is further organized into groups according to discipline with a 
supervisor managing each group. Physical Plant has designated staff on call 24 hours per day for critical 
systems. 

The adequacy of the physical infrastructure is tracked and maintained via a web-based asset planning 
tool. All CSI employees are also able to submit work requests by utilizing the same tool as issues arrive. 
Maintenance staff then uses the asset planner to organize, assign, and track the progress of work 
requests. A capital asset database is also hosted through the asset planning tool. Physical Plant 
personnel evaluate and input the condition of each item in the database which is continually updated by 
staff. Additionally, statistics from work orders and preventive maintenance tasks are easily gathered and 
tracked in the database. Further, the system provides tools to prioritize and budget capital needs 
according to safety risks, energy efficiency, long-term maintenance costs, code compliance issues, ADA 
accessibility, and most importantly, instructional needs. Every year, the Idaho Division of Building Safety 
performs a complete advisory inspection of all facilities operated by the College of Southern Idaho. 
Inspection forms are specific to each building and the advisory inspection report is kept in the office of 
the Physical Plant Director. The Twin Falls Fire Department also conducts inspections periodically 
throughout the year. Forms are filled out on each building inspected, and copies are left with the 
Physical Plant Director. 

In 2015, the college engaged in a 20 year update to its Campus Master Plan, a process that included 
community, faculty, staff, administrators, and the Board of Trustees input. One notable conclusion of 
the update was that additional buildings and space would not be needed in the immediate future. 
Trends including an increase in distance learning and early college programs for high school students are 
generally reducing the number students on campus and altering the types of spaces that are needed. 
Therefore, the college is primarily focused on upgrading and increase the functionality of existing spaces 
before increasing the net “under-roof” square footage of campus buildings. The college has already 
acted on this philosophy of renovation, with some projects having already been completed and others 
currently underway. A remodel of the Canyon Building was recently completed for the Information 
Technology Services Department. This remodel enables the college to provide improved technology 
support and services to students, faculty, and staff. Another remodel is underway in the Canyon Building 
to make more efficient use of existing space for Accounting/Bookkeeping, Information Technology, and 
Digital Media classes. All projects are designed with the intent to be able to allow flexible use of spaces 
in the future as educational needs change. One notable exception to the decision not to invest in adding 
campus square footage can be seen in the new Veterinary Technology Building slated to open in spring 
2021. This new building will allow the program to be located on the main campus, rather than in off-
campus leased space, making it easier to maintain, and safer for students and staff.  

As stewards of public funds, accessibility, energy efficiency, and waste reduction are top priorities in 
design and operation decisions. CSI has a long tradition of practicing resource management, recycling, 
using alternative energy sources, and other green building initiatives. Two recent additions to campus, 

https://www.csi.edu/maintenance/
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the Health Sciences & Human Services Building and the Applied Technology and Innovation Center are 
both LEED certified buildings. Other examples include CSI’s use of a building automation system (BAS) to 
control and monitor all exterior lights, some interior lights, HVAC systems, certain kitchen equipment, 
flood sensors, irrigation systems, door locks, and critical fire alarm functions. Most campus heating 
energy is provided by geothermal water controlled by the building automation system creating a 
minimal need for reliance on natural gas and electrical power for heating. 

As noted in the CSI Employee Policies and Procedures Manual (8.30), hazardous materials are handled 
responsibly. Further, the college minimizes the amount of potentially hazardous refuse created to the 
extent possible.  

Campus Safety 

The College of Southern Idaho makes adequate provision for the safety and security of its students and 
their property at all locations, including at its off-campus sites through campus resources and through 
agreements with respective law enforcement agencies. Campus Safety is staffed by seven full-time 
officers and a varying number of part-time officers depending on specific needs for special events and 
activities. Campus Safety Officers are present on campus 24 hours per day, 365 days per year and all 
officers are First Aid/AED/CPR Certified. The Director of Campus Safety supervises Campus Safety 
personnel and is also responsible for managing the college’s emergency management response which 
consists of campus-wide emergency warning systems, coordination with local and state law 
enforcement and emergency management agencies, conducting vulnerability/threat assessments and 
remediation, preparation of all emergency policy and procedural documentation, and conducting drills 
and exercises. Every major building on campus houses an Automated External Defibrillator (AED) and a 
Stop the Bleed Trauma Kit.  

The college complies with the reporting requirements of the Clery Act by producing an Annual Security 
Report which provides campus crime statistics and security policies to faculty and staff, and to potential 
and new students, through the college’s security website and through direct distribution to students and 
employees via campus email. All campus safety and security incidents are tracked through the Maxient 
database which is accessible to appropriate campus personnel including the Campus Safety Director, 
Dean of Students, Human Resource Director, Residence Hall Supervisor, and the Vice President of 
Student Services. 

The college also relies on the College of Southern Idaho Campus Assessment Resource and Evaluation 
(CARE) Team, a multidisciplinary campus threat assessment and behavioral intervention team that 
assesses and addresses threatening and/or concerning behaviors that arise. The CARE Team is 
composed of the Dean of Students, Coordinator of the Career and Counseling Center, Vice President of 
Student Services, Director of Human Resources, Associate Dean of Students, and the Campus Safety 
Director. Recently, the CARE team has been expanded to include an Instructional Dean and faculty 
representation. The CARE Team provides a central point of contact for faculty and staff to share any 
concerns related to health and safety and has also developed an Emergency Procedures Manual which 
provides employees with suggested strategies and resources in the event of a variety of different 
incidents. The college also uses a mass distribution emergency notification system (RAVE) to notify the 
campus community in the event of an emergency. Automated e-mail, text, and phone message are 
transmitted to students, staff, and faculty as the emergency dictates.  

https://www.csi.edu/security/default.aspx
https://www.csi.edu/security/emergency-management/default.aspx
https://www.csi.edu/security/crime-statistics/default.aspx
https://www.csi.edu/security/crime-statistics/default.aspx
https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0
https://www.csi.edu/security/emergency-management/care-team.aspx
https://www.csi.edu/security/emergency-management/care-team.aspx
https://www.csi.edu/security/emergency-management/rave-alert.aspx
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The college also provides regular training to faculty and staff regarding campus violence, threats, and 
student conduct at semester in-service events. Specialized training is also provided for employees 
around working with students with disabilities and Title IX compliance.   

Technology Infrastructure 
 
The CSI Office of Information Technology (OIT) provides a digital foundation designed to enable the 
college to meet mission fulfillment. The enterprise architecture of the college has evolved in recent 
years with the aim of leveraging capabilities to deliver a seamless, consistent digital experience for 
students and employees. Specific attention has been given to capabilities around cybersecurity, cloud 
computing, data and analytics, communications, networking and connectivity, computing hardware and 
devices, disaster recovery systems, and network storage.  
 
The college’s existing ten-year technology plan demonstrates the progress that has been made, and 
continues to be made, around the campus technological infrastructure. While the first five years of the 
implementation of this plan has created robust technological capabilities, the college has faced 
significant challenges with its current campus operations software system. The existing system was 
implemented in 1998 and has undergone heavy customization over the past two decades. Today, the 
system is largely incapable of integrating with modern systems. While the college has been exploring the 
replacement of this system for several years, the emergence of the global pandemic has accelerated the 
need to take action to mitigate the barriers posed by reliance on these legacy systems. Therefore, in 
February 2021, the college announced that it had chosen to replace this legacy system with a new ERP, 
Anthology. This multi-million dollar initiative will introduce new digital capabilities, including 
enhancements to student recruiting and retention, student engagement, student advising, integrated 
online learning access, workforce and industry insights, and a modern communication platform 
spanning every student contact point via a modern Customer Relationship Management tool. This 
comprehensive platform will also help improve operational efficiencies, enable faculty and staff to 
better serve students, and increase student engagement throughout their college experience. 
 
The college currently relies on several different tools to provide an accessible, safe, and secure 
technological infrastructure, as is outlined in the table below. 
 

Technology Type  Primary Function(s) Accessibility Security 
Anthology 
(IN 
PROGRESS) 

Enterprise 
Resource 
Planning (ERP), 
Student 
Information 
System (SIS), and 
Customer 
Relationship 
Management 
(CRM). 

Campus digital operations and 
student management platform. 
Manages employee, financial, 
academic, and communication 
records. Includes capabilities for 
recruitment, admissions, 
registration, financial aid, 
advising, course management, 
course scheduling, faculty load 
management, dual enrollment, 
academic/co-curricular 
transcripts, event management, 
finance, HR, payroll, reporting, 

Software-as-a-Service. 
Available via Internet 
connection using 
standard web browsers 
and mobile devices. 

Industry-standard SSL 
encryption. Password & 
access protected using 
SSO and MFA. 

https://www.csi.edu/information-technology/default.aspx
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analytics, eCommerce, and 
campus mobile app. 

Canvas LMS Learning 
Management 
System. 

Delivery, management, and 
reporting of credit-bearing and 
non-credit-bearing courses, 
employee training, new student 
orientation, and instructional 
outcomes assessment. 

Software-as-a-Service. 
Available via Internet 
connection using 
standard web browsers 
and mobile devices. 

Industry-standard SSL 
encryption. Password & 
access protected using 
SSO and MFA. 

Microsoft 
365 A3/A5 
for Education 

Enterprise 
productivity 
suite, 
collaboration 
platform, & file 
storage system. 

Institution-wide email, calendar, 
contacts, productivity 
applications, project 
management, workflow engine, 
forms builder, collaboration 
tools, voice/video web 
conferencing, secure instant 
messaging, online storage, and 
visual dashboards. 

Software-as-a-Service. 
Available via Internet 
connection using 
standard web browsers 
and mobile devices. 

Password & access 
protected using SSO 
and MFA. 

Azure Active 
Directory 

Enterprise 
identity & access 
management 
(IAM) service. 

Single sign-on (SSO) service & 
adaptive multi-factor 
authentication (MFA). 

Software-as-a-Service. 
Available via Internet 
connection using 
standard web browsers 
and mobile devices. 

Password & access 
protected using SSO 
and MFA. 

Azure 
Enterprise 
Security 

Enterprise 
Advanced Threat 
Protection for 
cloud and on-
premise 
services, 
applications, 
data, and 
devices 

Cyber-threat detection, 
prevention, and mitigation, 
network security, SIEM and 
intelligent analytics, firewall, 
endpoint device protection, 
information protection, data 
privacy, Internet of Things (IoT) 
protection, Single Sign-On (SSO), 
Multi-Factor Authentication 
(MFA), and other security 
capabilities. 

Software-as-a-Service. Password & access 
protected using SSO 
and MFA. 

Private 
Network 

Secure file and 
print network 
services. 

Used by students, faculty, and 
staff with secure access to 
network resources for electronic 
file and print services on- and 
off-campus. 

Hybrid cloud and on-
premise services. 

Password & access 
protected using SSO 
and MFA. 

 
Over the last 5 years, CSI has also made significant investments in upgrading computing devices across 
all campus facilities totaling the replacement of more than 1,500 devices. Many of these employee and 
student lab computers were 8-10 years old at the time of replacement. CSI has now stabilized the 
computing environment while upgrading to supported operating systems and hardware, and today 
more than 70% of computers at CSI are less than 5 years old. Once computing devices and other 
technology equipment is no longer usable by CSI, the equipment is sold at auction, offered for public 
donation, or recycled. CSI is piloting the expansion of virtual computing technology to support virtual 
client computer labs which would dramatically reduce the costs required to maintain traditional 
workstation/laptop upgrade schedules. This strategy will allow CSI to invest in lower-cost computing 
devices with longer life spans (7-10 years) which leverage virtual services to provide the entire 
computing workload. This transition is currently in pilot with the goal of initial implementation by fall 
2022. 
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In 2020, CSI launched a student computer loaner program to support students who might be unable to 
access a modern computing device. These loaner devices are available to degree-seeking students free 
of charge for the duration of their enrollment at CSI. Loaner computers are managed via Microsoft Azure 
security and mobility controls, making it easy for students to receive the latest software, applications, 
and security updates without having to come on campus. Each loaner device comes with the latest 
cybersecurity defenses and provides OIT staff with full remote support and wipe capabilities in 
situations where a device is lost or stolen.  

 

Moving Forward 

As the college looks ahead to its Evaluation of Institutional Effectiveness (EIE) Report, there are several 
efforts and initiatives that will impact the college over the next year, including: 
 

• The transition to Anthology as a new ERP for the college. This change in institutional operating 
systems will have a profound effect on the college for the next several years.  

• The adoption of a new strategic plan. The college is currently finalizing a new strategic plan that 
will go into effect in the middle of 2021. This provides both challenges and opportunities as the 
college prepares for its EIE report and visit. 

o The new plan is grounded in the values of equity, quality, and innovation. These values 
will guide CSI as it works to meet the needs of all students, while providing relevant and 
responsive educational programing. 

o The new plan will also challenge the institution to develop meaningful student 
achievement metrics that meet the needs of the new plan, while maintaining the ability 
to leverage historical longitudinal data captured as a component of the existing plan.     

• Understanding what it means for the College of Southern Idaho to be a Hispanic Serving 
Institution (HSI). CSI has just recently met the enrollment threshold for designation as the first 
public HSI in the State of Idaho. While this designation has been on the college’s radar for a 
number of years, we are now grappling with both the opportunities it provides and the 
responsibilities that it demands as we seek to better serve all students.   

 
The College of Southern Idaho would like to thank NWCCU and the evaluation team for reviewing this 
report. We look forward to receiving the team’s feedback and to preparing for our upcoming Evaluation 
of Institutional Effectiveness report and visit in the spring of 2022. 
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Minutes 
 


Attendance  
Attendance:  Ron Cresswell, Crystal Ayers, Andy Cluff, Clark Draney, Jan Simpkin, Kalise Price, Kory 
Lloyd, Matthew Quesnell, RoseAnna Holliday, Scott Farkas, Shelley McEuen, Teri Fattig, Tracey 
Meyerhoeffer, Whitney Smith-Schuler 


Ex-Officio:  Todd Schwarz, Amy Christopherson, Barry Pate, Catrina Chapple, Chris Bragg, Jason 
Ostrowski, Jayson Lloyd, Jennifer Hall, John Hughes, Jonathan Lord, Melissa Chantry, Michele 
McFarlane, Michelle Schutt, Tiffany Seeley-Case 


Guests:  Kara McCurdy, Rita Ruhter, Dillon Brock 
 


Welcome and Introductions/Minutes and Agenda Ron Cresswell 
Ron Cresswell welcomed members and guests and announced that voting will be done as before 
with participants selecting yes or no via Zoom. Ron then asked if anyone had any corrections to the 
December minutes, and as none were brought forward, the minutes are approved as posted.  


Meeting began at 2:00 pm 
Administrative Update Todd Schwarz 


Textbook affordability is a discipline priority needing broad input. Provost Schwarz offered thanks to 
those who have volunteered to participate in finding solutions.  
 
Curriculum Committee will have a role to play in program action approvals, i.e. planning for new 
programs, program expansion, and termination and deactivation of current programs. This 
conversation will be brought up soon, probably in the next Curriculum Committee meeting.  
 
By-Laws Document 
The Curriculum Committee By-Laws document has been available on Teams for making changes. 
Changes or suggestions have been noted on the document, but none of them have been formally 
discussed or approved. Please look at the by-laws document this month and be prepared to discuss 
at the next meeting. Of particular concern is the deadline for items to be submitted for the 
upcoming agenda. The wording says that the deadline is the Monday of the week prior to 
Curriculum Committee meeting. With the new curriculum management system, that deadline could 
be changed.  
 


 


Curriculum Committee 
 


20 January 2021— 2:00 p.m. 
Zoom 
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Items for Committee Consideration    


Social Science and Communication Shelley McEuen 
DISCUSSION:  PSYC 120, 201, 217, and 228 – Tabled 
Dr. Simonson and David Chambers have discussed changing the recommendations for these 
courses. Instead of requiring a C or better grade, they would change the language to “recommend a 
C or better” and drop “or instructor permission.” These courses will be updated and presented for 
final vote in February’s meeting.  
 
DISCUSSION:  CRIJ 205, CRIJ 220, CRIJ 230, CRIJ 290 – Course Discontinuance 
These courses have not been taught since 2017 and are discontinued in the sequence.  
CONCLUSION:  Scott Farkas proposed the discontinuance of these courses and Jan Simpkin 
seconded the motion. Shelley McEuen abstained from voting. The remainder of the Committee 
voted in favor and the motion carries. 
 


Trade and Industry Kory Lloyd 
DISCUSSION:  WELD 100 – New Course  
This 3-credit introductory course is offered as a required program course for Machining and 
Manufacturing and for Agriculture transfer students. It is also offered as an open enrollment 
welding course with no prerequisites or course fees. Provost Todd Schwarz thanked Kory and his 
team for proposing introductory courses that serve both as an introduction and provide exposure to 
students.  
CONCLUSION:  Kory Lloyd moved that WELD 100 be accepted as a new course, and RoseAnna 
Holliday seconded the motion. The Committee voted in favor and the motion carries.  
 


Health Science and Human Services RoseAnna Holliday 
DISCUSSION:  ALLH 102, EMSE 102 – Course Change 
Rita Ruhter presented that current prerequisites of ALLH 100 and ALLH 101 have been in place for a 
long time as part of a statewide CTE curriculum. The courses provide foundational knowledge for 
success in programs. By keeping the prerequisites, CSI’s programs align with State, dual credit 
partners, and internal programs. Professionals who need to certify can go through workforce 
training and bypass the prerequisites now. The discussion turned to a distinction between 
prerequisites and program requirements. Removing prerequisites of ALLH 100 and ALLH 101 from 
ALLH 102 and EMSE 102 will not change the requirement within programs to complete those 
classes, nor does it change the current dual credit pathway.  
CONCLUSION:  Scott Farkas made a motion to remove the prerequisites and Kory Lloyd seconded 
the motion. After a partial vote, Todd Schwarz asked for a roll call and the results are as follows: 
Crystal Ayers – Yea 
Kory Lloyd – Yea 
Shelley McEuen – Yea 
Tracey Meyerhoeffer – Yea 
Andy Cluff – Yea 
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Clark Draney – Yea 
Jan Simpkin – Yea 
Kalise Price – Abstain 
Teri Fattig – Yea 
Whitney Smith-Schuler – Yea 
Scott Farkas – Yea 
Matt Quesnell – Yea 
RoseAnna Holliday – Abstain 
The motion to remove prerequisites of ALLH 100 and ALLH 101 from ALLH 102 and EMSE 102 carries. 
 
DISCUSSION:  ALLH 102L – First Reading 
ALLH 102L was created for dual credit purposes but barriers from the State prevented its 
implementation. Because of this, we are in violation of our own catalog, and in order to align, we 
are discontinuing this course. 


 
DISCUSSION:  Practical Nursing, ITC – Program Change  
The changes proposed to this program include adding CNA certification as a prerequisite as well as 
BIOL 105 or BIOL 227 and 228 and MATH 143.  
CONCLUSION:  RoseAnna Holliday moved to approve the changes to the LPN program and Tracey 
Meyerhoeffer seconded the motion. The Committee voted in favor and the motion carries. 
 
DISCUSSION:  Registered Nursing, AS – First Reading 
  NURR 114, NURR 214 – New Course 
     NURR 111, NURR 113, NURR 211, NURR 213 – Course Discontinuance 
The program description has been changed to provide more detail and include specialized 
accreditation information. Prerequisites have changed to include COMM 101 or COMM 209 instead 
of ENGL 101, and the program has changed to reflect the combining of NURR 111 and NURR 113 
into NURR 114 and NURR 211 and NURR 213 into NURR 214. There are some other shifts in 
sequencing of courses in the program.  
 
DISCUSSION:  NURR 215 – First Reading 
The name of this course has been changed to Maternal/Newborn & Pediatric Nursing. The word 
newborn was added. The course description was changed to include clinical learning experiences, 
and the original five outcomes were changed into eight that could be more easily measured.  
 
DISCUSSION:  NUR 217 – First Reading 
All end-of-course student learning outcomes were updated to align with end-of-program student 
learning outcomes. 
 
DISCUSSION:  NURR 110, SURT 109, SURT 110, SURT 115 – FYI 
These courses have prerequisites of classes that were retired last year. The changes to these 
courses reflect the removal of those classes. 
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DISCUSSION:  RADT 170 – First Reading  
RADT 170 is a mammography course that is no longer taught and is being discontinued.  
 


Agriculture Matt Quesnell  
DISCUSSION:  Equine Studies AA, AAS, ITC – First Reading 
  Equine Business Management AS 
  EQUS 232, 233, 234, 236, 237, 242, 243, 285, 290 
  Horticulture AAS, ITC 
  Horticulture Concentration: Horticulture AS, Landscape Design AS 
  HORT 114, 122, 132, 160, 199, 200I, 201, 204, 225, 225L, 227, 235, 240, 247 
Due to low enrollment and needs assessment, the Agriculture Department will be discontinuing the 
Equine and Horticulture programs and associated courses. Chris Bragg noted that any program 
discontinuance will have teach-out requirements in order to allow students to complete the 
program they are in now. Courses can be suppressed in the catalog but not discontinued until after 
students have had an opportunity to complete their current program.  
 
DISCUSSION:  AGRI 100 – First Reading 
This course, Agribusiness Seminar, was created originally for agribusiness students, but its value has 
expanded into other programs in our department. We are proposing that this course be added to 
the Natural Resource Management AAS as well. We have changed the name to Agriculture and 
Natural Resources Seminar and have made changes in the outcomes to reflect the broader reach of 
the course.  
 
DISCUSSION:  Agriculture AA, BTC – FYI 
  Agribusiness AA 
  Animal Science, AS 
The name of a course within these programs is changing (AGRI 100), which triggered a change for 
these programs in the curriculum management system. Program outcomes stay the same. 
 
DISCUSSION:  WATR 120 – First Reading 
Two programs, Aquaculture and Water Resources, both have Water Quality courses. In an effort to 
utilize faculty most effectively, WATR 120 and AQUA 205 will be combined into WATR 120. WATR 
120 will be reduced from 3 credits with a 1 credit lab to 2 credits with a 1 credit lab. Student 
learning outcomes for both classes were combined and changes were made to SLOs to recognize 
that students from both Water Resource Management and Aquaculture will take this course.  
 
DISCUSSION:  AQUA 205 – First Reading 
Because AQUA 205 is being combined into WATR 120, this course is being discontinued.  
 
DISCUSSION:  AQUA 201 – First Reading 
AQUA 201 is getting an added Student Learning Outcome to include spreadsheet skills.  
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DISCUSSION:  Aquaculture AAS, ITC – First Reading 
These programs will replace the outgoing AQUA 205 with the newly modified WATR 120 and 
eliminate CISA 115 (Introduction to Spreadsheets). The spreadsheet training will be picked up as a 
student learning outcome in AQUA 201. 
 
DISCUSSION:  Water Resource Management BTC – First Reading 
Credits in WATR 120 are being reduced, and the new, broadened AGRI 100 course is being added as 
a degree requirement. Credits required for completion will remain at 12. 
 
DISCUSSION:  Water Resource Management ITC – First Reading  
We are removing WATR 230 and WATR 230L, which haven’t been offered for several semesters due 
to low demand, and replacing them with WATR 120 and WATR 120L. AGRI 100 is being added as a 
program requirement. Program elective credits are being reduced from 13 to 12 in order to keep 
program credit requirements at 30. 


 
DISCUSSION:  Natural Resources Management AS – First Reading 
We are proposing to eliminate the three current degree pathways identified in the catalog by 
consolidating them into one list of program electives and advising students based on interests. In 
addition, AGRI/GEOL 126, AGRI 100, AGRI 205/205L will be included as program requirements. BIOL 
209 (formerly a requirement) and MATH 160 will be added as program electives. WATR 120 remains 
a program elective but decreases in credits from 3 to 2. AQUA 205 is being removed. The total 
program credits are lowered resulting in a minimum of 60 credits required for graduation.  


 
Visual and Performing Arts Scott Farkas 


DISCUSSION:  Visual and Performing Arts AA – First Reading 
  HUMA 280 
  ARTS 117, ARTS 127, ARTS 217, ARTS 227 
  MUSI 117, MUSI 127, MUSI 217, MUSI 227 


THEA 117, THEA 127, THEA 217, THEA 227 
DANC 117, DANC 127, DANC 217, DANC 227 


We are proposing a Visual and Performing Arts degree that will replace the currently offered 
individual degrees. The new program is designed to allow students to follow their own interest in 
the arts. Students can pursue focused training in specific areas or follow a broader scope of 
exposure. The goal is to find a place in the Arts for as many people as possible. The program has 
four areas of study in arts, music, theater, and dance. Each course in the program earns 3 credits 
and is repeatable up to four times for credit towards completion of the degree. Similar to the design 
of GNED 101, content will be scaffolded into student learning outcomes in all domains. The last 
piece of interest is a capstone course, HUMA 280. This course is designed to assess student learning 
throughout the program, to help students develop goals, and give students an opportunity to 
develop and execute artistic projects on their own.  
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Engineering, Physical and Computer Sciences Andy Cluff  
DISCUSSION:  Computer Science AS – First Reading 
This is a transfer program, but computer science programs across Idaho are not aligned. The 
proposal is to remove from the program courses that have been required at CSI but not at all 
transfer institutions (MATH 230, MATH 275, MATH 310, and COMS 260) and to add courses to 
program requirements that are required at transfer institutions (PHYS 211 or CHEM 111, COMM 
101). Additional courses will be added to the program electives (ENGL 202 and BUSA 207 as well as 
the new COMS 253). These changes will reduce the total number of credits required for graduation. 
 
DISCUSSION:  COMS 253 – First Reading 
This new 3-credit course, Intro to Systems Programming, specifically deals with Unix or Linux 
programming and will meet transfer requirements of BSU and LCSC. We expect it to transfer as a 
program elective at other institutions. 
 


Biology Jan Simpkin 
DISCUSSION:  BIOL 199A (WELL 100 C41) - FYI 
This is a flex start 199 course to go with WELL 100, Get to Know Birds.  
 
 


English, Language and Philosophy Clark Draney 
DISCUSSION:  ENGL 080 – First Reading 
The current system of ESL courses separates the specific aspects of language learning. Our current 
English ESL instructor uses a different methodology and doesn’t see a need for the courses to be 
separately listed. We are proposing to create one 4-credit course, which will include all the 
elements of the several current courses plus a cultural awareness component. The existing courses 
will remain in the catalog to allow flexibility for students who need specialized instruction. The new 
course, Learning Academic English, will be repeatable up to three times. Next year will propose a 
100 version of this course. 
 


Good of the Order  
No further announcements or business was brought forward. 


Meeting adjourned at 4:46 pm 
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Reminders  
The next Curriculum Committee meeting will be held February 3rd at 2:00 pm via Zoom. 
 
 
 
 
 
 
 
 


 
 
… 
Amy May  
Curriculum Committee Secretary 
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Curriculum Vita_______________________________________________________________________ 
John W. Hughes 


College of Southern Idaho 
 


Position: Dean, Innovation and Success     Email: jhughes@csi.edu 
Institution: College of Southern Idaho     Phone: 208-732-6549 
Address: P.O. Box 1238 Twin Falls, ID 83301    FAX: 208-736-3029 
 
Professional Preparation 
     1981 AA Liberal Arts, College of Southern Idaho 


      1988 BS Exercise and Sport Science, University of Utah  
      1990 MS Administration, University of Utah   


 
Work Experience 
     Academic Appointments 


 Dean, Innovation and Success, College of Southern Idaho, 2017 – present  
 I-STEM Site Coordinator, College of Southern Idaho, 2009 – present  
 Associate Dean of Student Success, College of Southern Idaho, 2015 – 2017  
 STEM Coordinator, College of Southern Idaho, 2013 - 2015 
 Education Department Chairman, College of Southern Idaho, 2005 - 2015 
 Physical Education Department Chairman, College of Southern Idaho, 2005 - 2015 
 Professor of Education, College of Southern Idaho, 2005 - 2015 
 Academic Development Center Director and Developmental Education Chairman, College of 


Southern Idaho, 2004-2005 
 Associate Professor of English, College of Southern Idaho, 2002 - 2005 
 Assistant Professor of English, College of Southern Idaho, 1999 - 2002 
 Instructor of English, College of Southern Idaho, 1990 - 1999  


  
    Non-Academic Appointments 


 Accreditor, Northwest Commission on Colleges and Universities, 2005 - present 
 Curriculum Committee Chairman, College of Southern Idaho, 2007- 2009 
 Accreditation Vice Chairman, College of Southern Idaho, 2003 - 2005 


 
Grant Experience 


 i-STEM Site Coordinator, Region IV/College of Southern Idaho, 2009 - present 
 Child Care Access Means Parents in School (CCAMPIS) grant, US Department of Education, 


2019 - present.  
 NASA ORBIT STEM grant: Idaho Community Colleges/College of Southern Idaho, 2014 - 


present 
 Complete College America-Guided Pathways to Success grant, Idaho/College of Southern 


Idaho, 2014 - 2016 
 J.A. and Kathryn Albertson Foundation funding: College of Southern Idaho Child Care, 2014 - 


2016 



mailto:jhughes@csi.edu





 Idaho Department of Health & Welfare Living Well in Idaho grant, College of Southern 
Idaho, 2010 – 2013 


 St. Luke’s Community Health Improvement grant, College of Southern Idaho, 2006, 2007, 
and 2011 


 Congressional Appropriation Grant, College of Southern Idaho, 2005-2007 
 


Awards 
 College of Southern Idaho & J.A. and Katheryn Albertson Foundation Teaching Excellence 


Award: 2000-2001 





		Professional Preparation

		Work Experience

		Academic Appointments

		 Dean, Innovation and Success, College of Southern Idaho, 2017 – present

		 Associate Dean of Student Success, College of Southern Idaho, 2015 – 2017

		 STEM Coordinator, College of Southern Idaho, 2013 - 2015

		 Education Department Chairman, College of Southern Idaho, 2005 - 2015

		 Professor of Education, College of Southern Idaho, 2005 - 2015

		 Academic Development Center Director and Developmental Education Chairman, College of Southern Idaho, 2004-2005

		Non-Academic Appointments

		Grant Experience

		Awards








2.G.7 The institution maintains an effective identity verification process for students enrolled in 
distance education courses and programs to establish that the student enrolled in such a course or 
program is the same person whose achievements are evaluated and credentialed. The institution 
ensures that the identity verification process for distance education students protects student privacy 
and that students are informed, in writing at the time of enrollment, of current and projected charges 
associated with the identity verification process. 
 
The College of Southern Idaho (CSI) verifies the identity of a student who participates in an online or 
hybrid course by requiring the use of secure sign in and password created by the Office of Information 
Technology.  Students who enroll in online or hybrid courses and programs at CSI must access CANVAS, 
the College’s learning management system, through a secure sign in provided by their CSI user 
credential.   
 
The College maintains an effective identity verification process for students enrolled in online and hybrid 
courses and programs to establish that the student enrolled in such a course or program is the same 
person whose achievements are evaluated and credentialed. This is accomplished by the following: 


1. Students in online and hybrid courses submit course work through Canvas or EagleMail, the 
College’s official email system.  


2. At least one additional authentication measure is implemented by course instructors in each 
online or hybrid course.  


a. One on-campus proctored examination or equivalent experience with photo 
identification verification. 


b. One remotely proctored examination or equivalent experience in an approved testing 
site or Respondus Monitor. 


c. One videoconference (Zoom) or in-person meeting with the course instructor with 
photo identification verification with submission of a major assignment or exam. 


d. A mandatory on-campus session with a graded activity, such as a student presentation 
or group project.  


 
The instructor’s course syllabus informs online and hybrid students of required campus meetings, 
authentication measures, test dates, and special equipment (webcam, speakers, headset, etc.)  The 
course syllabus includes a Distance Learning and Testing statement that informs students of test-taking 
procedures, test sites, associated fees, and student responsibility.  Additionally, the course syllabus 
includes an Integrity statement with related links to Student Code of Conduct and Academic Integrity.  
 
 
 
 
 








 
MINIMUM REQUIREMENTS TO BE CONSIDERED TO TEACH 


DUAL CREDIT 
 


 


Department of English, Languages, and Philosophy  


 


English 101  


Bachelor’s Degree in English or closely related field (Master’s Degree preferred) and two (2) or more of the 


following:  
- 5 years AP experience  


- 5 years experience teaching composition at the high school level or higher. College teaching experience preferred. 


- Graduate level coursework and/or accredited training in the teaching of college-level composition.  


- Demonstrable success in the teaching of college-level composition.  


English 102  


Master’s Degree in English and one (1) or more of the following:  
- 5 years AP experience 


- 5 years experience teaching composition at the high school level (or higher). College teaching experience preferred. 


- Demonstrable success in the teaching of college-level composition.  


English Literature (ENGL 175 only)  


Master’s Degree in English and one (1) or more of the following:  
- 5 years AP experience  


- 5 years experience teaching literature at the high school level (or higher). College teaching experience preferred.  


- Graduate level coursework and/or accredited training in the teaching of literature at the college level. 


- Demonstrable success in the teaching of college-level literature.  


Languages (Spanish and French)  


Master’s degree in the language and one (1) or more of the following:  
- 5 years AP experience  


- 5 years experience teaching the language at the high school level (or higher). College teaching experience preferred.   


- Demonstrable success in the teaching of college-level language.  


- Demonstrable spoken language proficiency.  


Philosophy  


Master’s degree in philosophy or closely related field and one (1) or more of the following:  
- 5 years AP experience  


- 5 years experience teaching philosophy at the high school level (or higher). College teaching experience preferred. 


- Graduate level coursework and/or accredited training in the teaching of philosophy at the college level.  


- Demonstrable success in the teaching of college-level philosophy.  


  


Bachelor’s degree in ASL or closely related field and three (3) or more of the following:  
- 5 or more years of work and/or teaching in related field.  







- ASLTA certified or RID certified.  


- Evidence of achieving relationships in the Deaf Community.  


- Demonstrable success in the teaching of college-level ASL.  


 


 


Department of Social Science and Communications 


 


Social Science and Communications minimum qualifications for consideration: 


Bachelors in discipline (Communication, Political Science, History, etc.) plus one or more of the following: 


·         Five years teaching in the discipline 


·         12 credits of graduate-level coursework in discipline with grade of B or higher in each course 


·         Evidence of current enrollment in a master’s degree in the discipline (10 or more credits) 


 


Department of Visual, Performing and Liberal Arts 


 


Music requires at least a BA in Music. A bachelor’s in another field would not be considered. 


 


Art requires at least a BFA and preferably an MFA. A concentration in the medium they would be teaching is 


preferred, and required for photography. We also require submission of a portfolio. 


 


Wellness Department 
- Bachelor of Science In Physical Education or related field (Kinesiology, Athletic Trng., Exercise Science, Health 


Education, Outdoor Recreation, e.g.) 


- Minimum of 3 years teaching in the discipline 


- Proof of required certifications for certain courses 


- Evidence of positive evaluations of teaching skills  


Education Department 


Qualifications for Dual Credit Instructor for Education 201, 204, 205, 215 Coursework 
- Master’s degree in Education plus 1 or more of the following 


- 5 years teaching in the discipline 


- AP Experience 


- Certificated teaching credential in Idaho 


Qualifications for Dual Credit Instructor for Education 202, 203 Coursework 
- Bachelor’s degree in Education  


Biology Department 


 


Biology Department 


 


• Prospective dual credit instructors should possess a Bachelor’s degree in biology or related field (Master’s 


preferred) OR have completed 15 credits of upper division coursework in discipline (which includes 


courses equivalent to desired teaching assignment).  Additionally, prospective instructors should have at 


least four years teaching experience in the discipline. 


The following criteria should also be met for each course taught, preferably with a B or higher: 


 
• BIOL100: Concepts of Biology 


o Requires General College Biology I (BIOL201), or equivalent course  







 


• BIOL102: Environmental Science  
o Requires General Ecology (BIOL209) and/or Environmental Science (BIOL102), or equivalent course 


 


• BIOL105: Human Structure and Function 
o Requires Anatomy and Physiology I (BIOL227) and Anatomy and Physiology II (BIOL228), or equivalent 


courses 
 


• BIOL201: General College Biology I 
o Requires General College Biology I (BIOL201) and General College Biology II (BIOL202), or equivalent 


courses 
 


• BIOL227 
o Requires Anatomy and Physiology I (BIOL227) and Anatomy and Physiology II (BIOL228), or equivalent 


courses 


 


Agriculture Department 


Demonstrate competency in the course they are teaching by one of the following: 
- Bachelor’s degree in Agriculture or Agricultural Education 


- Proven success in the subject sequence with at least 12 credits of subject coursework  


- 3 years current teaching experience in the field 


- Idaho teacher certification with appropriate endorsement 


- Evidence of achieving positive student relationships    


 


Business and Economics Department  


Business and Economics qualifications for consideration: 


Bachelors in discipline plus one or more of the following:  
- Five years teaching in the discipline 


- 12 credits of graduate-level coursework in discipline with grade of B or higher in each course 


- Evidence of current enrollment in a master’s degree in the discipline (10 or more credits) 


 


 


Physical Science Department  


CHEM 101 lecture and lab as a dual credit course for CSI 


 


Degree Requirement 


 


Possible Degree Requirement Substitute 


 


M.S. or Ph.D. Degree 


in Chemistry 


 


 


B.S. in chemistry and M.S. either in physics, biology, or education as 


well as chemistry laboratory work experience at a similar level of 


rigor as an M.S. in chemistry may also be considered. 


 


 


Physical Science Department requirements to be considered as an instructor for  


CHEM 101 dual credit laboratory for the CSI hybrid courses 


 


 


Degree Requirement 


 


 


B.S. Degree in Chemistry, Biology, or Physics  







 


 


Grade Requirements 


 


3.5 or higher GPA in chemistry courses taken 


 


 


100 level chemistry classes required 


 


General Chemistry I for majors as well as associated 


lab 


General Chemistry II for majors as well as associated 


lab 


 


 


 


200 level classes required 


(A minimum of 2 of the following with 3 or more 


preferred) 


 


Possible Course Requirement 


Substitute 


 


Organic Chemistry I and associated lab 


Organic Chemistry II and associated lab 


Quantitative Chemical Analysis and associated lab 


Physical Chemistry and associated lab 


Microbiology/Cell Biology and associated lab 


 


 


Higher level courses with laboratories 


and/or work experience in a chemistry 


laboratory environment at similar 


levels of rigor as 200 level chemistry 


courses with laboratories may be 


substituted to meet some of these 


requirements at the CSI physical 


science department’s discretion.   


 


 


 


Math Department  


 


Math 143 (College Algebra), 144 (Trigonometry) & 147 (Precalculus) 


Ideal Requirements: Bachelor of Science in Mathematics or Engineering 


Packet Consideration: Committee will consider a packet if you satisfy the following: 
- Bachelor’s with three semester Calculus Sequence (Calculus 1, 2 & 3). 


- Generally A’s or B’s in the Calculus Sequence. 


- Minimum of 3 years teaching experience.   


 


Math 153 (Statistics) 


Ideal Requirements: Bachelor of Science in Mathematics with upper division Statistics Course 


Packet Consideration: Committee will consider a packet if you satisfy the following: 
- Bachelor’s with three semester Calculus Sequence (Calculus 1, 2 & 3). 


- Generally A’s or B’s in the Calculus Sequence. 


- At least one upper division statistics course. 


- Minimum of 3 years teaching experience. 


 


Math 170 (Calculus 1) 







Ideal Requirements: Masters of Science in Mathematics 


Packet Consideration: Committee will consider a packet if you satisfy the following: 
- Bachelor’s with three semester Calculus Sequence (Calculus 1, 2 & 3). 


- Generally A’s or B’s in the Calculus Sequence. 


- Real Analysis with a grade of A or B. 


- Minimum of 4 years teaching experience 


 


Math 175 (Calculus 2) 


Requirement: Masters of Science in Mathematics 


 


 


Health Science and Human Services Department 


 


Each course has specific healthcare requirements, please see below for more information. In addition to any 


healthcare requirement, instructors must have documented approval to teach the dual credit course from the high 


school.  


 


Course Name DC Instructor Requirements 


ALLH 100 – Introduction to Allied Health Professions Bachelor’s degree or higher in health related field. 
Professional healthcare experience; nursing, physician 
background, other clinical experience may be considered 


ALLH 101 – Medical Terminology Bachelor’s degree or higher in health related field. 
Professional healthcare experience; nursing, physician 
background, other clinical experience may be considered 


ALLH 102 – Certified Nursing Assistant Current Idaho RN with 2 years of experience in hospital in-
patient care, long term, or hospice (supervising C.N.As) 


ALLH 103 – Pharmacy Technician Current Pharmacy tech., experience working as a 
pharmacy tech. Experience teaching pharmacy courses 
preferred. 


ALLH 104 – Central Sterile Processing Must meet Surgical Tech. accreditation guidelines for 
teaching sentinel content. Contact HSHS Dept. Chair for 
more information. 







ALLH 160 – Culture & Philosophy of Sport Experience in sports medicine, physical therapy, 
kinesiology. Teaching experience in medical field 
preferred. 


ALLH 220 – Fundamentals of Nutrition Registered Dietitian, experience teaching nutrition with 
CSI or other post-secondary institution. 


EMEM 102 – Emergency Medical Technician Current EMT instructor certification for State of Idaho 


  


 


 


Information Technology Department  
 


Minimum Requirement for Dual Credit Instructor  
1. Demonstrate competency in the course they are teaching by one of the following: 


• Bachelor’s degree in the content area 


• Idaho Teacher certification with appropriate endorsement 


• Post-Secondary CTE Occupational Specialist Certificate in the content area 


• 5 years current experience working in the industry 


2. Appropriate Industry Certification if required by the curriculum, i.e. Cisco Certified Instructor 


3. Demonstrated experience in the content area within the last year.  


4. Minimum of three years teaching experience with high school students. 
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College of Southern Idaho 


Emergency Operations Guide 
 


INTRODUCTION 
 


These procedures apply to all personnel, buildings, and grounds. This information is being 
disseminated to assist all faculty and staff members in responding to different emergencies they 
may confront in the course of their duties at the CSI main campus and at the off campus centers. 
This manual should be kept in an area where it will be immediately available, should one of the 
identified emergencies occur. The procedures are designed to be flexible to accommodate 
contingencies of various magnitudes. 


 
Please become familiar with the contents of this manual. In the event of an emergency, it will serve 
as a quick reference for effective action. The manual is not all inclusive. Call Campus Safety at 
extension 6605 for assistance with any emergency. The succession of events in an emergency is not 
predictable, therefore, these procedures serve only as a guide and checklist and may require 
modification to meet the requirements of each emergency. 


 
All employees should become familiar with the locations of first aid kits, fire extinguishers, and 
AED units in their building. 
 


Remember that the general procedure for first response to an emergency is: 
 
 


A ssess the situation - if extreme personal injury or danger exists, call 911. 
C all Campus Safety at Extension 6605, to report the situation - 24 hours a day. 
T ake action to provide aid, or find aid as required by the situation. 
 


 
Locate the first aid kit, fire extinguisher and AED unit in your building. Use safety coverings for 
yourself (gloves can be found in the AED bags) if you touch a person or substance or provide CPR. 
Evacuate the area if necessary. All buildings must be evacuated when an alarm sounds and/or upon 
notification by Campus Safety. 


 
The CSI Campus Safety Department is available 24 hours per day to respond to any emergency 
that may develop. During any campus emergency, Campus Safety will place into immediate effect 
the appropriate procedures and immediately consult with the President, or his designee. The 
President, or his designee, is responsible for the overall direction of the College emergency 
response. 


 
If there are any questions or comments regarding the procedures outlined in this manual, contact 
the CSI Campus Safety Department at Extension 6605. 
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Emergency Procedures 
 


The College Campus Safety Department publishes an Emergency Procedure Manual for public use and display. 


Generally, the procedures outlined in the manual are to be followed by personnel who are on the scene.  


 


Types of emergencies covered by the emergency manual are: 


1. Power failure 


2. Reporting Injuries and Accidents 


3. Responding to Media Inquiries 


4. Hazardous Materials Leaks/Spills 


5. Serious Injury 


6. Inclement Weather Closure Information 


7. Imminent Mental Health Emergencies  


8. Bomb Threat 


9. Fire or Explosion 


10. Disaster Warning Procedure 


11. Disruptive Persons/Events 


12. Exposure to Blood or Bodily Fluids 


13. Earthquake, Flood, Tornado, Extreme Weather 


14. Evacuation of Persons with Disabilities 


15. Crime in Progress 


16. Active Shooter Situation 


 


The Emergency Procedures Manual is posted on the CSI Campus Safety web site:  


http//www.csi.edu/security  
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Power Failure 
 
If a minor or major power failure occurs during work hours:  


 


1. Turn off all light switches, the voltage may fluctuate and damage any lights that are on.  


2. Set all equipment and appliance switches to the OFF position. This is to protect against kicking out 


circuit breakers, blowing fuses, or damaging equipment when the full surge or current hits as power 


comes back on.  


3. As necessary, evacuate persons from darkened areas. Emergency lights usually last less than one hour.  


4. Limit the number of people reporting outages to maintenance.  


5. Report persons trapped in elevators to Campus Safety.  


  







4 


 


Reporting Injuries and Accidents 
 
Anyone witnessing an accident or involved in an accident including visitors, employees, or students must 


report the accident to Campus Campus Safety. Contact the CSI Campus Safety Department, Extension 


6605, to document the situation regardless of the severity of the injury.  


 


Report all safety hazards to the Maintenance Department, Extension 6600.  


 


The term "accident" applies to any personal injury. Accident Reports are not required for illnesses, unless 


injuries result from the illness (falling, striking an object, etc.). If the injury is received by an employee or 


student worker during their working hours, they are covered by Worker's Compensation.  


 


Any injured employee who requires the care of a physician or hospital must advise the physician or hospital 


that the injury occurred on the job; an industrial insurance form will be initiated immediately.  


 


If emergency medical attention is required, individuals should report to the Emergency Room at St. Luke’s 


Magic Valley Medical Center: 801 Pole Line Rd W, Twin Falls, ID 83301. CSI Employees seeking non-


emergency medical assistance should report to Occupational Health located at St. Luke’s Magic Valley 


Medical Center: 775 Pole Line Rd W, Twin Falls, ID 83301. 
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Responding to Media Inquiries 
 


Unauthorized people should not make comments to the news media, but should direct all inquiries to the 


Public Information Office (208) 732-6299.  


 


Such inquiries may include the following:  


 


1. Natural disasters, such as earthquakes, fires, etc.  


2. Catastrophes, such as explosions, chemical spills, etc.  


3. Crime  


4. Personnel management issues  


5. Scandal  


6. Legal/financial matters  


 


In the event of one of the above mentioned situations, the CSI Campus Safety Department will provide verified 


facts to the President, or designee, and to the Public Information Officer.  


 


Information to the media should be released only by the Public Information Officer or Administrator 


designated by the President.  
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Hazardous Materials-Leaks/Spills 
(Flammable, Toxic, Corrosive, Oxygenic, Cryogenic Leaks/Spills) 


 
Know what types of chemicals may be in your building. Maintenance 6600/Campus Safety 6605 should 


be contacted to deal with hazardous materials and waste.  


 


If a gas cylinder or other chemical container should begin leaking, and if, in the judgment of the persons 


responsible for such materials, it presents any danger to themselves or the other building occupants, the 


following steps should be taken:  


 


 1. Leave the area immediately, confining the fumes or fire by shutting the door to the room behind you.  


2. Call Campus Emergency Assistance at Extension 6605. Give your name, department, location of 


emergency, and kind of spill, if you know.  


3. Sound the building fire alarm so evacuation can begin, if deemed necessary by Campus Safety.  


4. Evacuate the building to a safe area upwind. Do NOT return to the building until instructed that it is 


safe to do so.  


 


At all times, suspected gas leaks or suspicious odors should be reported to the CSI Campus Safety Department 


Ext. 6605 so appropriate action can be taken.  


 


Note: Contact the CSI Campus Safety Department to document the situation regardless of severity (see 


information on Accident Reports).  
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Serious Injury 
 
Do NOT attempt procedures or techniques beyond your abilities or training. Life saving techniques should be 


administered by trained personnel. 


  


1. Do NOT move a seriously injured person unless it is a life-threatening situation; i.e., falling    


    debris, fire, or further danger.  


2. Shout "help!" to get someone to come and assist.  


3. If the victim is unconscious and someone responds, send the person responding to call 911   


    (emergency medical services will be dispatched). Call Campus Safety at 208-732-6605, 


    and give your name, location, and telephone number. Give as much  


    information as possible regarding the nature of the injury or illness, and whether or not the  


    victim is conscious, etc. All CSI Campus Safety Officers are trained and certified in CPR. Campus  


    Safety will arrange additional resources as necessary.  


4. If no one has responded to your shout, you will need to go call 911 and then return. State  


    the problem, the building or area on the grounds where the emergency exists, and the  


    number you are calling from. If possible, send a runner to meet and guide the arriving  


    emergency crew(s).  


5. Return to the victim. Administer first aid as needed, if you are trained to do so. Keep the  


    victim as calm and comfortable as possible. Do NOT try to administer first aid that you are  


    not qualified to provide. Remain with the victim until Campus Safety arrives.  


6. In addition to contacting Campus Safety to fill out an Accident Report as a witness,  


    instruct the victim to contact the CSI Campus Safety Department Department to document the accident  


     regardless of the severity of the injury (see information on reporting injuries and accidents). 
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Inclement Weather Closure Information 
 


With the current change in weather conditions, the College of Southern Idaho would like to remind everyone of 


its inclement weather closure notification procedures.  


 


1. While every attempt is made to maintain normal operations and services for the benefit of our students, 


faculty, and staff, it may occasionally be necessary to close the College when extreme weather 


conditions occur.  


2. The decision to close campus and cancel classes is made by administration based on careful 


consideration of a variety of factors and conditions.  


3. If the College decides to close the campus and cancel classes, the information will be posted on the 


CSI website at www.csi.edu and communicated to the media (local TV and radio stations). The 


information on the website will be periodically updated.  


4. Notification of a decision to close will be communicated as quickly as possible. Every effort will be made 


to ensure that decisions on morning closures are communicated by 7:00 a.m. at the latest; and 


decisions to close at night are communicated by 4:00 p.m.  


5. The decision to close each individual location of the College will be made on a case by case need. As a 


general rule, when the College is closed, activities such as music and theatre performances, club 


meetings, etc. are also cancelled.  


6. CSI serves an eight-county area and we recognize that every person has his or her unique circumstances 


(weather conditions at their home, condition of roads between their homes and the campus, cars they 


drive, etc.).  


7. While traveling to or from campus, if inclement weather conditions are encountered, the travel/not 


travel decision is the ultimate responsibility of the employee or student. Employees and students must 


assume responsibility for their own safety and must use their own judgment on whether they should 


drive to CSI under varying weather conditions.  
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Imminent Mental Health Emergency Situations 
 
If you or someone with you is experiencing an imminent Mental Health Emergency: 


  


 1. Call 911. 


 2. THEN Call Extension 6605 for CSI Campus Safety.  


 


If you suspect an individual is in imminent danger of harming themselves, do not leave the 


person alone. Call law enforcement at 911 then CSI Campus Safety Extension at 6605 to come to 


your location and escort the individual to get help.  


 


 


  


Other Crisis Services  


 


CSI Counseling Services 


208-732-6260 


 


Crisis Center of South Central Idaho 


1-866-737-1128 


 


Region 4 Adult Mental Health Services:  


1-208-734-4000  


 


National Suicide Prevention Lifeline:  


1-800-273-TALK (8255)  


 


Canyon View Psychiatric Hospital 


208-734-6760 
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Bomb Threat 
 
If you observe a suspicious object or potential bomb on campus, DO NOT TOUCH THE OBJECT.  


Move away from the object and call 911 then Campus Safety at Extension 6605.  


NOT ON A CELL PHONE. 


 


 


If you receive a bomb threat on the telephone:  


1. Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG UP, 


even if the caller does.  


2. If your phone has a display, copy the number and/or letters displayed. Along with the 


date and time received. 


3. Listen for unusual noises or voice characteristics, take notes.  


4. Listen carefully. Be polite and show interest, take notes. 


5. Try to keep the caller talking to learn more information, take notes. 


6. Try to ask questions that appear below. 


 What is your name? 


 Do you know when is the bomb going to explode? 


 Where is the bomb (building, room, etc.)? 


 What does it look like? 


 Did you place the bomb? (If yes, Why?) 


7. If possible, write a note to a colleague to call 911 and then CSI Campus Safety 


(6605). 


8. Call 911 on a landline, then Extension 6605, giving your name, location, and telephone number. 


Inform them of the situation, including any information you may have as to the location of the 


bomb, time it is set to explode, and the time when you received the call. 


 


 


 Do NOT use cell phones, campus radios, or walkie-talkies. They can activate some types of  


bombs.  


 Do NOT open cabinets, drawers or closets.  


 Do NOT turn lights on or off.  


 When Campus Safety, or the Police, arrive follow their instruction.  


 If instructed to evacuate, move a safe distance away from the building. Do TAKE your personal  


items (backpack, etc.) with you when you evacuate the building.  


 Do NOT re-enter until instructed that it is safe to do so.  
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Fire or Explosion 
 
FIRE 


  


Before a fire:  


 


1. Know the locations of fire alarm pull stations and fire extinguishers.  


2. Know the locations of exits in your area.  


3. Be aware of any flammable or corrosive chemicals stored in your building.  


4. Locate areas that have been designated for wheelchair users and others with disabilities.  


 


During a fire:  


 


1. If you notice fire, smoke, or any evidence of fire, evacuate the area, close the door to the room where the 


fire is located and immediately sound the building fire alarm.  


2. Dial 911. State the problem and building and exact location where the emergency exists. Do not hang up 


until the Police Dispatcher tells you to do so.  


3. Call Campus Emergency Assistance at Extension 6605, giving your name, department, and location of 


the fire.  


4. Attempt rescue efforts only if there is NO immediate danger to yourself.  


5. Assist persons with disabilities to safety.  


6. If the fire is small, and if you are properly trained in the operation of such equipment, you may wish to 


fight the fire with a fire extinguisher.  


7. If the fire is large, very smoky, or rapidly spreading, evacuate the building immediately. The alarm may 


not sound continuously. If the alarm stops, continue to evacuate. Warn others who may enter the building 


after the alarm stops.  


8. If time permits, take purses, lock files, and close office doors before leaving. Walk, do not run, to the 


nearest stairway exit.  


9. When the fire alarms sound, do not use elevators. An elevator may become inoperative and a trap. Give 


appropriate assistance to (help carry, if necessary) all disabled persons using the stairways. (See 


Evacuation of Persons with Disabilities.)  


10. Get low; get out. Evacuate to a safe distance from the building and stay out of the way of emergency 


personnel. Do NOT return to the building until instructed to do so by campus safety personnel.  


11. Treat injured persons as much as possible while waiting for Police or Fire Personnel.  


12. Notify either campus safety personnel or fire fighters on the scene if you suspect someone may be 


trapped inside the building.  


 


EXPLOSION  


 


1. If you are trapped in a windowless area, stay near the floor where visibility is better and air less toxic.  


2. Immediately take cover under tables, desks, or other objects that will give protection against falling glass 


or debris.  


3. Call 911 for Police, Fire, and Ambulance. Call Campus Safety at Extension 6605.  


4. Follow directions for evacuation.  
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Disaster Warning Procedure 
 
A phone intercom system, with simultaneous broadcast and communication capabilities, has been installed. 


This intercom system can be initiated by any one of approximately 40 key people in buildings on campus. 


These people will be responsible for providing buildings with the best information available.  


 


The purpose of the horn and phone intercom system is to warn the campus that there is an emergency in 


progress. People arriving on campus should leave. Those outside of buildings should proceed with extreme 


caution in their efforts to avoid the emergency area.  


 


An Emergency Situation Phone/Runner Tree is also utilized to distribute emergency information throughout 


campus. This tree can be seen in the back of the CSI Telephone Directory.  


 


Further guidance will be provided by local law enforcement agencies and CSI Campus Safety.  


 


RAVE ALERT  


An online emergency notification system (RAVE) will be utilized. An e-mail message will automatically be 


transmitted to all CSI e-mail addresses (faculty, staff and students).  


 


Other transmission modalities, such as cell phone, text, etc., can also be utilized if individuals register their 


numbers at: http://www.csi.edu/alert  
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Disruptive Persons/Events 
 


If a person causes a disruption call the Campus Safety Department at Extension 6605 for assistance.  


 


It is the goal of CSI to provide a safe work and learning environment. Safety is the responsibility of all 


employees. CSI views threats, acts of violence, or any conduct that may be construed as threatening or 


intimidating as disruptive and contrary to the development and maintenance of a safe, productive and 


supportive environment. Any intimidation, threat of violence, or act of violence, any seizing of any portion of 


property, or any unauthorized activity which prevents the normal operation of the College in any way by any 


individual or group will be considered in direct opposition to the necessary operation of the College. Such 


behavior will not be tolerated. Action will be taken immediately, up to and including dismissal. Similar action 


will be taken against those who advocate such described activities.  


 


Disruptive behavior will not be tolerated in the classroom. Instructors, at their discretion, will decide if the 


learning process is being affected and make the appropriate decision up to and including removal of the 


disruptive student from the classroom.  


 


Follow-up on misconduct by a student will be made through the Dean of Students. Follow-up about an 


employee will be made through Administration and Human Resources. Non-employee situations will be 


handled by Campus Safety.  


 


When informed by a student, employee or visitor to campus that a disability is related to, or is causing, the 


disruption, contact the Director of Human Resources or the Coordinator of Student Disability Services, for 


support and resources before determining remedy and follow-up.  


 


In the event of a civil disturbance, defined as unlawful conduct and interference with the conduct of 


institutions of higher learning, call the Police at 911 then Campus Safety at Extension 6605. 


 


Then,  


 


1. Continue, if possible, with your normal routine. If the disturbance is outside, stay away from doors and 


windows.  


2. Stay away from the disruption.  


3. Do NOT interfere with those persons creating the disturbance or with law enforcement authorities on the 


scene.  


4. Do NOT attempt to breakup or enter the fight or demonstration situation.  


5. Be a good witness. Relay as much information as possible to Campus Safety 


In the event of an armed person call the Police at 911 then call Campus Safety at Extension 6605.  


 


Then,  


 


1. Do NOT confront the person. Wait for Campus Safety or the Police.  


2. Do NOT try to retrieve the weapon.  


3. Do NOT restrain or discipline the person.  


4. Let the Police deal with the situation.  


5. Campus Safety will notify the appropriate CSI personnel.  
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Exposure to Blood or Bodily Fluids 
 
If it is wet and not yours, don't touch it! Do NOT attempt procedures or techniques beyond your abilities 


or training. Life saving techniques should be administered by trained personnel.  


 


Persons administering first aid must be aware of the possible life threatening effects of pathogens as a result of 


exposure to bodily fluids. Blood borne pathogens are microorganisms in blood that cause serious diseases in 


humans. They include several types of hepatitis, syphilis, malaria, and the human immunodeficiency virus 


(HIV).  


 


Most workplace exposures to blood borne pathogens occur from contact with contaminated blood. Pathogens 


from the blood of an injured student or worker can enter your system through an open cut, scratch, skin 


abrasion, etc. They can also enter through the mucous membranes of your mouth, eyes, and nose.  


 


Since people often carry blood borne infections unknowingly, follow the universal precaution of treating all 


body fluids as if they were infectious and avoid contact with them.  


 


1. If an emergency occurs, call the Campus Safety at Extension 6605, giving your name, location, and the 


telephone number. Campus Safety Officers are trained in the proper handling of blood and other 


potentially infectious body fluids.  


2. If you must assist an injured student or worker who is bleeding, put on protective gloves and other 


personal protective equipment. Nonabsorbent gloves may be found in all AED Units on campus and are 


also available in the bookstore for purchase by your department. Wear gloves even when treating such 


minor injuries as skinned knees or bloody noses. Since gloves could be accidentally punctured or torn, 


bandage any cuts, scratches, or abrasions on your hands before putting them on.  


3. Thoroughly wash your hands with a non-abrasive soap and running water. Hand washing is considered 


an effective universal precaution against blood borne pathogens. If you have any infectious blood or other 


material on your skin, the sooner you wash it off the better. Hand washing also prevents you from 


transferring the contamination to other parts of your body and other surfaces. If your eyes or other 


mucous membranes have come in direct contact with blood, wash or flush them with water as soon as 


possible.  


4. If you feel that you may have been exposed to blood borne pathogens during a workplace accident, report 


the incident to your supervisor immediately. He or she will help you arrange confidential medical 


evaluation and any treatment that may be necessary.  


 


DO NOT attempt to clean-up any blood spills on the floor, or surrounding area yourself. The CSI custodial 


staff is trained in the proper procedure for cleaning up such spills and should be called to respond immediately.  


 


Note: Contact the CSI Safety Department at Extension 6605 to document the situation regardless of the 


severity of the injury (see information on Injury and Accident Reports).  
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Earthquake, Flood, or Tornado 
 
EARTHQUAKE  


 


1. If indoors, stay there. Get under a desk or table, or stand in a corner. Stay away from windows and 


outside walls; do not use elevators.  


2. After the shock subsides, go outside, stay clear of buildings and trees, evaluate the situation and if 


emergency assistance is needed, call Campus Safety Extension 6605.  


3. If outdoors, get into an open area away from falling objects, trees, buildings, walls, and power and 


gas lines.  


4. If driving, pull over to the side of the road and stop. Avoid overpasses and power lines. Stay inside 


your vehicle until the shaking is over.  


5. If in a crowded public place, do not rush for the doors. Move away from shelves containing objects 


that could fall.  


6. Be prepared for aftershocks.  


7. Follow the procedures in this Manual for fire, hazardous materials leaks, and serious injury if 


necessary.  


8. In the event of major damage or disruption, the Campus Safety Department will announce and 


implement evacuation procedures. Do NOT return to an evacuated building unless directed to do so by 


campus safety personnel.  


9. Turn on the radio for emergency information: AM 1270 KTFI; FM 104.7 KIKX; AM 1230 KBAR, FM 


99.9 KZDX.  


 


FLOOD  


 


1. Stay away from the flooded area.  


2. Do NOT attempt to drive over a flooded road.  


3. Do NOT drink any water that may have been contaminated by the flood.  


4. Avoid electrical equipment in the flooded area.  


5. Call Campus Safety at Extension 6605, and Maintenance at Extension 6600 to report the flood.  


 


TORNADO  


 


1. Immediately take cover in an area that will give you protection against falling glass or debris.  


2. Move to the lowest area in your building.  


3. Stay away from windows.  


4. Stay near an inside wall when possible.  


5. Notify Campus Safety at Extension 6605, regarding your situation.  


  







16 


 


Evacuation of Persons with Disabilities 
 
Please, be aware that people with disabilities, who may be entirely self-sufficient under normal circumstances, 


may need extra assistance in an emergency.  


 


Note to students and staff with disabilities: You are strongly encouraged to contact the Student 


Disability Services (208-732-6260) to arrange for an individualized safety plan.  


 


For all College of Southern Idaho community members: In the event of an emergency, observe the 


following evacuation procedures for people with disabilities:  


 


1. Be aware of areas of refuge in your buildings that have been designated for wheelchair users and others 


with disabilities.  


2. Be aware that people with disabilities often need more time in an emergency.  


3. Rescue, Fire, Police personnel and Campus Safety will check all exit corridors and exit stairwells for 


trapped persons, including persons with disabilities who are unable to use stairs.  


4. If possible, prepare an emergency plan in advance with students and coworkers with disabilities.  


5. Offer assistance.  


 


TYPES OF DISABILITIES:  


 


PEOPLE WITH MOBILITY IMPAIRMENTS:  


 


1. Persons using wheelchairs on ground level floors can evacuate along with other persons provided there is no 


debris or blocked access obstructing the exit path.  


2. People with mobility impairments are often concerned about being dropped when being lifted or carried. Ask 


permission.  


3. In order to carry a third person, in a safe manner, while descending stairs, two persons must use specific 


techniques, which must be learned and practiced prior to an actual emergency. If you do not know their 


techniques, or if the person does not wish to be carried, tell the person using the wheelchair to remain in the 


area of rescue assistance and/or stairwell. Immediately seek help from Campus Safety, Police and/or Fire 


personnel.  


 


PEOPLE WITH VISION LOSS:  


 


1. Help guide a person with vision loss by asking the person if he/she would like to take your arm at the elbow. 


DO NOT grasp the arm of a person with low vision or blindness. Give the person verbal instructions as you 


guide the person, advising about steps, rough terrain, walking through doorways, debris, etc. as you approach 


these areas. Verbal compass directions, estimated distances and directional terms are the most familiar 'tools' 


for persons with vision loss.  


2. A guide dog could become confused or disoriented in a disaster. People who are blind may have to depend on 


others to lead them, as well as their dog, to safety during a disaster.  


 


PEOPLE WITH HEARING IMPAIRMENT:  


Hearing impaired persons should be told individually of the emergency and how to respond, as soon as the 


emergency is identified. Write directions on paper, if necessary.  
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PEOPLE WITH RESPIRATORY ILLNESSES:  


Many respiratory illnesses can be aggravated by stress. In an emergency, oxygen and respiratory equipment 


may not be readily available. People with respiratory illnesses should be referred to emergency personnel. If 


there is someone experiencing respiratory problems call 911, then call Campus Safety at 6605. 


  


PEOPLE WITH OTHER DISABILITIES: Ask the person how you can help them most effectively. Be calm 


and reassuring. If the person is not able to evacuate safely, lead the person to an area of rescue assistance 


and/or stairwell and tell the person to wait there. You then can seek help from Campus Safety, Police and/or 


Fire personnel immediately.  
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Crime in Progress 
 


Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and 


promptly reporting them to Campus Safety at Extension 6605.  


 


IF YOU WITNESS A CRIME BEING COMMITTED:  


 


1. Do NOT attempt to apprehend or interfere with the suspect except in case of self-protection. Avoid any 


risk to your safety.  


2. If safe to do so, stop and take time to get a good description of the person committing the crime. Note 


height, weight, sex, color, approximate age, clothing, method and direction of travel, and his/her name, 


if known. All this takes only a few seconds and is of utmost help to  the investigating officers. If the 


person is entering a vehicle, note the license number, make  and model, color, and outstanding 


characteristics.  


3. Call Extension 6605, for Campus Emergency Assistance. Give your name, location, and 


 department. Advise them of the situation, and remain where you are until contacted by an officer.  


 


If you are a victim or witness any of the following - theft, property damage, minor traffic, assault, accident, or 


minor injury - contact the Campus Safety Department to document the situation regardless of severity (see 


information on injury/Accident Reports).  


 


HOSTAGE SITUATION: 


  


1.  Call 911, if possible.  


2.  Remain calm.  


3.  Follow Directions.  


4.  Avoid sudden movements.  


5.  Maintain eye contact (but don’t stare).  


6.  Find the middle position (not too assertive/passive).  


7.  Personalize yourself.  


8.  Don’t argue.  


9.  Don’t be a nuisance.  


10.  Don’t turn your back.  
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Active Shooter Situation 
 
PRE-PLANNING:  
 


1. Determine what you are able and willing to do in a crisis situation. Develop your survival instinct, plan your actions and 


be ready to engage your action plan quickly, without hesitation.  


2. Listen to your instincts. It is much better to believe that a crisis is unfolding and act accordingly than to wait and assume 


that everything is all right.  


3. Always be aware of your environment and any possible dangers.  


4. Take note of the number and location of any exists from a facility that you are in.  


 
ACTIVE SHOOTER IN YOUR AREA: Quickly determine the most reasonable way to protect your own life. Remember that 
members of the community are likely to follow the lead of CSI employees and administrators during an active shooter situation. 
To have any control over the situation you must remain calm.  
 
 
RUN:  
 
If there is an accessible escape path, attempt to evacuate the premise, and if you determine it is safe to do so.  
 


Be sure to:  
 


1. Have an escape route and plan in mind.  


2. Evacuate regardless of whether others agree to follow.  


3. Leave your belongings behind.  


4. Help others escape, if possible.  


5. Prevent individuals from entering an area where the active shooter may be.  


6. Keep your hands visible.  


7. Once in safety call 911. 


8. Follow the instructions of any police officers.  


 
 
HIDE:  
 
If evacuation is not possible, find a place to hide where the active shooter is less likely to find you. Your chances of survival are 
greater if everyone spreads out in an area in which you are hiding. Alternatively clumping in groups in an area decreases your 
chances of survival. 
 
Your hiding place should:  


 
1. Be out of the active shooter’s view.  


2. Provide protection if shots are fired in your direction. 


3. Lock the door if possible. 


4. Blockade the door with heavy furniture. 


5. Do not trap yourself or restrict your options for movement.  


6. Turn off any source of noise (ie., radios, and televisions); turn off lights, and silence your cell phone.  


7. Hide behind large items (ie., cabinets, and desks).  


8. If able to do so dial 911; if you cannot speak, leave the line open and allow the dispatcher to listen.  


 
Fight:  
 
As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter by:  
 


1. Acting as aggressively as possible against him/her.  


2. Throwing items and improvising weapons.  


3. Yelling.  


4. Committing to your actions.  


 








 


 
 


College of Southern Idaho 
Employee Performance Standards 


 
These standards are contained within the Policy and Procedures Manual 


and are to be considered during the performance evaluation process. 
 


1. CSI’s Standard of Conduct: Describes how well the employee manages follows, supports, champions 
and models the following College’s Standard of Conduct:   
 
• Workplace Conduct: Acts fairly, collaboratively, and honestly in personal and group interactions 


and helps create and maintain a non-discriminatory, harassment free, drug/alcohol free, and 
respectful workplace.  Maintains confidentiality, including protecting the privacy of, and access to, 
records. 


• Compliance: Understands and adheres to State and Federal laws and rules as well as complying 
with College policies and other forms of guidance. Uses acceptable processes (College policies and 
procedures, chain of command, etc.) to bring issues to administration’s attention. 


• Financial Stewardship: Insures accurate financial transactions and reports and maintenance of 
internal controls. Utilizes College resources in an effective manner, identifies, discloses, and avoids 
potential conflict of interest, and reports waste, fraud and/or abuse.  


• Individual Responsibility and Accountability: Demonstrates sound judgment, accepts 
responsibility, and holds himself/herself accountable for meeting the highest standards of service as 
well as established performance standards and developmental objectives. 


 
2. Customer Service: Describes how well the employee works with internal and external customers to 


achieve desired results and maintain positive customer relationships and professional image. Employees 
are expected to be polite and efficient in working with customers. 


 
3. Interpersonal Skills: Describes how well the employee establishes and maintains effective work 


relationships. Demonstrates sensitivity to others and has good communication and listening skills. 
 


4. Dependability: Describes how well the employee completes assigned work in a timely manner, keeps 
commitments, is accountable and stays balanced under pressure. The employee meets attendance 
requirements. 


 
5. Adaptability/Flexibility: Describes how well the employee adapts to change and is open to different and 


new ways of doing things. Demonstrates willingness to learn and apply new skills or methods in 
completing work assignments or projects. 


 
6. Technical Duties: Describes how well the employee performs the technical duties related to his/her 


position (include department specific requirements). 
 


7. Quality: Describes the employee's work in terms of consistency, thoroughness, and accuracy. The 
employee supports and participates in continuous improvement in work processes, services or products. 
Demonstrates ethical dealings, effective problem-solving skills and meets quality standards set by 
supervisor. 


 
8. Productivity: Describes how the employee manages and completes workload expectations by setting 


and following priorities, using time effectively and achieving work goals. Demonstrates the knowledge 
and skills needed to do the job. 


 
9. Work Environment/Safety: Describes how well the employee promotes and supports a respectful 


workplace. Demonstrates support and compliance with general conditions of employment, EEO, security 
and workplace safety policies. Demonstrates ethical behaviors, decision-making skills, and compliance 
with appropriate federal and state laws and College policies and procedures. 


 
10. Employee Development: Pertains to professional development, workshops and training. Describes 


willingness to participate in personal and professional growth and training activities and events.  
 








  


 
FSEC Meeting Minutes 
Date: January 4, 2021 
Hepworth 176 @ 11:00 am. and Zoom 
 


Present: Robin Bagent, Serena Clark, Kayzin Cresswell, Bill Ebner, LueLinda Egbert, Sarah Renaldi, 
Ken Triplett, Mark Wasden, Shelly Wright, Ben Hamlett (guest) 
Absent: N/A 
 


I. Call to order and welcome 
 


II. Approval of Minutes from last meeting.  Minutes can be found at: 
https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp  


 
Mark motioned, Sarah second and unanimously approved.  
 


 
III. Thank you to Laura and Heidi, and welcome to Serena, and Bill.  


 
IV. Old Business: 


 
a. No old business to address. 


 
V. New Business: 


 
a. Todd did not have anything to present today.  


 
b. Board of Trustees Meetings:  


 
i. Thank you to those of you who volunteered to attend! 
ii. Here is the link where you can find more information. It looks like the 


January meeting was moved from 1/11/2021 to 1/25/2021. January 
meeting will be held via Zoom. More info and Zoom link can be found by 
clicking the second link below.  


• 2020-21.pdf (csi.edu) 
• Board of Trustees at the College of Southern 


Idaho (csi.edu) 
 


Meetings start at 4:00 pm and are typically done by 5:30 pm.  
iii. January 25, 2021 (change in date approved at 12/21 meeting) - KayZin 
iv. February 22, 2021 - Serena 
v. March 15, 2021 - Bill 


vi. April 19, 2021 - LueLinda 



https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp

https://www.csi.edu/_files/pdf/about/board-trustees/schedules/2020-21.pdf

https://www.csi.edu/about/board-of-trustees/default.aspx

https://www.csi.edu/about/board-of-trustees/default.aspx





vii. May 17, 2021 - Robin 
viii. June 21, 2021 - LueLinda 


 
VI. Rank Timeline- Rank Committee will give us a quick update and introduction of new 


members. 
a. Ben Hamlett, chair of Rank Committee spoke to update us.  
b. 14 people have submitted their letter of intent to apply for rank promotion: 6 to 


Assistant Professor; 3 to Associate Professor; 5 to Professor. 
c. No new members to the rank committee. Current members are: Ben Hamlett 


(chair); Kirk Ruby; Shawn Wilsey; Jody Hawkins; Adam Crofts. 
d. Mark informed Ben of expected updates to rank verbiage regarding evaluations in 


rank. Will not affect this rank cycle. More information to come.  
 


VII. What issues/concerns would faculty like FSEC to focus on this year? 
a. Handbook Updates: update verbiage and language clean-up.  


 
b. Clean-up process of determining rank eligibility. Working with Todd who is 


helping with language/verbiage. 
 


VIII. Open forum 
a. Will FSEC and/or Faculty Senate at large be involved in the Strategic Planning 


process/feedback? Mark to check and report back.  
 


b. All Faculty Senate Meetings will be help via Zoom only until further notice. 
Shonna has sent all Faculty Outlook invites. Sarah will send agendas and Zoom 
links by the Friday prior to the meetings. Faculty Senate Meetings will be held the 
fourth Tuesday of each month at 1:00 pm. 


 
c. All FSEC meetings will be held in person in Hepworth #176 AND via Zoom. Sarah 


will send Outlook invites and agendas.  
 


d. FSEC has a Teams channel. If you go to “Files,” there is a “2021 – 2022” folder 
which is where Sarah will file all FSEC Agendas and Minutes.  


 
e. Mark to follow up on Distinguished Professor timeline and report back at next 


meeting. So far, there are two applicants for this cycle.  
 


IX. Adjournment: at 11:40 am.  
 


X. Next meeting: Tuesday, February 9th at 1:00 pm.  








 








Faculty Handbook 
 


 


  


THIS HANDBOOK OFFERS INFORMATION AND RESOURCES THAT ARE PERTINENT TO FULL-TIME AND ADJUNCT/PART-TIME 
FACULTY ONLY. FOR INFORMATION OF INTEREST TO ALL EMPLOYEES OF THE COLLEGE OF SOUTHERN IDAHO, PLEASE REFER 
TO THE CSI EMPLOYEE POLICIES AND PROCEDURES MANUAL.  



https://csioffice.sharepoint.com/sites/human-resources_connect
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1. GENERAL INFORMATION 


1.01 Responsibility for this Handbook 


This Faculty Handbook is written by and for the membership of the Faculty Senate of the College of Southern 
Idaho. However, it offers information and describes resources that are pertinent to all instructional personnel. 
For information of interest to all employees of the College, please refer to the CSI Employee Policies and 
Procedures Manual.  


1.02 Location of Official Copy 


The Official Copy of this Faculty Handbook is a hard copy that is kept by the President of the Faculty Senate, 
who also ensures that it is published electronically on the CSI website and that accurate hard copies are 
available in the Library and in the Human Resources Department. 


1.03 Changes to the Faculty Handbook (Rev: 12/15) 


The Faculty Handbook is written by and for the membership of the Faculty Senate of the College of Southern 
Idaho. The official electronic copy of this handbook is to be regularly updated by the Faculty Handbook 
Committee and is housed within the official college website. General editing and/or updating of already, 
otherwise-approved information will not require meeting quorum procedure but will be incorporated into the 
official document with an embedded change log.  


New, procedural, or significant changes will be recommended/presented (in writing) by the Faculty Handbook 
Committee to the Faculty Senate for a vote of approval (Meeting Quorum procedure) and then forwarded on to 
administration for final approval before being physically implemented with an imbedded change log into the 
official document by the Human Resource office. Each year, changes to the handbook will be reviewed and 
updated as necessary. 
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2. FACULTY ACADEMIC POLICIES 


2.01 Academic Freedom 


 
The College of Southern Idaho subscribes to the following statements of the American Association of University 
Professors: 


"Freedom in research is fundamental to the advancement of truth. Academic freedom in its teaching aspect is 
fundamental for the protection of the rights of the teacher in teaching and of the student to freedom of learning. 
It carries with it duties correlative with rights." 


"Teachers are entitled to freedom in the classroom in discussing their subject, but they should be careful not to 
introduce into their teaching controversial matter which has no relation to their subject." 


(Policy Documents & Reports, 10th ed. Washington, D.C.: American Association of University Professors, 
2006.) 


Academic freedom is essential to fulfill the ultimate objectives of an educational institution - the free search for 
the exposition of truth and applies to both teaching and research. The Board of Trustees of the College of 
Southern Idaho recognizes the principle of academic freedom, pursuant to which: 


a. The faculty member is entitled to freedom in the classroom to utilize his or her own teaching methods 
and to discuss his or her own subject within the guidelines of the course syllabus and consistent with 
professional conduct.  


b. The faculty member, as one of the employees of the College, enjoys all of the political rights of a 
citizen. However, he or she shall not solicit for, actively support or proselytize for any political 
candidate within the classroom or on the campus and thereby abuse his or her special position of 
influence. 


Implicit in the principles of academic freedom are corollary responsibilities of the faculty who enjoy that 
freedom. Incompetence, indolence, intellectual dishonesty, serious moral dereliction, arbitrary and capricious 
disregard of standards of professional conduct and other shortcomings (see Termination of Employment: 
3.05.04) may constitute adequate grounds for dismissal or other disciplinary sanctions against faculty 
members. 


2.02 Responsibilities of Faculty 


All CSI faculty are expected to be professional in their duties and to be loyal to the institution, its ideals, and its 
personnel. Part-time faculty should participate in institutional self-study and strive to maintain or raise the 
standards of the College through constructive criticism and suggestions to appropriate faculty and staff. The 
College expects part-time faculty to be willing to support administrative and group decisions and to work toward 
common goals. 


All instructors should consider it a duty to help preserve and protect College property in every aspect of their 
professional endeavors. 


2.03 Curriculum Committee 


All new curricula or substantive changes to existing curricula must be approved by the Curriculum Committee. 
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2.04 Assemblies and Faculty Meetings 


Full-time faculty are required to attend graduation at the end of the academic school year and the President's 
State of the College address during in-service week prior to the start of each semester. 
 
Tuesday afternoons from 1:00 to 1:50 have been set aside throughout the institution for the sole purpose of 
providing a common time for meetings. This time should be left open in a faculty member's schedule for this 
purpose. (See Committees: 6.04) 


2.05 Program Advising (Rev: 10/15) 


Every degree-seeking student at the College is assigned an advisor. These advisors might include faculty 
teaching in the student's major field, but usually it will be the department chair or program manager. In the case 
of liberal arts majors, advisors will be assigned from the advising center. If a faculty member is assigned by the 
chair of the pertinent department, they will ensure that the advisor receives the training and resources that they 
need to carry out their advising responsibilities. 


Faculty advisors must be available during their regular contract period, including in-service weeks, to assist 
advisees with early, official, and late registration. If an advisor must be away from campus during one of these 
times, the advisor should arrange for coverage of their advising responsibilities and notify their immediate 
supervisor.  


Faculty advisors should be knowledgeable of: 


Appropriate curricula for the majors or programs for which they advise; 
Advising best practices, including the confidentiality of student information; 
How responsibilities are shared between the student and the advisor; 
Placement procedures; 
General education requirements and goals; 
Graduation requirements; 
And transfer procedures,  
All of which can be referenced in the current CSI catalog. 


When meeting with an advisee, the advisor should recommend appropriate courses of study, initially assist in 
the mechanics of scheduling, review the educational progress of the advisee through their academic records, 
and make appropriate and timely referrals as needed. 


The following items available on the CSI Website provide helpful advising resources: 


CSI Catalog 
Course Schedule 
Advising Center 
Advising Committee 
The National Academic Advising Association is also an available resource 


2.06 Class Rolls and Attendance Reports (Rev: 10/15) 


The Office of the Registrar provides official class lists online through the college's employee portal.  


Any student who is attending class and whose name does not appear on the current class list should be 
referred to the Office of the Registrar to resolve the problem.  


For academic purposes, attendance and record keeping pertinent to instruction are left up to the individual 
instructor. However, for institutional purposes, each instructor shall check the class list for the names of 
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students who do not attend in the first week of the course. The instructor should withdraw these students using 
the current protocol provided by the Office of the Registrar. For short or late start courses, consult the Office of 
the Registrar for guidance. It is extremely important for all instructors to make a personal commitment to report 
those names in a timely manner. If they do not, those names appear at the end of the semester as a loss to the 
course, and have a negative effect on the institutional attrition report. 


Also, for institutional purposes, faculty must keep a record of attendance for each student during the semester. 
The last date of attendance is important for many institutional reports sometimes required at the end of the 
semester and must be submitted for students who have failed or have ceased participating in a class prior to 
the last regularly scheduled class meeting.  


2.07 Classroom Scheduling 


Master scheduling at the College is coordinated by the Office of Instructional Administration. Classes are to 
meet in assigned rooms at assigned times. Faculty are not to change classrooms or meeting times without the 
approval of the Office of Instructional Administration.  


The room assignment for each class is listed in the Course Schedule. 


2.08 Course Changes and Withdrawals 


See the CSI Catalog > Becoming a Student > Registration. 


2.09 Course Syllabi (Rev: 10/15) 


Course syllabi shall reflect current course content, and shall be updated each semester that the instructor 
teaches the course. Guidelines and a checklist for syllabus development are available online through the CSI 
employee portal.  


Copies of syllabi for all courses shall be on file with the Office of Instructional Administration or its designee 
(commonly the department chair). In any case, department chairs should always have access to course syllabi 
for all courses offered through their department.  


2.10 Faculty Absences 


Faculty are expected to conduct classes as scheduled. Those who must be absent from class must notify the 
students and department chair or dean as soon as the absence is anticipated or necessitated. The department 
chair or dean will recommend arrangements to cover the absence. (See Section 3.13) 


2.11 Faculty Senate 


All full- and part-time faculty serving under a faculty contract (as determined by the appropriate Instructional 
Dean or the Executive Vice President /Chief Academic Officer) are encouraged to  participate in the Faculty 
Senate.  (See Section 7 of this Handbook and Section 1.11 of the CSI Employee Policies and Procedures 
Manual) 


2.12 Student Assessment 


In general, students failing to complete and submit any scheduled assessment shall receive no credit (a zero 
score) for that assessment. However, if such failure results from some unavoidable circumstance (the burden 
of proof lies with the student), the instructor may allow the student to submit a comparable assessment at a 
later date, or may issue an "I" grade (Incomplete) for the course. For rules governing the assignment of the "I" 
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grade, see the CSI Catalog> Becoming a Student > Records.  
 
Final examinations in fall and spring semesters will be given based on the perpetual Final Exam 
Schedules published on the CSI website. Exceptions require the consent of the Executive Vice President/Chief 
Academic Officer.  
 
Final exams may not be given during the week immediately preceding finals week. The foregoing sentence 
does not apply to unit or lab exams, or to summer or partial-semester courses. Exceptions to this policy at the 
request of individual students faced with extenuating circumstances may be approved by the department chair. 


2.13 Course Grades (Rev: 10/15) 


Course grades are recorded online through the employee portal as provided by the Office of the Registrar, and 
must be entered by the course instructor prior to a time designated by that office each semester. Once a grade 
has been submitted, it can only be changed by the instructor manually by contacting the Office of the Registrar. 


2.14 Grade Appeal Policy 


 
A student may appeal a grade that he or she feels is unfair through the grade appeal process. The entire grade 
appeal process focuses on fairness and due process for students and instructors. There are specific guidelines 
and procedures which must be followed in each grade appeal. This detailed information is available from the 
Admissions and Records Office.  


2.15 Grading System 


 
For current information on grading policy, see the CSI Catalog> Becoming a Student > Records.  


2.16 Instructional Materials (Rev: 10/15) 


 
Faculty should work cooperatively with the department chair and other interested instructors in the selection of 
texts required for courses. General criteria for text and instructional material selection are as follows: 


1. The number of required texts should be minimal. 
2. Texts should not be changed more than once every two years (six semesters) unless the text is clearly 


outdated. 


Faculty should request desk copies of textbooks directly from the publishing company or salesperson. If a desk 
copy is not available, it can be purchased from the bookstore and charged to the department on the same basis 
as any other bookstore purchase. Faculty should request supplemental materials from the publisher. 
 
To ensure an inventory of books when classes begin, faculty must adhere to ordering deadlines established by 
the CSI Bookstore. 
 
At least one semester's notification of intention to change editions or to delete or change required materials for 
a class should be given to allow the bookstore to make adjustments to stock and decisions regarding book buy-
back. 
 
Bookstore hours differ between regular semesters and summer session. Current hours are avialalbe on the CSI 
Bookstore Website. Students can purchase textbooks online through the CSI web site. 
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2.17 Office Assignments and Office Hours (Rev: 10/15) 


 
Most administrative offices are open from 8:00 AM to 5:00 PM, Monday through Friday.  
 
Limited office space on campus necessitates sharing of offices.  Offices for faculty are assigned by each 
department chair in conference with the Executive Vice President/Chief Academic Officer, and approved by the 
Executive Vice President. 
 
Faculty are expected to schedule office hours so that they may be available to confer with students.  The 
teaching schedule, preparation time, and office hours must total at least 30 hours per week on campus. There 
shall be at least five office hours per week. Unless the instructional schedule conflicts, at least one office hour 
shall be kept each day.  The office hour schedule should be observed as conscientiously as the class 
schedule.  A copy of the scheduled office hours must be posted near each instructor's door and on the CSI 
Web site.  


2.18 Class Schedules 


 
Each semester, class schedules are decided cooperatively by the instructor, the department chair, the 
appropriate Instructional Dean, and the Executive Vice President/Chief Academic Officer, based on anticipated 
student enrollment, demand for classes, and availability of instructors.  


2.19 Academic Integrity (Added 10/15) 


Academic Integrity Statement 
 
The College values its mission as an educational institution. CSI students, faculty, staff, and administration are 
expected to be honest in all aspects of their college education and employment. All student work is evaluated 
with the assumption that the work presented is the individual’s own. All work submitted is to be a representation 
of an individual’s own ideas, concepts, and understanding. Anything less is unacceptable and is subject to 
disciplinary action as outlined in the Student and Faculty Handbooks. Please see the Academic Integrity 
Website for more information. 


Disciplinary Procedure 


Formal Definition of Academic Dishonesty:  
Academic Dishonesty is any form of behavior which results in students giving or receiving unauthorized 
assistance in an academic exercise or receiving credit for work which is not their own. 


Defined Acts of Academic Dishonesty: 


1. Cheating - using or attempting to use unauthorized materials, information, or study aids in any 
academic exercise. The term academic exercise includes all forms of work submitted for credit or 
hours. 


2. Fabrication - unauthorized falsification or invention of any information or citation in an academic 
exercise. 


3. Plagiarism - the adoption or reproduction of ideas, words, or statements of another person as one’s 
own without acknowledgment. 


4. Unauthorized Collaboration - sharing information or working together in an academic exercise when 
such actions are not approved by the course faculty member. 


5. Facilitating Academic Dishonesty - helping or attempting to help another to violate a provision of the 
institutional code of academic integrity. 







(This list is not meant to be exhaustive of all acts of academic dishonesty, but is a guide to help faculty 
members and students understand what constitutes academic dishonesty.) 


Academic Sanctions:  
The goal of the disciplinary system at CSI is to educate students and to hold students accountable for their 
actions. Appropriate sanctions help the College to teach, and the student to learn, that there are negative 
consequences to inappropriate or dishonest actions. 


The College strives for consistency in sanctions imposed for acts of academic dishonesty, while still allowing 
the faculty member a certain level of professional discretion. Faculty members are expected to impose an 
appropriate penalty, up to and including failure of the course. Potential penalties for academic dishonesty are to 
be stated in each course syllabus.  


Disciplinary Sanctions 
 
The faculty member meets with the student, determines if an incident of dishonesty has occurred, and applies 
sanctions according to the course syllabus. All incidents of academic dishonesty will be recorded in a database 
maintained by the Office of Instructional Administration (OIA). If the student has previous violations, the case 
will be additionally referred to the appropriate Instructional Dean after meeting with the faculty member. The 
Instructional Dean will determine if additional sanctions are warranted. Additional sanctions include, but are not 
limited to, college suspension, and college expulsion. 


Academic Dishonesty Procedure (See Flow Chart) 


A. Role of the Faculty Member 
When a faculty member believes that a student has committed an act of academic dishonesty the faculty 
member is required to make a good faith effort to meet with the student. This meeting is to take place as soon 
after the incident as possible and may, if desired, include a third party such as the Department Chair or a 
second faculty member. The faculty member informs the student of the accusation and reviews the evidence 
with the student, then allows the student to present evidence or comment on the evidence that has been 
presented. The faculty member then determines, based upon a preponderance of evidence (which may include 
the student admitting to committing an act of academic dishonesty,) whether or not an act of academic 
dishonesty has taken place. 


One of two determinations is possible: 1) an act of academic dishonesty did not take place and the case is 
dismissed, or 2) an act of academic dishonesty did take place. 


The faculty member then informs the student of the determination. If it is determined that a violation did take 
place the faculty member informs the student of the sanction(s) dictated by the course syllabus.  


The faculty member also directs the student to the Student Handbook for explanation of the student’s and 
College’s rights and responsibilities. (SEE APPEAL PROCESS BELOW). Regardless of the level of the 
sanctions imposed - “teachable moments” included - the faculty member documents the event, determination, 
and sanction(s), and reports these to the department chair and the OIA Database. If the student has previous 
violations, the student is required to meet with the Instructional Dean. 


B. Role of the Department Chair  
A student may appeal a faculty member’s decision to that faculty member’s department chair. The student has 
up to five working days to appeal, although exact timelines may vary by department or program. The 
department chair should determine if the student has appropriate grounds for appeal, as listed below. The 
department chair should act as an advocate for campus-wide equity, the student’s rights, and the instructional 
integrity of the faculty member’s classroom. The appropriate instructional dean and the OIA database should 
be made aware of any changes to the student’s sanctions and the overall case record. 


C. Role of the Student 
The student is required to meet with the faculty member and to comply with any disciplinary sanctions 
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determined by the faculty. If the student has a record of previous academic integrity violations he/she is also 
required to meet with the appropriate instructional dean for possible additional sanctions. Failure to attend 
these meetings will result in the disciplinary process continuing in the student’s absence. 


The student may appeal decisions of faculty members. Appeals may be successful only if appropriate grounds 
for an appeal exist as determined by the department chair, instructional dean or CAO hearing the appeal. 
Grounds for a successful appeal include at least one of the following: 


1. The course syllabus was not followed in the application of sanctions.  
2. Penalty is inequitable. 
3. Penalty is inappropriate for the violation.  
4. Demonstrable conflict of interest on the part of the faculty member or dean.  
5. Information not available at the time of the original decision has become available.  


Decisions of faculty members are appealed to the appropriate department chair. Any appeals must be made 
within at most five (5) working days of the original decision. Specific programs or departments may have 
shorter timelines. Decisions of instructional deans imposing additional sanctions are appealed to the Chief 
Academic Officer. Appeal forms must be filed with the Office of the Instructional Dean or CAO within five (5) 
working days of the initial determination. Only appeals determined to have valid grounds will be considered. 
The Dean of Students may act as an advocate for the student and the student body as a whole throughout the 
appeal process. 


A student may not withdraw from a course in order to avoid possible academic and disciplinary sanctions. If a 
student is suspected of committing an act of academic dishonesty, then the case must be concluded before the 
student may initiate a withdrawal. 


Student Rights 
As with any disciplinary case, a student has certain rights. These rights are as follows: 


1. The right of Due Process, where the student is notified of the accusations, is presented with the 
evidence related to the accusations, and has the opportunity to respond to the evidence and present 
his/her own evidence. 
2. The right to have each determination based upon a preponderance of evidence (that it is more likely 
than not that the action took place). 
3. The right that the sanction(s) befit the violation. 


D. Role of the Instructional Dean  
If the OIA has a record of previous incidents of academic dishonesty by the student in question, the student 
must meet with the appropriate Instructional Dean. The Instructional Dean contacts the student to schedule a 
meeting. The Instructional Dean reviews the student’s entire history of academic dishonesty and decides if 
additional sanctions are warranted. Additional sanctions may include, but are not limited to college suspension, 
and college expulsion. 


Appeal Process - 2nd Role of the Instructional Dean and Role of the CAO 
If the student chooses to invoke his/her appeal rights based on the faculty member and Department Chair’s or 
Dean’s sanction(s), the student must file a written appeal within at most five (5) working days of the initial 
determination.Â  Individual departments or programs may require shorter timelines if necessary. Appeals of 
faculty member and department chair’s decisions are made to the appropriate Instructional Dean. Appeals of 
Instructional Dean’s decisions are made to the Chief Academic Officer. 


Only appeals which are determined to have valid grounds by the Hearing Officer will be successful. 


Grounds for a successful appeal include one or more of the following: 


1. The course syllabus was not followed in the application of sanctions.  
2. Penalty is inequitable. 







3. Penalty is inappropriate for the violation.  
4. Demonstrable conflict of interest on the part of the faculty member or dean.  
5. Information not available at the time of the original decision has become available.  


An administrative hearing will then be scheduled within one (1) week of the filing of the appeal, and the 
Instructional Dean/CAO will either serve as the Hearing Officer or designate another (such as another 
department chair, dean, or a CSI faculty or staff member) as the Hearing Officer for the hearing. The Dean of 
Students may act as an advocate for the student and the student body as a whole throughout the appeal 
process. The Hearing Officer reviews all evidence from both the faculty member and the student then 
determines the findings of the case and reaches a decision based on a preponderance of the evidence. 


If the Hearing Officer determines that the student has not committed an act of academic dishonesty then they 
may overturn the faculty member’s decision. If the hearing officer determines that the student did commit an act 
of academic dishonesty then they may simply uphold the faculty member’s decision, ask the faculty member to 
re-consider the sanctions, or alter the sanctions themselves. 


The Hearing Officer informs the Student, Faculty Member, Department Chair, OIA database, and the Dean of 
Students of their decision in writing. 


Role of the Dean of Students 
It is the responsibility of the Dean of Students to act as an advocate for students and the student body as a 
whole during the appeals process. 


Role of the Office of Instructional Administration (OIA) 
The Office of Instructional Administration will maintain a database of Academic Integrity violations, how they 
were handled, and the results of appeals. When informed of a new violation, the OIA will enter it into the 
database. If a student has one or more previous violations when a new one is entered the database 
administrator should contact the appropriate instructional dean who will then contact the student. To effectively 
promote a campus-wide environment of academic integrity ALL cases, including “teachable moments” need to 
be reported to the OIA database. 


Timelines for Appeals 
Department Chairs, Instructional Deans, and the Chief Academic Officer may, for good cause, extend the 
scheduling timelines described above. Individual departments and programs may require a shorter timeline for 
appeals if students are notified of this change in syllabi and program handbooks. 


Suspected Academic Dishonesty Outside of the Classroom 
The College requires that standards of academic integrity and academic honesty be upheld outside the 
classroom as well as inside the classroom. If a student is suspected of committing an act of academic 
dishonesty outside of the classroom (in a lab, the library, online, etc.) the student will be subject to the 
following: The person who believes that academic dishonesty took place will gather all available evidence and 
forward it to the faculty member of record for the class in question. The faculty member will then confront the 
student with the evidence and follow the steps as outlined above. It is the responsibility of all members of the 
College community to report incidents of academic dishonesty. 


* This document is based, with permission, on the Disciplinary Procedure of Pueblo Community College of 
Pueblo, CO. 


2.20 Political Activity 


The faculty member, as one of the employees of the College, enjoys all of the political rights of a citizen. But he 
or she shall not solicit, actively support or proselytize for any political candidate within the classroom or on the 
campus and thereby abuse his or her special position of influence. 







Faculty members are not prohibited from active campaign work in a political race as candidate or in support of 
a candidate. However, before making political commitments, it is advisable for a faculty member to discuss the 
situation and implications with his or her supervisor and the President. Any political activities must reflect the 
faculty member's own private life and feelings and not be representative of the College. No political activity 
should involve the College or its staff by implication or otherwise. 


2.21 Professional Organizations 


It is anticipated that faculty members will belong to professional and related organizations which reflect their 
academic background and interests at their own expense. When possible, the College may financially assist 
faculty members in attending meetings of these professional organizations with conference fees, room and 
travel costs and per diem. 


2.22 Student Placement Exams (Rev: 10/15) 


Before enrolling in freshman-level English, math classes or some programs, students are required to take 
placement exams. Additional specialized tests for professional and educational planning, academic ability, 
career exploration (interest and ability), etc., are available on the CSI campus. Resource offices include the 
Student Success Center, Career and Counseling Services, Center for New Directions, Learning & Tutoring 
Commons and specific academic and Professional-Technical departments. A complete list of tests offered on 
campus is available through the Counseling Center. GED/High School Equivalency classes and testing are 
available through the Academic Development Center. 


2.23 Tutoring (Rev: 10/15) 


Faculty are prohibited from charging their current students for tutoring services of any kind. Faculty charging for 
tutoring services under other circumstances are prohibited from using college resources.  


2.24 Release of Student Information (Rev: 10/15) 


The Family Educational Rights and Privacy Act (FERPA) was designed to protect the privacy of a student's 
educational records, to establish the right of students to inspect and review their educational records, and to 
provide guidelines for the correction of inaccurate or misleading data. 


All faculty and staff must complete a tutorial on FERPA before accessing any student records. This tutorial is 
intended to ensure that anyone accessing student records understands their obligations under FERPA to 
protect those student records. For example, unless permitted in writing by the student, student course 
schedules, attendance records and grades may be disclosed only to college officials with legitimate educational 
interests. 


2.25 Information Technology (Rev: 10/15) 


The CSI Faculty Senate recognizes the importance of information technology both in education and in society. 
To help prepare our students to meet the challenges they face, a computer-literate faculty is essential to their 
college experience. To this end, all faculty are encouraged to integrate appropriate information technology into 
their classes and demonstrate the level of computer literacy expected of their students. (See Section 6.16 of 
the Policy and Procedures Manual, "Computer Use Policy Statement") 
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3. EMPLOYMENT POLICIES FOR 
FACULTY 


3.01 Compensation Policy for Faculty 


The College takes the position that faculty should be involved in College-sanctioned public service and 
continuing education activities. Typically, these activities will be conducted by faculty as their regular 
assignments; however, irregular occasions will arise where these activities may be done as an extra 
assignment for additional compensation. Following are general provisions to cover the circumstances and 
limitations of extra compensation. 


1. Extra compensation is defined as supplemental pay for approved services rendered to the College or to 
external agencies by eligible personnel. These services are a net addition to the regularly assigned duties and 
responsibilities of the employee. Salaries paid for teaching intersession or summer session are not considered 
extra compensation. 


2. A request for extra compensation for teaching faculty and administrators must be submitted in writing and 
approved in advance by the President or his designee. 


3. Eligible personnel may participate in any or all of these areas. 


4. Extra compensation may be paid when (a) the work is done in addition to duties and responsibilities 
assumed as part of the assigned normal full workload; (b) qualified persons within the College are not available 
to perform the work as part of their normal work load; (c) the additional duties will not interfere with the 
performance of regularly assigned responsibilities and duties; (d) the budget is adequate to fund extra 
compensation. 


3.02 Contracts 


Refer to 2.07 Contracts in the CSI Policies & Procedures Manual. 


3.03 Definition of Faculty 


The instructional faculty shall be made up of regular full-time personnel in positions of the academic ranks of 
instructor, assistant professor, associate professor, and full professor in the area of instruction. Faculty 
membership shall not be granted to graduate assistants, part-time instructors (those employed for less than a 
full teaching load and for a contract not to exceed a semester), visiting lecturers, administrators, nor other 
personnel. 


Faculty members are appointed on the basis of credentials and interviews. Credentials include transcripts of 
college work; certification verification; letters of recommendation, application, or nomination; application 
documents; interview results; and the like. All relevant information must be on file in the office of the Vice 
President of Instruction before a contract can be offered. The signed document will serve as the official contract 
between the College and the faculty member (see also Employment of Full-time Faculty: 3.05). 


3.04 Emeritus Program 


Faculty Emeritus may be awarded to full-time faculty members who meet the following criteria upon their 
retirement:  
a. Fifteen years of full-time service as a faculty member 
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b. Achievement of the rank of Associate or full Professor 


A faculty member must apply for emeritus status through an application process as outlined by the Faculty 
Senate. The completed application must be approved by the Executive Committee of the Faculty Senate, the 
Vice President of Instruction, and the President. 


After approval, emeritus status will be publicly awarded and recognized at graduation ceremonies. 


Faculty designated Emeritus will have the following rights and privileges:  
a. They will be listed in the College catalog with Emeritus status. 


b. They may provide representation on college committees such as accreditation, self-study, planning, 
accreditation, etc. 


c. They may serve as official liaisons with other portions of the community and region. 


d. They may continue to teach courses and receive part-time faculty pay and take CSI classes free of tuition 
charges. 


e. They may participate at their discretion in alumni and commencement activities as well as those of the CSI 
Foundation 


f. They may continue to attend and participate in meetings of the general faculty, but they will not have a vote in 
such proceedings. 


Emeritus Application Form 


3.05 Employment of Full-Time Faculty 


New and replacement positions will be posted through Human Resource Department (HR). The HR office is 
also available to assist with additional advertising, recruiting, scheduling, interviewing, and follow-up notification 
of applicants. Compliance with the College of Southern Idaho's Affirmative Action procedures is required. 


Position Opening:  
a. Notification comes from the Human Resource Department noting that a position is open. 


b. Notification should be made to the department's dean or vice president as soon as there is a need to fill a 
position. 


c. The department administrator, in consultation with the HR staff and in accordance with Affirmative Action 
principles and procedures, will develop the position advertisement. 


d. For each position, the posting must include the job description, minimum and desired qualifications, 
proposed starting date, and the closing date for applications.  
   
Since CSI believes in the value of promoting in-house, the job search for vacant positions shall occur in two 
stages. 


Stage 1  
a. First consideration will be given to qualified applicants who are current CSI employees. Current employees 
include all full and part-time employees currently on CSI payroll. Work-study students and volunteers are 
invited and encouraged to apply as internal candidates for positions for which they are qualified. 
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b. All vacant positions will be posted on the HR website as well as directly to all faculty and staff through 
campus e-mail. Position openings will generally be posted internally at least five working days prior to any off 
campus advertising. 


Stage 2  
a. When a decision is made to search beyond applications from CSI and applications generated from the public 
postings, the HR office will coordinate advertising and recruiting with the Public Information Director through 
other available resources to include regional newspapers, the Chronicle of Higher Education, journals, and 
other appropriate forms of media. The HR office will assist in preparing and mailing announcements to other 
educational institutions as requested by the department. The department will be responsible for any costs 
involved in outside advertising. 


b. A review will be conducted of unsolicited applications which have been received by the HR office. Position 
announcements and an invitation to apply for the opening will be sent to those administrative, professional, and 
instructional applicants who possess the necessary qualifications for the position. Unsolicited resumes received 
from those individuals seeking support positions will be offered to the departmental administrator to determine 
suitability of skills and training of the applicants to the particular opening. 


The requirements for announcing or advertising vacancies may be abridged only with the approval of the 
President and the Affirmative Action Officer. 


Recruitment:  
a. All applicants seeking employment at CSI should apply to the HR office. CSI application forms are available 
in the HR office.  
b. All unsolicited resumes will be acknowledged and filed by the HR office. Unsolicited resumes for 
administrative, professional, and instructional positions will be kept for one year. Unsolicited resumes for 
support positions will be kept for one month. 


Interview:  
a. Selected qualified applicants will be invited for initial interviews. If requested, the department's dean or vice 
president and/or the HR office will assist the department in selecting applicants for interview who, on the basis 
of education, training, and experience, seem best qualified for a particular position. 


b. Interviews will be conducted within the department, often in a committee format. The HR office can assist 
this process by coordinating interview schedules between the departments and the candidates, by offering 
instructional and interview format materials, and by actively participating in the interviewing process. 


Selection:  
a. Final candidates are presented to the Executive Vice President for final selection before a job offer is 
tendered. 


b. Depending on the length and extent of the search process, the HR office will assist in informing all applicants 
upon completion of the hiring process or at appropriate intervals during the process. 


c. Reimbursement of applicant's expenses, such as interview or moving expenses, will be made at the 
discretion of the department seeking to fill the position and with the concurrence of the department's dean or 
vice president. 


d. When selection procedures are concluded, the departmental administrator must complete the online 
"Applicant Flow Log" form. The completed form, along with a record of the selection procedures and all 
candidate application materials, will be kept for a period of three years in the HR office. 


e. Announcement of the successful candidate for the position will be made by the Office of Instruction. 







3.05.01 Employment--Initial Requirements 


It is important that any supervisor hiring a new employee immediately send the new employee to the Human 
Resources Office to complete the necessary payroll forms. This must take place before a new employee can 
receive a paycheck. Any newly hired person or any change in employment must be approved by the Executive 
Vice President. 


1. Employment Periods  
(a) Annual: The 12-month period starting July 1 and ending June 30. (This coincides with the College's fiscal 
year.) 


(b) Eleven-month - 209 days - The 11-month contracts allow for one week off during spring break and an 
additional four weeks as dictated by the program and/or the supervisor. 


(c) Ten-month - 189 days - The 10-month period from August 1 - May 30. 


(d) Nine and one-half month - 180 days - The nine and one-half month period from August 1 - May 15. 


(e) Nine-month - 170 days - The nine-month period from mid-August through mid-May. 


(f) Other. Any other term of employment as agreed upon between the employee and the supervisor and 
approved by the President. 


2. Working Hours or Days: Extra or Other Time 


(a) Work Week. Established by the Administration of the College, the work week may vary slightly depending 
upon the needs of the respective department. The work week varies from 37 1/2 to 40 hours weekly depending 
on the employee's department. 


(b) All 12-month employees are expected to work the regular work week except on holidays declared by the 
President of the College. Any deviation from this policy must be requested on a regular leave slip prior to leave 
time. 


3. Pay Period, Payroll, Personnel Records 


(a) Pay Period. The monthly pay period for all wages and salaries is on the 25th of each month. If the 25th falls 
on a holiday or on a weekend, payday will be the last workday before the holiday or weekend. There will be one 
exception--in December, payday will always be the Friday before Christmas. 


(b) Hourly or Daily Time Sheets. Because of payday's being on the 25th, the work month for hourly or daily 
employees will end on the 15th of each month. Time sheets must be in the Business Office not later than 10 
a.m. on the 16th. If the 16th is a weekend or holiday, then time sheets need to be in by 10 a.m. on the next 
regularly scheduled workday. 


(c) Special Time Sheets. All other sheets (i.e., short course instructors, etc.) or information affecting payroll 
must also be filed in the Business Office the same as those in (b) immediately above. 


(d) Payroll. The CSI payroll is batch processed on our main computer; this method has materially expedited the 
handling of the payroll but also has created the need for strict adherence to time schedules and meticulous 
accuracy and completeness in the information furnished. 


(e) Records. Payroll records, including annual and sick leave, are retained in the HR Office. 


(f) Job Descriptions. Job descriptions must be obtained from the appropriate supervisor. 







(g) Regular Work Hours. An employee of the College of Southern Idaho may not use his/her regular work hours 
to earn compensation from sources other than the College of Southern Idaho, except for service construed to 
be of desirable public service approved by the President. Policies of the Board of Trustees permit additional 
instructional assignments at added compensation, provided such additional work does not in any way interfere 
with the individual's primary instructional assignment. 


All personnel must secure approval from the appropriate supervisor before committing themselves to other 
assignments during their regular hours (see Compensation Policy for Faculty 3.01. 


3.05.02 Introductory Period 


NOTES: Initial draft submitted to Ad Hoc Committee for revision 3/8/95. General Faculty input and revision 
3/28/95. Submitted to IEC legal adviser 4/3/95. The CSI Board approved the document 4/11/95. 


In general, the first three years of a faculty member's employment are considered introductory, and after a 
successful introductory period, the College usually grants introductory full-time faculty Continued Employment 
(see below). While all faculty are guaranteed due process (see Human Resources Director), the introductory 
faculty contracts are renewable pending performance evaluation, review, and departmental or division 
supervisor recommendation for periods of one year for the three-year introductory period. 


The first three years of a full-time faculty contract are considered introductory, and there is no guaranteed or 
implied renewal of contract during that time period. This is a period of full-time professional service by a faculty 
member during which the contract indicates that he or she does not have continuing employment and that he or 
she is being evaluated by the College for the purpose of determining satisfaction of the criteria for attaining 
continuing employment. 


Employment during summer terms, in part-time positions, or during periods of leaves of absence shall not be 
credited toward satisfying the introductory period. Only full-time, continuous service at the College will be 
included in determining completion of introductory period, except where a break in service was pursuant to an 
approved leave of absence. The period of approved leave shall be excluded from the requisite period for 
completion of the introductory period. 


Evaluation is important in assessing the merit of the introductory candidate. Introductory faculty members shall 
be evaluated by students, peers, supervisor, and self in accordance with the College's evaluation procedures. 
Supervisor evaluation of introductory faculty members shall be conducted each year for the three-year 
introductory period. The introductory faculty member will receive a written performance review and an oral 
summary of the evaluations from his or her supervisor at the end of each year of the introductory period.  


When a faculty member appointment is not renewed during the introductory period, the faculty member shall 
receive notice of his or her non-retention for the ensuing academic year as follows: 


1. Not later than April 1 of the first academic year of service, if the appointment expires at the end of that year, 
or if the appointment terminates during an academic year, at least two months in advance of its termination; 


2. Not later than January 1 of the second academic year of service, if the appointment expires at the end of that 
year, or if the appointment terminates during an academic year, at least five months in advance of its 
termination; 


3. Not later than November 1 of the third academic year of service, if the appointment expires at the end of that 
year, or if the appointment terminates during an academic year, at least eight months in advance of its 
termination. 
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3.05.03 Continued Employment 


After three years of continuous, full-time employment (i.e., the beginning of the fourth year), the College 
recognizes the merit of a faculty member and the assumption that he or she would meet the long-term staffing 
needs of the department, division, program and the institution. The contract for such a faculty member indicates 
that the College may not terminate a faculty afforded Continued Employment without first proving Just Cause 
(see below). 


3.05.04 Termination of Employment 


Faculty members supported in whole or in part by "soft money" (i.e., funds available to the institution on a 
short-term basis, such as grants, special contracts, foundation-sponsored projects) shall not be eligible for 
Continued Employment unless continuing support for such members can be clearly identified in the regular 
budget of the institution. 


Just Cause encompasses three areas: Professional Negligence, Financial Exigency, and Curricular Reasons. 


I. Professional Negligence includes the following: 


A.Incompetence or dishonesty in teaching; 


B. Willful failure to perform the duties and responsibilities for which the faculty member was employed, refusal 
or continued failure to comply with the policies of the Board, the College, or the department, or to carry out 
specific assignments when such policies and assignments are reasonable and non-discriminatory; 


C. Conviction of a felony or a crime involving moral turpitude; 


D. Capricious disregard of accepted standards of professional conduct; 


E. Falsification of information on an employment application or other information concerning qualifications for a 
position; or 


F. Failure to maintain levels of professional excellence and ability demonstrated by other members of the 
faculty in the department or division of the College. 


A faculty member shall not be terminated for reasons of professional negligence until due process has been 
followed. (See Human Resources Director for procedure.) 


II. Financial Exigency is the formal declaration by the Board of Trustees that the College faces imminent 
financial crisis, that there is a current or projected absence of sufficient funds (appropriated or non-
appropriated) to maintain current programs and activities at a level sufficient to fulfill its educational goals and 
priorities, and that the budget can be balanced only by extraordinary means which include the termination of 
existing and continuing academic and vocational appointments. A faculty member may be terminated as a 
result of financial exigency at the College and subject to Board declaration that such a financial condition 
exists. Personnel decisions may include introductory and continued employment faculty. 


III. Curricular Reasons include insufficient student numbers, reorganization or consolidation of courses, 
and program termination. 


A. Insufficient student numbers means that over a period of at least three years, student enrollment in a field 
has decreased at a rate in considerable excess of that of the College as a whole and that such reduction has 
resulted in faculty-student ratios that, in the opinion of the President, cannot be tolerated either by comparison 
with equivalent faculty load practices in the College or by comparison with faculty loads in comparable 
departments or divisions at similar institutions which the President deems appropriate for comparison. 







B. Reorganization or consolidation of courses means that a curricular reorganization or consolidation eliminates 
the need for a particular faculty expertise or reduces overall need for faculty in a department or division. 


C. Program termination, a program deleted from the curriculum, means that the Board has taken formal action 
to terminate a degree major, concentration, or other curricular component and that such termination eliminates 
or reduces the need for faculty qualified in that discipline or area of specialization. 


The employment of a faculty member may be terminated because a program is deleted from the curriculum or 
substantial and continued reduction of student enrollment in a field warrants a reduction in faculty. Before 
declaring that curricular reasons exist, the President will advise the Faculty Senate by identifying specific 
curricular reasons, evaluating the long-term effect on the institution's curriculum and its strategic planning goals 
and the advisability of initiating further action. The Executive Vice President will present--either verbally or in 
writing--a description of curricular reasons that may warrant the termination of Continued-Employment faculty 
members. 


Upon determining that termination for one or more faculty members is required for one or more of the reasons 
cited above, the Executive Vice President shall furnish each faculty member to be terminated a written 
statement giving the reasons for termination. Those reasons shall address fully the curricula circumstances that 
warrant the termination and shall indicate the manner and the information upon which the decision was 
reached. The Executive Vice President's written statement shall also indicate that each terminated faculty has 
the opportunity to respond in writing, stating any objections to the decisions. 


When a Continued-Employment faculty is terminated for curricular reasons, the Executive Vice President will 
make every effort to relocate that faculty member in another existing vacant position for which the faculty 
member is qualified. In instances where, in the opinion of the Executive Vice President, relocation within the 
institution is a viable alternative, a significant effort will be made to relocate the displaced faculty member, 
including the bearing of reasonable retraining costs. The final decision on relocation is within the discretion of 
the Executive Vice President. 


When a Continued-Employment faculty member is terminated for curricular reasons, the position will not be 
filled by a new appointee within a period of three years unless the terminated faculty has been offered, in 
writing, reappointment to the position at the previous rank and salary (with the addition of an appropriate 
increase which, in the judgment of the Executive Vice President, would constitute the increase in salary that 
would have been awarded during the period the faculty member was not employed). 


Upon determining that termination of one or more Continued-Employment faculty members is warranted for 
curricular reasons, the Executive Vice President shall decide which faculty member(s) should be terminated 
based upon an assessment as to what action would least seriously compromise the educational programs of 
the department or division and in compliance with appropriate federal and state employment law. 


Faculty Termination Review: If any faculty member to be terminated indicates objection to the President's 
written statement and requests a review, the Executive Vice President shall convene the Faculty Senate 
Executive Committee which shall conduct a hearing on the proposed termination. The Committee shall report 
its findings and recommendations within 20 working days of the notice to convene to the Executive Vice 
President, who shall within 10 working days inform the faculty member proposed for termination either that the 
decision for termination stands or that it has been altered. 


Resignations: A faculty member who plans to resign gives notice in writing to the Executive Vice President not 
later than two weeks after salary schedules are made available. The College expects a faculty member to give 
notice of resignation by April 15 of the current academic year. 


Retirement: Faculty planning to retire should notify the Executive Vice President as soon in advance of the 
projected retirement date as possible so that retirement planning for that faculty member and the program may 
be initiated. (See Emeritus Program: 3.04) 
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3.06 EMPLOYMENT OF PART-TIME FACULTY (Section rev: 3/07) 


All part-time faculty in the academic and professional technical teaching areas are required to have the same 
qualifications as full-time faculty. All part-time faculty are employed on a semester basis. 


3.06.01  Part-time Faculty Employment Status 


Faculty designation at CSI includes the following categories: 


• Full-time faculty responsibilities and loads are defined in sections 3.03, 3.05, and 3.11 of this 
document. 


• Part-time faculty teach fewer than 10 credit hours (up to 19.5 contact hours) per semester.  A mentor 
should be assigned for each part-time faculty by the department as appropriate. Part-time faculty are 
eligible for the following at the discretion of the Department Chair:  


o Library access 
o An orientation program  
o Listing in the CSI Telephone Directory 
o Voice mailbox  
o Network/e-mail account 
o Development opportunities through the Faculty Staff Development Committee (FSDC) or 


through department discretion  
o Participation in the Individual Development Plan process  


• Community Education instructors are eligible for library access, development opportunities 
available through the FSDC, and network/e-mail accounts, at the discretion of the Department 
Chair/Director.  


3.06.02  Part-time Faculty Commitment 


With a growing number of part-time faculty, CSI's reputation as an institution of quality rests more and more on 
those faculty members.  Part-time faculty’s high level of commitment to students and assignments will help 
maintain the reputation of the College.  Part-time faculty can show this commitment by being concerned for 
each student and his/her progress; being prepared for each class; being prompt to class; using the full 
instructional period; communicating problems, concerns, and successes to department supervisors; and 
responding to communications and suggestions from supervisors. 


3.06.03  Part-time Faculty Salary 


The salary for part-time faculty is on an hourly rate based on instructional contact hours or at a fixed rate per 
student determined by the number of students in a class, by a percentage of the gate, or per credit. 


3.06.04 Part-time Faculty Evaluation 


As professionals, part-time faculty are expected to upgrade their knowledge and skills continually to improve 
their teaching abilities. Each department at CSI provides ongoing evaluation of instructor effectiveness and 
gives constructive criticism and suggestions to instructors in order to improve instruction within the department. 
A compilation of student, self, and administrative evaluations comprises the assessment. Annual formal 
evaluation of part-time instructors by the College also helps ensure that CSI's faculty maintains the highest of 
professional standards. (See Part-time Faculty Evaluation Form.) 
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3.07 Faculty Development  


The College of Southern Idaho strongly encourages all employees to maximize their educational opportunities. 
The College will support employees in their educational pursuits to the maximum extent possible. 


Due to limited course offerings, the College recognizes that some employees will have to take courses during 
normal working hours. Employees must also recognize that the operational needs of the College must take 
precedence over release time for classes. 


Based upon the needs of both the College and employees, the following guidelines have been set concerning 
educational release time for employees: 


1. Employees should attempt to schedule classes during non-working hours to the maximum extent possible. 


2. Employees must request permission from their supervisors to vary their schedules in order to take classes. 
Supervisors may rearrange work hours for employees to allow them to take classes during their lunch hours, 
before or after regularly scheduled working hours. 


3. Time away from work during scheduled working hours due to classes must be taken as comp time, vacation, 
or made up during the regular work week. 


4. Classes that directly benefit employees in performing their current duties may be taken during regular 
working hours as part of their job. Individual supervisors have the authority to determine the applicability of the 
course taken to the employees' current jobs. Fees associated with CSI classes may be paid for by the 
department at the supervisor's discretion. Tuition and fees associated with courses taken at other institutions 
will not be paid for by the College. 


These guidelines are intended to provide consistency campus wide and to insure all employees are treated 
equally concerning release time. 


The College also strongly encourages all employees to maximize their professionalism by attending 
appropriate conferences and seminars in their field. Faculty should check with their department or program 
head for availability of travel for conference funding. 


The CSI Foundation encourages faculty development through a Mini-Grant Program which pays a stipend to 
faculty for various educational and/or research projects. For more information, contact the CSI Foundation 
Office. 


3.08 Faculty Evaluation Process 


(See Introductory Period: 3.05.02.) 


Faculty in each area are subject to ongoing evaluation for the primary purpose of professional improvement, 
not for punitive or disciplinary measures. In cases where some deficiency is suspected, please refer to the 
particular departmental or division policy. 


The evaluation methods should be used by faculty for professional improvement. Through the evaluation 
processes, when improvement and professional development needs are identified, the responsibility for 
improvement and/or change rests with the faculty member. The institution may assist by providing development 
and improvement opportunities (see Faculty Development: 3.07). 


Student Evaluation: Student evaluations are completed electronically and made available to students prior to 
the end of the semester. 
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Self-evaluation: This narrative is a faculty member's evaluation of his or her own role at the College. This 
should be based on components agreed upon by the faculty and the department or program supervisor. The 
objectives agreed upon should be stated in such a manner that the faculty and the immediate supervisor are 
able to determine the degree to which the objectives have been accomplished so they may be evaluated. The 
following list is not exhaustive but may serve as a guideline when setting objectives. 


1. Instruction: could include teaching methods and pedagogy, work on a new course, development of 
instructional materials, research associated with instruction. 


2. Faculty Development: could include information about membership in professional organizations, 
presentations, recognitions and awards, completion of earlier objectives. 


3. College Service: could include information about serving as adviser to student organizations, attendance at 
and participation in college committees, elected positions within the college, and peer evaluator. 


4. Community Service: could include information about service to community organizations, representing the 
college in the community, participation in community projects and public services. 


5. Research or Scholarly Publications: information about research and publications. 


Peer Evaluation: A faculty member will be evaluated by at least one of his/her peers. The peer reports will 
include the review of course outlines and syllabi, course texts and materials, examinations, and other measures 
of performance. Numerous ongoing activities play a natural part in peer evaluation: sharing ideas, joint problem 
solving related to student learning, feedback between instructors, and so on. The faculty member being 
evaluated will compile the peer reports and submit them. 


Supervisor Evaluation: The chairperson or immediate supervisor will review the faculty member's performance, 
adding any pertinent comments, including results of student, self-, and peer evaluations. The chairperson will 
write a review of the faculty member's performance, sign it, and pass it to the faculty member. The faculty 
member reviews the report, signs it, and returns it to the chairperson who then forwards a summary report to 
the appropriate dean or Vice President. 


Appeals Process: If the faculty member disputes the final report, he or she may follow the Grievance 
Procedure as outlined in the Affirmative Action Plan located in the Human Resources Department. 


3.09 Faculty Guidelines (Rev 9/2017) 


Responsibility for the implementation of the instructional program rests with the teaching faculty. Excellence in 
teaching stands foremost among the challenges and responsibilities of the college. Full time faculty work at the 
department level and with administration to promote the mission of CSI as they: 


• Work efficiently and diligently to create learning environments that are best for students 


• Impart excitement and enthusiasm into teaching students with a variety of skills ranging from 
developmental to advanced 


• Demonstrate sensitivity to, and understanding of, the diverse academic, socioeconomic, cultural, 
ethnic and disability backgrounds of community college students 


• Interact with and advise students 


• Participate in faculty development goals to improve professional effectiveness 


• Adapt to a variety of teaching situations 


• Assume responsibility for measuring student level of performance and understanding 


• Meet all scheduled classes promptly with any deviation being filed promptly and accurately through the 
appropriate channels 


• Originate requests for travel in support of faculty development 







Collaboration and Support 


• Develop and maintain courteous, professional, and effective working relationships with members of the 
department, administration, and staff 


• Collaborate with other faculty in the department regarding things like texts, scheduling, curriculum and 
outcomes 


• Attend and participate in all departmental, division, and faculty meetings 


• Assume responsibility for all equipment assigned to the faculty member or to those under his or her 
supervision 


• Cooperate with other areas of the college to provide an effective educational program 


• Promote and help with learning assistance services 


• Assist in the preparation of budget requests each year 


• Maintain accurate records including reporting assessment measures 


• Participate in the instructional evaluation process 


• Provide copies of syllabi to appropriate supervisor each semester 


• Participate in graduation exercises 


The elements above provide a general list of responsibilities, but is not to be considered comprehensive. 
Faculty should work directly with their supervisor regarding any other guidelines or position-specific details, 
including those found in other sections of this handbook and institutional policy. Faculty responsibilities also 
vary by held rank and are subject to a degree of administrative assignment as necessary to maintain the 
sustainability and solvency of the College. 


3.10 FACULTY RANK AND PROMOTION (Rev 10/2010) 
3.10.01 Introduction 


This document is divided into seven (7) sections:  
 
3.10.01 Introduction (this section)  
3.10.02 Definitions  
3.10.03 Eligibility to apply for Promotion  
3.10.04 Performance Expectations  
3.10.05 Performance Portfolio  
3.10.06 Procedural Flowchart and Timeline  
3.10.07 Procedures  
 
Promotion in academic rank is granted to eligible faculty members (as defined in Eligibility for 
Promotion3.10.03) who achieve levels of excellence described in Rank Requirements 3.10.04 as demonstrated 
by a Performance Portfolio which is reviewed by a rank committee established by the faculty senate. It is 
intended that quality and consistency of performance will be the bases upon which promotion decisions are 
made with progressively higher ranks requiring more distinguished performance than lower ranks. Moreover, it 
is intended that promotion to the two highest ranks will require outstanding performance. The procedure 
outlined in this section (Section 3.10 of the faculty handbook) is established to insure the consistent and 
equitable implementation of this policy for all full-time faculty members of the College.  
 
The promotion system will be based on the following guidelines, which are intended to ensure consistency and 
equity. Integral elements of the proposed system include the following: faculty initiative, a broadly based 
process of recommendation that relies on substantive input from faculty members and supervisors, and the 
right to appeal.  


3.10.02 Definitions 


Promotion signifies an individual's movement from one academic rank to the immediately succeeding academic 
rank.  
 







Immediate Supervisor is the chairperson, division director, or other person responsible for writing the 
performance review of the candidate (see Faculty Evaluation Process, 3.08).  
 
Senior Faculty refers to full-time faculty holding continuing contract and the academic rank of Professor.  
 
The progression of academic ranks (from lowest to highest) in the promotion system is as follows: 


Instructor  
Assistant Professor  
Associate Professor  
Professor  


Differences among ranks are defined by section 3.10.04 Performance Expectations 


 3.10.03 Eligibility to apply for Promotion  


To be eligible to apply for an increase in rank, an employee at the time of performance portfolio submission 
must show: 


1.  Sufficient Term of Employment : Be a full-time instructional faculty member, according to 3.03 Definition 
of Faculty and 3.11 Faculty Load, who will have completed five regular (fall/spring) semesters of continuous 
full-time contracted employment at the time of portfolio submission (see 3.05.02 Introductory Period and 
3.05.03 Continued Employment)  
2.  Sufficient Time in Rank: Have completed at least five regular (fall/spring) semesters in his or her current 
rank at the time of portfolio submission.   
3.  Recent Four-part Evaluation: Have completed the four-part evaluation within the last three years (see 
Faculty Evaluation Process, Section 3.08.)  


Note to requirements 1 and 2: The intent is that faculty not advance in rank more often than once every three 
years and that faculty are not eligible for rank increase until they have continued employment status. 
 
Example:  Frank Aculty taught part-time for the Fall 2003, Spring 2004, and Fall 2004 semesters before being 
contracted full-time as an associate professor beginning Spring 2005.  At the end of Fall 2005, Frank had 
taught five regular semesters but three of those were before he was hired full-time; he was not eligible because 
he had neither sufficient term of employment nor sufficient time in rank.  At the end of Fall 2007, Frank had 
taught six regular semesters as a full-time assistant professor, and had completed three years full-time 
employment making him eligible to apply in the 2006-2007 academic year. 
 
Note to requirement 3: Faculty members preparing for promotion will need to have evaluations (with at least 
one within the last three years) to include in the performance portfolio. For promotion planning, the faculty 
member should make certain that the four-part faculty evaluation procedure (peer, self, student, supervisor; 
see 3.08) is complete prior to application. When a faculty member is not evaluated on an annual basis, and if 
the most recent evaluation will be more than a year and a half old at the time of portfolio submission, the 
candidate should ask his/her department chair/divisional director to complete a new review or to write an 
addendum to the most recent review. 


3.10.04 Performance Expectations (Rev 10/2012) 


Students are the primary focus for faculty. The greatest emphasis in performance expectations is on bettering 
the teaching and learning environment and on the academic relationship of the student and teacher; therefore, 
the predominant qualities of each rank are drawn from the Rank Requirements. As a faculty member 
progresses in rank, the primary professional responsibilities remain the major concern, but the faculty member 
will be expected to expand the teaching and learning concept by sharing knowledge and exhibiting leadership 
in the department, division, College, community, or profession, in congruence with the College's mission.  
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I. INSTRUCTOR: An instructor is expected to bring basic academic knowledge and expertise to the primary 
professional responsibility.  


A. The predominant qualities of excellence for the instructor include the following. Outstanding faculty:  


1. Show a positive attitude about students' abilities to learn and are enthusiastic about their primary 
professional responsibilities. The faculty believe that students can learn and so they challenge them 
accordingly. This belief is a motivating factor for both students and faculty. They communicate their deep 
interest in their discipline fields and the satisfaction they themselves have gained through increasing their 
knowledge. Faculty demonstrate their enthusiasm in their professional areas by willingly working in a personal 
way with students or prospective students to help them achieve their goals. They communicate the values and 
satisfactions to be gained in the teaching and learning activity.  
2. Are responsive to students' needs and treat all individuals with respect. They realize that students, in 
addition to needing academic support, often need encouragement and individual attention as they try to adjust 
to the varied demands in their lives. Excellent faculty can also provide legitimate and appropriate responses to 
students' needs. They are careful to maintain a professional approach in their interactions with students. This 
professional attitude is important when they interact with students, colleagues, and members of the 
community.  
3. Present ideas clearly and are available to students. They are good transmitters as well as good receivers of 
messages. Faculty and students agree that communicating ideas clearly is one of the most critical 
interpersonal skills. They realize that student contact with faculty is critical to the success of the majority of CSI 
students. Hence, they provide students ample opportunities for such contact and encourage students to meet 
and interact with them. 
4. Exhibit fairness when evaluating students and provide timely, constructive feedback. They maintain 
objectivity and follow carefully evaluation criteria which they provide to all students at the beginning of each 
term. They do not allow subjective opinions to interfere with student evaluations. They understand that timely 
feedback promotes positive action and is most useful to students. Thus, they use various means to respond to 
students in a timely manner.  
5. Exhibit knowledge about the primary work area or discipline. This knowledge includes not only the content of 
the disciplines but also their roles in their departments and their campus in support of the overall teaching and 
learning process. These faculty also share their knowledge with one another in a collegial effort to achieve 
excellence. There is no substitute for faculty members' having in-depth knowledge of their fields and disciplines 
in order to facilitate the transfer of knowledge to students. Without substantial knowledge in their fields, faculty 
are ill-prepared to foster student learning, even if their motivational techniques and interpersonal skills are 
sound.  
6. Display behavior consistent with professional ethics. They are aware that a failure to commit to professional 
standards weakens the profession. They guard against behavior that may detract from the teaching/learning 
process. Thus, these faculty maintain the most professional and ethical relationships with students and 
colleagues. They adhere to contractual obligations and College policies. 
7. Do work in a well-prepared and well-organized manner. Faculty have clear learning goals and well-planned 
activities enabling students to master content material and to process and apply information. Faculty proceed 
logically and use time effectively so that students learn as much as possible. Faculty provide assistance to 
students in a clear manner so that students know and can use the College's educational systems effectively.  
8. Accept assistance from other faculty and from administrators and give consideration to feedback from 
students and others. Faculty recognize the benefits of cooperating and sharing of ideas, research, teaching 
strategies, and so on, and they are willing to receive assistance in professional matters as well as give it. The 
faculty know the importance of analyzing and evaluating their own performance. Thus, feedback from students, 
from other faculty members, and from supervisors is welcomed as a positive resource for their own 
improvement. Excellent faculty use this feedback to make immediate adjustments that improve student 
learning.  


B. Participation in non required College-related activities is optional. 


II. ASSISTANT PROFESSOR: The Assistant Professor demonstrates improved and refined skills in dealing 
with students.  







A. The predominant qualities of excellence for the Assistant Professor include all the qualities for Instructor as 
well as the following. The Outstanding faculty:  


1. Set challenging performance goals for students. They communicate to students that progress is not made 
without a cost; it must be paid for in time and effort. Thus they encourage students to overcome their limitations 
and to reach beyond their current achievements in an attempt to fulfill all of their potential.  
2. Work collaboratively with colleagues. They know the importance of using their collective strengths to deal 
with departmental, divisional, and College issues in order to achieve excellence in the teaching/learning 
process. Their collaborative efforts serve as a model for students both inside and outside the classroom.  
3. Listen attentively to what students say. They are sensitive to nonverbal as well as verbal cues, including 
careful analyses of students' written responses. They pay particular attention to students feedback in critiquing 
and improving their own performance.  
4. Create a climate that is conducive to learning. They know that the atmosphere in the learning environment 
can have a great impact on student learning. They see things in perspective, taking themselves and their 
subject matter with appropriate seriousness, but respecting the fact that there are important disciplines and 
interests in life other than theirs. That sense of perspective may be manifested by humor, open-mindedness, 
tolerance, acceptance, approachability, and sensitivity.  
5. Integrate current subject matter into work. Students should have information from and the results of research 
and study which reflect the latest work in the field. Excellent faculty consistently update their own knowledge, 
professional skills, and resources to make their instruction meaningful and timely to their students. 


B. The Assistant Professor is involved in non required activities at the departmental level.  


III. ASSOCIATE PROFESSOR: The Associate Professor continues to improve in establishing and refining skills 
in dealing with students.  


A. The predominant qualities of excellence for the Associate Professor include the all the qualities for Instructor 
and Assistant Professor as well as the following. The Outstanding faculty:  


1. Set challenging individual and collective performance goals for oneself. These goals address not only 
learning activities and other specific academic responsibilities, but also many other areas of professional 
involvement. They continually strive to increase their own knowledge and to perfect their job-related skills, 
practices, and procedures. In so doing, they serve as positive role models for both students and colleagues.  
2. Exhibit commitment to education as a profession. They value their work highly because of the intrinsic 
satisfaction they receive from knowing they have helped students to learn and to succeed in their lives. 
Regardless of circumstances, commitment to their students does not waiver.  
3. Respect diverse talents. They recognize that students have different strengths and weaknesses, have 
different learning styles, and bring different skills and backgrounds to the teaching and learning process. 
Consequently, they encourage students to develop their individual abilities in learning situations.  
4. Consider a variety of teaching strategies. This implies that faculty understand different student learning 
styles and analyze the effectiveness of different instructional strategies. Faculty help students discover and 
develop effective ways of learning.  
5. Stimulate intellectual curiosity. They develop challenging presentations and activities, while keeping the 
subject at an appropriate level of difficulty and creating an interactive learning environment, one where students 
are not merely passive observers.  
6. Encourage students to be analytical listeners. To develop their students' intellectual curiosity and 
independent thinking, they provide opportunities for students to analyze carefully what they study. As students 
study more carefully and more critically, they will be able to engage in more mature conceptual thinking 
commensurate with college-level work. 


B. The Associate Professor is involved in non required activities at the department or division level and may 
also participate in non required activities at the College level. Professional activities congruent with the mission 
of the College are desirable.  


V. PROFESSOR: The Professor continues to exhibit an outstanding level of performance and acts as a 
resource person to assist faculty in developing and applying the characteristics enumerated in the Rank 
Requirements. 







A. The predominant qualities of excellence for the Professor include the all the qualities for Instructor, Assistant 
Professor, and Associate Professor. Outstanding faculty:  


1. Are concerned with the many aspects of students as individuals, not just in their roles as learners. 
Accordingly, they provide counsel and assistance whenever possible.  
2. Provide perspectives that include a respect for diverse views. They provide a variety of theories and 
interpretations that represent the best thinking in their fields. Moreover, they demonstrate to their students an 
openness and willingness to communicate and share differing views. These excellent faculty are particularly 
sensitive to the student body which represents a wide variety of academic traditions.  
3. Encourage independent thinking. As students develop independence in acquiring, analyzing, and accessing 
knowledge, they are able to take more responsibility for their own learning. Thus the faculty member's role 
becomes less that of a communicator of information and more that of a mentor who guides students in their 
pursuit of learning. These outstanding faculty understand that students must develop independent thinking in 
order to make the most productive use of their talents and abilities.  
4. Provide clear and substantial evidence that students have learned. This evidence allows both students and 
faculty to have accurate and realistic appraisals of their performance, and to know the effectiveness of their 
work. To acquire this evidence, excellent faculty first establish clear objectives and performance standards. 
With this positive evidence, excellent faculty can enjoy the professional and personal satisfaction of work well 
done. 


B. The Professor is involved in a substantive manner in non required activities at the department or division 
level. It is not necessary to be involved at all levels; however, leadership should be demonstrated at whichever 
level the faculty member is involved. The individual participates in non-required activities in the College, and 
participation in professional activities outside the College congruent with the mission of the College is highly 
desirable. 


3.10.05 The Performance Portfolio (Rev: 9/2011) 


I. Purpose and Procedure 


1. A Performance Portfolio is required for promotion. Its purpose is to provide tangible evidence to the 
Rank Committee that a faculty member fulfills the requirements of their current and desired rank. A 
faculty member applying for promotion must prepare his or her own performance portfolio. 


2. To be eligible for rank promotion the candidate must attend a Rank Process and Procedures 
Workshop; scheduled during the rank cycle they plan to apply as specified in 3.10.07.III.5. 


3. A master copy and one additional copy of the completed Performance Portfolio must be submitted to 
the Rank Committee by the deadline specified in 3.10.6. 


o Portfolios may be either paper or electronic documents. Acceptable formats for both will be 
presented and discussed at Rank Process and Procedures Workshops. 


o Electronic portfolios must be self contained and well organized. Only file types compatible with 
software found on the majority of campus computers should be included.  


 If in the judgment of the Rank Committee an electronic portfolio is found to be 
nonfunctional or unmanageable, the candidate will be notified via CSI email and 
voicemail.  


 Candidate will have 48 hours from such notification to rectify the issue. 
4. The contents of the portfolio should include the following information in the order listed. The 


information listed below will be the basis of the Candidate/Supervisor/Advocate Checklist which rank 
committee members will use to evaluate portfolios. 


o Forms and documentation (originals or facsimiles) 


1. PHOTO, e.g. faculty web page photo (optional) 
2. Rank promotion Candidate/Supervisor/Advocate Checklist 
3. Candidate’s letter of intent 
4. CURRICULUM VITAE 
5. NARRATIVE of no more than 2500 words (Approx. 10 pages typed, double-spaced), 


including: 
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 Description of how candidate has met current rank with cross-references for 
supporting evidence and/or documentation.  


 Description of how candidate has met each criteria for rank requested with 
cross-references for supporting evidence and/or documentation 


 Self-relective conclusion 
6. All 4 - part performance evaluations completed at current rank in the last 3 years (In 


most cases this will be three if you are applying for your first rank promotion; for 
subsequent applications, include just the most recent.) 


7. 3 letters of recommendation, one from each of the following sources: 
 Supervisor (including a statement that portfolio has been reviewed for 


completeness and accuracy) 
 Advocate (including a statement that portfolio has been reviewed for 


completeness) 
 Peer 


8. IDP (or UDP if your department/program does not utilize the IDP) (for last 3 years) 
9. Committee Verification Forms for the past three years (if needed for desired rank) 
10. One representative syllabus from courses currently being taught 
11. Please do not include copies of online course evaluations as the supervisor summary 


included above is typically sufficient. If you feel select individual evaluations are 
warranted please present and discuss those.  


12. Will you give permission for the Rank Advancement Committee to provide your 
portfolio as a model for future candidates via CSI internal media services?    ____ 
yes   _____ no 


o Candidate may choose to include additional supporting documentation which illustrates 
noteworthy achievements mentioned in narrative. Examples of such may include:  


1. Exemplary teaching/evaluation techniques 
2. Individualized instruction or counseling 
3. Noteworthy advising achievements 
4. Outcome assessment achievements 
5. Teaching/learning research, e.g. student performance, retention rates 
6. Contributions to Curriculum/Course revisions 
7. Extracurricular activities that enhance student learning 
8. Professional enhancement, e.g. workshops, seminars, conferences, courses taken, 


presentations, publications, professional affiliations, etc. 
9. Creative endeavors  
10. Be careful to observe FERPA regulations concerning student information. 


3.10.06 Procedural Flowchart / Timeline (Following Page) 
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3.10.07 Procedures 


I. Robert’s Rules of Order, Newly Revised will govern procedures, except where the following processes 
explicitly differ.  
II. Composition of the Rank Committee  


1. The composition of the Rank Committee is specified in Article IV of the Faculty Senate Constitution 
and in the Faculty Senate By-laws. 


III. Responsibilities of the Rank Committee.  


1. The Committee will elect a chair by consensus by May 15. Ties will be broken by a random draw.  
2. Refer to the flowchart for timeline and processes. 
3. After receiving letters of intent the Rank Committee Chair will forward a list of candidates to the 


president of the college.  
4. Conduct at least 3 “Rank Process and Procedures Workshops” at conveniently scheduled times to 


review rank process and procedures with prospective candidates. 
5. Arrange for training of supervisors and advocates as to their role and responsibility in the rank 


process.  
6. A committee member may withdraw, with cause, from deliberations and voting for a particular 


candidate. 
7. The Rank Committee will make a recommendation for or against the promotion based on the following: 


o Verification that the candidate fulfills the eligibility requirements 
o Verification the candidate meets the performance expectations of the current and desired 


rank. 
8. A candidate must receive a majority of the votes of the committee members to be recommended for 


promotion, i.e. 3 votes if 4 members are voting, 2 votes if only 3 members are participating (see part F. 
above). 


9. No minutes will be taken during Rank Committee meetings. All Committee deliberations will be 
confidential during and after the Committee completes its work.  


10. The Rank Committee will prepare all the recommendations which will be signed by all the Committee 
members acting as witnesses.  


11. The Rank Committee will convey its recommendation for or against promotion to the President by the 
end of the third or fourth week in March.  For candidates who are not recommended for promotion, the 
committee will include a written statement of the criteria that were unmet and suggestions concerning 
what the candidate might do to achieve a higher level of performance before the next application for 
rank promotion. 


12. Direct Candidates to pick up when the committee has finished deliberations. 
13. Meet with Faculty Senate Executive Committee at the beginning and end of each rank cycle to review 


and discuss the process and procedures of rank advancement. 


IV. Responsibilities of the Advocate 
In order to gain a clearer picture of the candidate, the Rank Committee may choose to meet with an advocate 
chosen by the candidate.  Ideally this person should not be the candidate’s immediate supervisor and must 
hold the rank of Associate Professor or higher. The advocate will provide an experienced third party voice to 
aid the committee in its decision and should: 


1. Meet with the candidate to review and discuss the candidate’s portfolio. 
2. Write a letter of recommendation for the candidate which includes a statement that the portfolio has 


been reviewed for completeness. 
3. Advocates are encouraged to participate in a Rank Process & Procedure training presented by the 


Rank Committee. 
4. Meet with the rank committee if/when invited.  


V. Responsibilities of the Immediate Supervisor and Administration  







1. Upon receipt of a candidate's letter of intent to apply for promotion, the immediate supervisor will make 
sure that the latest performance review is completed or updated as necessary.  


2. Supervisors are encouraged to participate in a Rank Process & Procedure training presented by the 
Rank Committee. 


3. Meet with the rank committee if/when invited.  
4. Within one week of receiving the list of applicants, the President reviews the list of applicants and then 


notifies the rank committee and candidate of any candidate who does do not meet Eligibility Criteria 1, 
2, or 3. 


5. By the second Monday in February the immediate supervisor will review the candidate's performance 
portfolio and submit to the candidate a letter of recommendation stating that he/she has reviewed the 
performance portfolio for completeness, feels it accurately reflects the candidate performance, and 
justifies the candidates requested promotion. This letter will become part of portfolio and the 
supporting documentation that accompanies the Rank Committee's recommendation that is forwarded 
to the President. 


6. If the Department Chair does not feel the Candidate or the Performance Portfolio meets the 
requirements necessary for promotion the Department chair will provide the Candidate with a letter 
containing suggestions for improvements necessary to obtain the above letter of recommendation. 


7. The President will make the final decision for or against promotion.  
8. If the Committee recommends in favor of a promotion, but its recommendation is rejected by the 


President, the President will provide the faculty member with a written statement of the criteria that 
were unmet and suggestions concerning what the individual might do to achieve a higher level of 
performance. This statement will be provided within ten working days following the President's 
rejection of the promotion.  


9. The President will communicate final decisions to all candidates, their immediate supervisors, and the 
members of the rank committee during the second week of April.  


10. Candidates denied rank will have the opportunity to discuss the decision with a committee consisting 
of their Departments Chair, Instructional Dean, and Executive Vice President/Chief Academic Officer. 


VI. Official publication of promotions will occur during fall in-service. 
 
VII. Relation to Other College Policies  


1. Procedural errors that affect the outcome of this process may be appealed through due process via the 
Human Resources Director.  


2. Denial of promotion may be appealed though due process via the Human Resources Director.  
3. To ensure College-wide consistency and equity in applying these procedures, they will be monitored 


by Human Resources Director. . 


3.10.08 Distinguished Professor Award (Rev. 11/2018) 


Purpose & Process: Distinguished Professor awards will be granted each year to those teachers who 
demonstrate exceptional performance of their duties as full Professor and show extraordinary commitment to 
teaching, service to the college, and service to the community. Distinguished Professor applications are 
reviewed by the Faculty Senate Executive Committee and recommended to the CSI President for final approval 
of award. The award will be added to successful applicants' base pay with the amount predetermined by 
administration and available upon inquiry each year. 


Eligibility: After teaching full-time for three years at the rank of professor, faculty may apply to receive the 
Distinguished Professor award. This application may be made during the fourth year. After having received an 
award, a professor would again be eligible after another five years of full-time faculty employment at CSI, 
applying in the sixth year for a second and final Distinguished Professor award opportunity. 


Criteria: All candidates must write a letter of intent to apply for a Distinguished Professor award. The letter 
should be addressed to the current FSEC president, President of the College, and immediate supervisor. 
Through the process outlined below the applicant must show that he or she has demonstrated excellence in 
teaching, as well as outstanding service to the college and the community.  







Distinguished Professor Portfolio Checklist: 
Content Checklist: Please include the following in order as listed below. 
_____ Cover page - shall include Name of Candidate, Date of Submission, Title (of own choosing), Subtitle 
"Distinguished Professor Portfolio," and "College of Southern Idaho" text or logo. 
_____ Letter of Intent - Candidate's letter of intent shall be included following the Cover Page, unless a 
contents page (optional) is included. 
_____ Current Curriculum Vitae 
_____ Narrative - A narrative of no more than 6 pages but no less than 2 shall be included in the 
portfolio. Focus your narrative on activities since last rank advancement and highlight your activities of the last 
five years. The narrative must include a brief description of how performance expectations are currently being 
met by the candidate at the rank of Professor. Then, the narrative must identify and explain ways in which 
candidate is currently showing excellent commitment to teaching, service to the college and service to the 
community. Finally, the narrative must describe how the candidate plans to improve, make changes or 
influence the college, education or students in the future. (See Narrative Checklist.) 
_____ Three letters of support are required - Three letters of support are required, one from each of the 
following sources: 1. Department 2. Student 3. Open choice of source 
_____ Most recent evaluations - Self, Supervisor and Peer (within the last three years) 
_____ Current Individual Development Plan 
_____ One representative syllabus from a current course being taught 
_____ Supporting Documentation - Supporting documentation must be referenced in candidate's narrative and 
may include but is not limited to; pictures, committee verification forms, certificates, publication references, 
presentation outlines, research data, grant awards, new course numbers, articles, news releases, thank you 
cards, and other verification references indicating candidate's commitment to teaching, service to the college 
and service to the community. 


Narrative Checklist: (2-6 pages in length) 
Professor Requirements. Briefly address how you accomplish each of the following and include 
references to supporting documentation. 
_____ Are concerned with the many aspects of students as individuals, not just in their roles as learners. 
Accordingly, they provide counsel and assistance whenever possible. 
_____ Provide perspectives that include a respect for diverse views. They provide a variety of theories and 
interpretations that represent the best thinking in their fields. Moreover, they demonstrate to their students an 
openness and willingness to communicate and share differing views. These excellent faculty are particularly 
sensitive to the student body which represents a wide variety of academic traditions. 
_____ Encourage independent thinking. As students develop independence in acquiring, analyzing, and 
accessing knowledge, they are able to take more responsibility for their own learning. Thus, the faculty 
member's role becomes less that of a communicator of information and more that of a mentor who guides 
students in their pursuit of learning. These outstanding faculty understand that students must develop 
independent thinking in order to make the most productive use of their talents and abilities. 
_____ Provide clear and substantial evidence that students have learned. This evidence allows both students 
and faculty to have accurate and realistic appraisals of their performance, and to know the effectiveness of their 
work. To acquire this evidence, excellent faculty first establish clear objectives and performance standards. 
With this positive evidence, excellent faculty can enjoy the professional and personal satisfaction of work well 
done. 
_____ The Professor is involved in a substantive manner in non-required activities at the department or division 
level. It is not necessary to be involved at all levels; however, leadership should be demonstrated at whichever 
level the faculty member is involved. The individual participates in non-required activities in the College, and 
participation in professional activities outside the College congruent with the mission of the College is highly 
desirable. 


Distinguished Professor Requirements. In detail please describe the following and include references 
to supporting documentation. 
Category 1. Teaching - Must address 3 of the 4 following criteria: 
_____ Evaluations from peers and supervisor must indicate candidate's commitment to the highest standards 
of teaching excellence. 
_____ Distinguished Professors demonstrate an effort to remain current in their field by attending classes, 
doing fieldwork, doing research, obtaining fellowships for continued study, conducting workshops, studying 
abroad, attending professional meetings and/or giving professional presentations, etc. 







_____ Distinguished Professors assume leadership roles in national, regional or local organization in their field 
of study by holding positions of president, secretary, treasurer, trustee, director, or other active role. 
_____ Distinguished Professors demonstrate an extraordinary commitment to the field of education by writing 
textbooks, lab manuals, journal articles, and/or grants, developing new courses, mentoring new faculty, and 
taking a leadership role in maintaining and/or improving their program. 
Category 2. Service to College 
_____ Distinguished Professors continue to demonstrate the highest level of leadership at CSI by assuming the 
role of committee chairs, actively participating in current and ongoing committee work, devising new courses or 
programs of study, planning campus-wide activities, and/or advising and sponsoring student groups. 
Category 3. Service to Community 
_____ Distinguished Professors demonstrate extra commitment to the community by serving on boards of 
education, advisory boards, city councils, city or county planning committees, or by hosting field trips as part of 
instructional mission that is clearly connected to the professor's discipline and courses, planning community 
events, teaching community-education classes, or by doing charitable work, or volunteer work off campus, etc. 
_____ Distinguished Professor must describe how the candidate plans to improve, make changes or influence 
the college, education or students in the future. 


Process and Timeline: 


December Letter of Intent: A single page letter of intent addressed to current FSEC president, college president, and 
immediate supervisor should be submitted by the last day of the fall semester that year. 


February 15 Portfolio Submission: Submit portfolio to Faculty Senate Executive Committee. If file is pdf or web-based, 
one copy is sufficient. If printed or on CD or DVD, provide three copies of document.  


March 15 Review and Recommendation: Portfolios are reviewed by FSEC and a recommendation is made to the 
college president to either grant or deny application. 


April 15 Notification: Candidates will be notified of their award status by the president of the college.  


  


3.11 Faculty Load 


All full-time personnel shall devote a minimum of 37 1/2 hours weekly depending on the department an 
employee works in and shall maintain appropriate office hours. Within the 37.5 hours per week faculty shall be 
required to carry a full teaching load appropriate to the faculty member's department or division. Credit hours 
over the normal load will be considered overload and will incur overload pay per unit per semester (consult 
department chair or division director for prevailing rates). No faculty may teach more than 6 units of overload in 
one semester. The teaching schedule, preparation time, and office hours must total 30 hours a week on 
campus with at least one office hour per day, five days a week. 


All full-time programs: 37½ hours weekly; 30 on-campus hours; 5 office hours (one daily) 


Depending on the program, faculty instruct students in various ways. The following general formula guidelines 
may help clarify load: 


Credit hours are based on the Carnegie Unit where 1 credit = 15 hours lecture; 1 credit = 30 hours of instructor-
supervised lab; 1 credit = 45 hours of unsupervised lab, work experience, etc. 


Contact hours are the actual instructional hours an instructor is with students (not including office hours). 


A current listing of load (credit/contact hours) by department and division is on file in the Vice President's of 
Instruction's office. For more information, please contact the Vice President of Instruction's office. 







3.12 Benefits 


IMPORTANT: To be covered by any of the College benefit programs, you must fill out the necessary enrollment 
cards. 


For all types of benefits, please see the CSI Employee Policies & Procedures Manual.  


  3.13 Guest Lecturers, Canceled Classes, Substitute Pay 


If a guest lecturer is invited on campus, it is the responsibility of the instructor to provide for instructional 
materials and equipment. It is suggested that guest lecturers be approved by the appropriate department head 
or division director. 


It is the responsibility of faculty, division directors, department chairs and the Vice President of Instruction to 
maximize the instructor time each semester. Extended efforts are made to provide a substitute instructor only 
when an instructor is gone for an extended length of time. 


If an instructor is absent for illness or leave without pay, his/her substitute is eligible for compensation. 
Substitutes for persons attending professional meetings at their own request will not ordinarily be compensated 
by the College. Permission to pay substitutes in other cases may be granted under certain circumstances and 
may be approved by the Vice President of Instruction. 


3.14 LEAVE POLICIES 
3.14.01 Educational Release Time 


Release time granted for the purposes of attending approved conferences, seminars, etc., are counted as days 
of service to the College. (See Faculty Development: 3.07 and Professional Leave: 3.14.03.) 


3.14.02 Sabbatical Leave (Revised 08/2015) 


Sabbatical leave of absence is a privilege available to qualified members of the faculty for intellectual 
refreshment and professional growth, which is normally obtained by study, research, travel, work experience, or 
other creative activity. The objective of a sabbatical leave is to enhance the service of the applicant to the 
College and to increase the distinction of the College.  
 
Eligibility Requirements: An applicant for sabbatical must have rendered services as a full-time faculty member 
at the College of Southern Idaho for a minimum of six consecutive years immediately preceding the sabbatical 
leave. A leave of absence, except for a sabbatical leave, does not count as a break in the continuity of service 
for purposes of sabbatical leave consideration. However, any such absence shall not be included as service 
with respect to the six-year requirement.  


Sabbatical Length: A sabbatical leave may be granted for a period of one full academic year, one full semester, 
or for one or two summer periods.   
 
Compensation: Sabbatical leave shall be considered as regular service to the College for the purpose of salary 
and rank. Employees on sabbatical leave shall not accept outside full-time positions for pay. If other grants or 
awards are received during the year as salary or compensation, the combination of sabbatical pay and other 
grants shall not exceed the applicant's annual contracted salary (unless such grants are used to cover tuition or 
other expenses associated with the sabbatical).  
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Compensation is as follows: 


• For a one-year sabbatical leave, compensation is no less than 50 percent of the contract salary for the 
previous academic year.  


• For a one-semester sabbatical leave, compensation is the same as if the employee were teaching (full 
pay for the contract year).  


• For a summer sabbatical, compensation is prorated according to the length of the employee contract 
and salary.   


The method of payment will be in the same manner as if the employee were teaching.  


Publicizing the Sabbatical Accomplishments: Upon completion of the sabbatical, each employee will submit to 
the President a written report on the completion of his or her stated goals and objectives. When earning formal 
college credit was a condition of the sabbatical, an official transcript will also be required. The completed 
sabbatical will be presented to the general campus during In-Service Week or at a Herrett Forum or another 
public forum.  
 
Obligation to the College: The employee must render two full years of service to the institution immediately 
following his/her return from sabbatical leave unless waived by the College. Failure to perform will result in a 
payment to the College by the employee for the sum received proportionate to the time of failure to meet the 
obligation of teaching in the two-year period. 


Application Process: 


 







 


Applications for sabbatical leave must be planned in consultation with the department chair or director, the 
appropriate instructional dean, and the Chief Academic Officer. As part of this process, there should be an 
approved plan developed in concert with the chair or director for covering the workload of the department 
during the sabbatical. Initially, applicants should secure authorization and support to proceed using the CSI 
Sabbatical Request and Agreement form. Once all authorizations are secured, the individual requesting 
sabbatical leave for the following year will submit a written application to the Office of the President by 
December 1, using the CSI Sabbatical Proposal template. The application to the President should include a 
statement detailing goals, objectives and a program of study which the applicant proposes to follow while on 
leave. 


The President, Executive Vice President/Chief Academic Officer, the appropriate Instructional Dean and a 
member of the Faculty Senate Executive Committee shall choose from the applicants based on the following 
criteria, both of which should be fully addressed in the application:  


1. Proposed work or study is concerned with a program that will directly benefit the College and its 
students. 


2. Proposed work or study will result in the professional improvement of the College staff member. 


Applicants are selected by the President, EVP/CAO, the Instructional Dean, and the Faculty Senate Executive 
Committee member. 


Applicants whose proposals are not selected will receive feedback from the committee addressing the 
committee’s rationale and, if applicable, areas of possible improvement. An applicant will be notified by 
February 1 of his/her sabbatical status. A list of sabbatical alternates will be established from the current pool 
each year in the event of a change of plans for individuals awarded a sabbatical.  


Each year, applicants must reapply even if they applied and were not successful in a prior round. Priority will be 
given to those who have not yet received a sabbatical. 


Institutional Guidelines: The maximum number of sabbatical leaves granted in any one year will not exceed 2 
percent of the full-time faculty. The exact number will be determined by budgetary considerations. Within 
budgetary constraints, administration will attempt to maintain at least a two-year rolling list of two faculty per 
academic year.  


3.14.03 Professional Leave 


Leave with pay may be allowed faculty and staff members attending conferences and professional meetings, 
provided arrangements are approved in advance. Travel expenses and per diem allowances may or may not 
be provided. All allowances for travel and per diem must be approved in advance by the appropriate 
supervisor. (See Educational Release Time: 3.14.01.) 


Extended professional leave is granted for periods of up to one year to employees who have completed at least 
three years of service at the College. Extended professional leave is without pay and is intended to assist the 
staff member in completing training at an institution of higher education or other approved school. Extended 
professional leave must be approved by the President and the Board of Trustees. 


3.14.04 Personal Leave 


Personal leave for reasons of personal convenience may be granted to a faculty member upon approval of the 
supervisor and the Executive Vice President of Instruction and Chief Academic Officer for up to three days 
per year. The faculty member must notify his/her supervisor at least two weeks in advance of the proposed 
days away, and arrangements must be made for the coverage of the classes the faculty member will miss. 
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An extended personal leave from duty for reasons other than personal convenience may be granted to a faculty 
member upon approval of the President, provided that no compensation is paid during such leave, except as 
noted in other sections of the leave policy. All extended personal leaves in excess of 30 work days must be 
approved by the Board of Trustees. Re-employment rights to the same position are protected. Such leave shall 
not exceed one year in duration. 


For all other types of leave, please see the CSI Employee Policies & Procedures Manual.  


3.15 Patents and Copyrights (Added 10/2000) 


It is the intent of the College of Southern Idaho to adhere to the provisions of state and federal copyright laws 
and regulations. The College does not condone the illegal use, reproduction, distribution, public display, or 
performance of copyrighted materials in any form. Only legal copies of copyrighted materials may be made or 
used on College equipment. The College does not give permission for any illegal copying of any College owned 
copyrighted materials. 


Faculty members should respect copyright protected material in accordance with accepted guidelines which 
define professional privileges enjoyed by the teaching profession. General guidelines dealing with print media 
and computer programs are on file in the CSI library. Where specific and well-defined special arrangements 
exist, these should be followed. Faculty members must not copy nor facilitate others' copying protected 
software, print material, and non-print material. 


The college is working on developing a Copyright and Intellectual Property Policy. 


3.16 Employment Records 


Payroll and benefits records, including annual and sick leave, are retained in the Business Office and are also 
listed on your payroll check stub. Employment records are retained in the Office of the President. 


3.17 Retirement 


Please refer to the CSI Employee Policies and Procedures Manual. See also Emeritus Program: 3.04. 


3.18 Salary 


A current listing of salary ranges for college employees is on file in the President's Office. For more information, 
contact the President's Office. (See also Contracts: 3.02, and Sabbatical Leave: 3.14.02.) 


3.19 Summer Teaching 


Classes, teaching schedules, and room assignments are made at the discretion of the Director of Continuing 
Education in consultation with department heads and division directors. Summer school operations are 
separate from the regular fall and spring procedures and subject to change each summer based on students, 
teachers, space, funding and other contingencies. For current information each summer, contact the Director of 
Continuing Education. 


3.20 TRAVEL POLICIES 
3.20.01 Travel Authorization for Faculty 


Depending on the type of travel and the degree to which the school participates in supplying vehicles and travel 
money, each instructor should confer with the appropriate department chair or division director, the Vice 
President of Instruction, or the President. Faculty traveling to conferences or in-state or out-of-state long-
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distance destinations need to fill out a Prior Approval for Travel Form, obtainable from the department chair or 
division head. The completed form must be approved by the immediate supervisor and the Vice President of 
Instruction. 


3.20.02 Field Trips and Athletic Travel Policy 


For all events, the College recognizes that regular attendance is necessary for the successful completion of 
college courses and has formulated the following policies. 


The College does not designate absences as "excused" or "unexcused." It takes the position that since regular 
attendance is the student's responsibility, the instructor may evaluate the absence in terms of course 
requirements and take a reasonable course of action. Required participation in a verified school function will 
not be considered an absence. However, non-attendance for ANY reason (including school-verified functions) 
does not relieve the student from the responsibility of completing all the course requirements. When the 
number of absences exceeds twice the number of weekly course meetings, the student may be dropped from 
the course with a grade of NC. 


Field trips are defined as being an activity that is an integral part of classroom instruction. Field trips that 
require students to miss classes should be kept to a minimum. Absences from classes for field trips must be 
approved in advance by the Vice President of Instruction. Students will assume responsibility for making up all 
work missed and will not be penalized for these approved absences. 


Those individuals who will assume the role of the vehicle driver on such field trips must present a current Idaho 
driver's license at the Maintenance Department before departure. Refer to the section on school vehicles for 
proper procedure to check out college vehicles. 


All out-of-state travel for field trips requires Presidential approval. 


3.20.03 Reimbursement for Travel 


All college-related travel must have prior approval from the applicable Dean or supervisor. 


Please refer to the current Travel Policy on the back of the Travel Voucher for travel allowances. Travel 
advances will be made for airfare or room deposit. For proper reimbursement, the traveler must complete a 
Travel Voucher and submit it--along with receipts--to his/her dean/director/supervisor immediately upon the 
employee's return. 


3.20.04 Special Events Expenditure Policy (Added: 11/98) 


Application for special events funds must be made by November 1 of each year.  If competition has not been 
completed to determine student eligibility, the sponsor should complete an application estimating the number of 
winners. 


Applications are to be made through the Department Head to the Vice President of Instruction.  Final approve 
will be made by the President. 


The application must have a detailed budget (travel, per diem, hotel, etc.) and describe the itinerary and 
purpose of the trip.  It must also include detailed plans for any activities involving supplemental fund raising.  


Approval of trips and funding will be allocated based upon available funds.  Requests received after November 
1 will be considered only if excess funds are available.  


 







4. COURSE PREPARATION 


4.01 PLANNING COURSES (Rev 9/2017) 


When initially planning a course, faculty must use departmental course objectives and outcomes assessment 
strategies that will demonstrate what the students will comprehend and be able to do as a result of the course. 
Faculty may seek out course design services and advice from the Instructional Design unit for new courses and 
course continuous improvement. Institutional policy for Curriculum Management is maintained by the Office of 
Instruction and Academic Affairs, along with the CSI Curriculum Committee. 


A syllabus must exist for the course. Please refer to the syllabus check sheet and guidelines on the CSI faculty 
resources page for additional information regarding developing a syllabus. Instructors must adhere to the 
syllabus as it represents the instructional contract with students. A copy of the syllabus must be on file with the 
instructor’s supervisor. Syllabus (and/or student handbook) policies must align with institutional policies (e.g. 
academic integrity violations) and may not contradict said policies. 


Faculty should coordinate with the CSI Bookstore and supervisor to ensure all facilities and materials for each 
course are appropriate. Problems or concerns should be brought to the attention of the respective supervisor. 


4.02 MARKETING COURSES 


Personal promotion of a course is the best way to build its enrollment. Instructors should contact their 
respective supervisor for assistance and approval for marketing and promoting the course. 


4.03 CONCLUDING COURSES 


At the conclusion of each course and with the direction of the respective supervisor, faculty should take the 
following steps: 


• Strongly encourage students to complete class evaluations 


• Submit grades by the deadline and process established by the Records Office 


• When appropriate, return books, A/V equipment, keys, and other materials 
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5. COURSE MANAGEMENT 


5.01 COURSE MANAGEMENT 


Course management is currently available online through CSIConnect, accessed at http://connect.csi.edu. 
Class lists, schedules, classroom assignments, student information, student grades and faculty office hours all 
exist in this online system. Faculty are expected to manage these resources to accomplish the following:  
            - Monitor course enrollment  
            - Prepare course lists 
            - Plan/prepare courses based on scheduled classroom space 
            - Verify student placement 
            - Advise students  
            - Post office hours and schedule 
            - Verify course attendance 
            - Input first-week “no shows” into the grading system 
            - Look up student information as needed 
            - Submit students to the Student Success Alert system as needed 
            - Input final grades upon course completion 


Course delivery is available through the online learning management system called Canvas. Canvas offers a 
suite of services to faculty and students. Faculty are encouraged to become familiar with these services and 
use them as they see fit.  


5.02  COURSE REGISTRATION 


Students register for classes online or in person. The Office of the Registrar directs the process for registration 
on a semester-by-semester basis by offering instruction for the following: course enrollment period deadlines, 
when students can add a course during the first week of class, what forms are required, and when instructor 
permission is needed. Please contact your supervisor for specific guidelines at the beginning of each 
semester.   


5.03  COURSE CANCELLATION 


The college reserves the right to cancel courses that do not meet minimum enrollment criteria. If a course is 
cancelled, a college representative will inform students and adjustments to faculty load and schedules will be 
made as needed.  


5.04 CLASSROOM MANAGEMENT 


Most classrooms are opened by security prior to class. Faculty are expected to ensure the instructional space 
is adequate for the course prior to the beginning of the semester. Remotes and equipment must remain in the 
classroom for use by other instructors. Please contact the CSI Helpdesk for troubleshooting if there are 
problems with the instructional tools.  


Classes and labs are scheduled in various time blocks according to their meeting frequency. Instructors are 
encouraged to be conscious of student needs in regards to breaks and classroom comfort and access.  


Faculty are expected to establish a positive learning environment by being flexible, having well-planned and 
integrated lessons, considering student problems and questions, being available to help students, and 
communicating clear expectations. 
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Faculty are also expected to consider ways to foster an effective learning environment. Examples of effective 
classroom strategies might include the following: individualizing instructional approach, allowing students a 
choice of course projects, stressing growth and accomplishment, and varying teaching methods. 


All faculty are expected to be familiar with their responsibilities relating to FERPA and Title IX and to complete 
required annual trainings accordingly.  


5.05  COURSE INTERRUPTIONS 


Severe weather conditions may make it necessary to cancel or delay classes occasionally. Please reference 
the CSI Policies and Procedures Manual for the current 
procedure: http://hr.csi.edu/handbook/procedures6.htm#635InclementWeather.  


Occasionally faculty might need to cancel a class. The following steps are required when this occurs: 
1.  Inform the department or program supervisor so that an appropriate notice will be posted.  
2.  Make a concerted effort to notify every student that the class will be canceled or postponed.  
3.  Fill out and sign the Leave Request Form. 


Faculty must contact their supervisor for approval of field trips or other college-sponsored trips, and to make 
transportation arrangements. When possible, faculty should schedule such trips so that students will not be 
absent from other classes. 


Faculty should be familiar with procedures relating to emergency situations. Specifics can be referenced in the 
college’s Emergency Manual: http://hr.csi.edu/Handbook/EmergencyProceduresManual.pdf.  


5.06  COURSE COMPLETION 


Please administer final exams according to the published schedule. In credit courses that do not conform to the 
regular semester schedule, use the final class period to administer the final exam. Final exams in credit 
courses are required unless a department head approves an exception. Faculty do not need to give exams in 
non-credit courses. 


Faculty must enter grades by the due date determined by the Registrar. Letter grades used at CSI for credit 
courses are "A, B, C, D, and F" and should be assigned to the student based on achievement of course 
objectives. Faculty must follow the current procedure for granting and recording an “I” (incomplete) grade as 
established by their supervisor and the Registrar. Other grade designations exist and vary by department or 
program. Faculty should use an equitable and fair system of assessment. 
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6. FACULTY SUPPORT SERVICES (Rev: 
11/2018) 


6.01  CAMPUS RESOURCES AND OFFICES 


Office of the Registrar https://quondam.csi.edu/prospectiveStudents_/studentServices/admissions_records/ 
Advising Center https://advising.csi.edu/ 
Office of Admissions https://www.csi.edu/admissions/ 
Financial Aid https://www.csi.edu/financial-aid/default.aspx 
Business Office https://quondam.csi.edu/businessoffice/ 
Human Resources Office http://hr.csi.edu/default.asp 
Student Success Center https://quondam.csi.edu/ip/adc/ 
Center for New Directions https://careers.csi.edu/cnd/index.asp 
Student Disability Services https://quondam.csi.edu/futureStudents_/studentServices/Disabilities/index.asp 
Veterans Services https://quondam.csi.edu/veteransservices/ 
Student Activities Office https://quondam.csi.edu/studentactivities/ 
CSI Child Care Center https://www.csi.edu/childcare/ 
CSI Off-Campus Centers https://offcampus.csi.edu/ 
CSI Foundation https://www.csi.edu/foundation/default.aspx 
Faculty Resources https://quondam.csi.edu/facultyAndStaff_/resources/ 
Center for Instructional Excellence https://csioffice.sharepoint.com/sites/Center-for-Instructional-
Excellence_Connect 


6.02 OFFICE/DEPARTMENT ASSISTANTS  


Various clerical services are available to faculty by department, program or building. Office specialists are 
available to help students and faculty with registration, copying, forms, and other office services. Building office 
specialists can also post class cancelations if needed. Contact your supervisor for a referral to appropriate 
support personnel. 


6.03 ADVISORY COMMITTEES 


Each career technical education program will have at least one advisory committee. Where more than one 
specific occupation is being served by a program, an Trade Advisory Committee will be appointed for each 
occupation. The Program Manager/Department Chair will be responsible for the organization and utilization of 
advisory committees. 


Coordinators/Program Directors/Department Chairs should follow guidelines published by the state office for 
outline of recommended procedures in the organization and utilization of Trade Advisory Committees. 
(Coordinators/Program Directors will request procedures from the appropriate state supervisor.) Please 
reference the Idaho Career & Technical Education (ICTE) guidebook for further 
details: https://cte.idaho.gov/wp-content/uploads/2016/05/TAC-Handbook-for-Postsecondary-PN.pdf 


6.04  CAMPUS COMMITTEES 


All academic and career technical education faculty, depending on rank, should make themselves available to 
serve on campus-wide committees. Since the needs of the College are dynamic, types of committees respond 
to current needs; some committees are short-term, while others may be ongoing. For a listing of current 
committees, their responsibilities and make up, contact the FSEC President or visit the Faculty Resources 
page:  
https://quondam.csi.edu/facultyAndStaff_/ resources/ 



https://quondam.csi.edu/prospectiveStudents_/studentServices/admissions_records/

https://advising.csi.edu/

https://www.csi.edu/admissions/

https://www.csi.edu/financial-aid/default.aspx

https://quondam.csi.edu/businessoffice/

http://hr.csi.edu/default.asp

https://quondam.csi.edu/ip/adc/

https://careers.csi.edu/cnd/index.asp

https://quondam.csi.edu/futureStudents_/studentServices/Disabilities/index.asp

https://quondam.csi.edu/veteransservices/

https://quondam.csi.edu/studentactivities/

https://www.csi.edu/childcare/

https://offcampus.csi.edu/

https://www.csi.edu/foundation/default.aspx

https://quondam.csi.edu/facultyAndStaff_/resources/

https://csioffice.sharepoint.com/sites/Center-for-Instructional-Excellence_Connect

https://csioffice.sharepoint.com/sites/Center-for-Instructional-Excellence_Connect

https://cte.idaho.gov/wp-content/uploads/2016/05/TAC-Handbook-for-Postsecondary-PN.pdf

https://quondam.csi.edu/facultyAndStaff_/%20resources/





6.05 COLLEGE EQUIPMENT USE 


See the CSI Policies and Procedures Manual 
6.19 http://hr.csi.edu/handbook/procedures6.htm#procedures6htm706 


6.06 STUDENT TUTORING  


The Learning Center offers various tutoring services for students (https://quondam.csi.edu/ip/adc/lap/). 
Additionally, many departments offer specific tutoring services for their students (Math, Biology, Chemistry, 
etc.). 
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7. FACULTY SENATE CONSTITUTION 
AND BY-LAWS 


Faculty Senate Constitution 


Article I (Identification and Purpose)  
1. The Faculty Senate is a voluntary, collegial association of the faculty of the College of Southern Idaho, and is 
recognized by the College as the voice of that faculty. 


2. The Faculty Senate provides a forum for faculty concerns and renders the majority opinion of participating 
faculty to the administration and to the Board of Trustees of the College on matters brought before it by its 
membership, the administration or the Board. 
 
Article II (Membership)  
The membership of the Faculty Senate is specified in the Faculty Senate By-Laws.  
  
Article III (Executive Committee)  
1. The Faculty Senate Executive Committee considers all faculty concerns that are brought before it.  It also 
serves as liaison between the Faculty Senate membership and the administration and Board of Trustees. 


2. Dismissal of any Executive Committee member requires the affirmative vote of a majority (more than fifty 
percent) of the membership of the Faculty Senate.  


Article IV (Rank Committee)  
The Rank Committee consists of five voting members chosen from senior faculty: two professional-technical, 
two academic and one at-large. 


Article V (Meetings)  
1. The conduct of business at a meeting of the Faculty Senate requires a quorum of members, as specified in 
the By-laws.  


2. There shall be at least one meeting each semester held during the faculty in-service session. 


3. Additional meetings may be called by the President of the Senate as laid out in the Faculty Senate By-Laws.  


4. Additional meetings may also be called by petition from at least ten percent of the membership. Upon receipt 
of such a petition, the Senate President must immediately call a meeting to be held within one calendar week.  


Article VI (Revisions)  
1. This Constitution may be changed by the affirmative vote of at least two-thirds of the membership.  


2. The Faculty Senate may adopt, remove, or change By-Laws to this Constitution by the affirmative vote of a 
majority of the members present and voting at a meeting or a majority of ballots returned with a mail ballot vote. 


Faculty Senate By-Laws 


Membership  
All full-time and part-time faculty serving under a faculty contract (as determined by the appropriate 
instructional dean or the Executive Vice President /Chief Academic Officer) are members of the Faculty 
Senate, hereinafter referred to as the Senate.  
 







Elected Committees  
1. The Executive Committee consists of nine Senate members.  At its last meeting of the calendar year, it 
selects from itself a Chair, Secretary and Chair-elect to serve through the following calendar year. 


     The Chair serves as President of the Senate and may schedule regular meetings of that body or call special 
meetings by announcement disseminated to all Senate members with at least five working days’ notice (except 
as provided in Article V, Paragraph 4a of the Faculty Senate Constitution).  The Secretary serves as Secretary 
of the Senate.  The Chair-elect will participate in all activities of the current Chair for one year and will then 
become the FSEC Chair the following year. The Chair-elect must be an Executive committee member with at 
least two years of service remaining. Other duties of the Chair and the Secretary are determined by the 
Executive Committee. 


    The Executive Committee convenes ad hoc committees to address special issues and appoints willing 
Senate members to serve on campus-wide committees.  
 
     The Senate elects three new members to the Executive Committee each year – one from the professional-
technical faculty, one from the academic faculty, and one from the Senate membership at large.  Their terms 
begin on the first day of January following their election. 
 
2. The Rank Committee is comprised as specified in the Faculty Senate Constitution. At its last meeting of the 
academic year, the Rank Committee selects from itself a Chair to serve through the following academic year. 
 
     The Senate elects three members to the Rank Committee in the first of two elections in each three-year 
period and two members in the second election of that three-year period.  Terms begin on the first day of 
August following the election. 


3. The Senate elects two members to represent it on the Strategic Planning Committee – one academic and 
one professional-technical – every third year.  Terms begin on the first day of January following the election. 
 
4. All elected committee members serve a three-year term.  There are no term limits.  Dismissal of any elected 
committee member requires the affirmative vote of a majority of the membership of the Senate. 
 
5. Any newly-elected committee member shall be from the same faculty branch – professional-technical or 
academic – as that from which the departing member was originally elected. 


Election Procedures  
1.  Each year, the Executive Committee convenes a Nominating Committee of five members – two 
professional-technical faculty, two academic faculty and a member of the Executive Committee at large to 
serve as its Chair.  This committee identifies Senate members willing to serve on elected committees, and 
nominates them to fill positions being vacated in the normal course of the expiration of the terms of sitting 
members.  It also accepts nominations to these positions from the Senate membership at large. 


2. The Nominating Committee produces a ballot listing the nominees for each elected position and providing for 
a write-in vote for each position. The slates of nominees for each committee are presented separately on the 
same ballot.  


3. A secret ballot is made available to the Senate membership on the first Monday of December.  The 
tabulation of the vote is certified by the Chair of the Nominating Committee and the Secretary of the Executive 
Committee based on ballots received by the following Friday afternoon at 4 p.m.MST.  The time and location of 
this certification is communicated to the Senate membership on the ballot itself, and any Senate member may 
be present for the certification.  All ballots shall be preserved with the records of the Senate for at least three 
years. 


4. All tie votes are decided by the toss of a coin by the Secretary of the Executive Committee or other 
Executive Committee member in the Secretary’s absence. 







Untimely Vacancies  
1. Any untimely vacancy within an elected committee shall be filled by the person receiving the next highest 
number of votes for that specific position (be it academic, professional-technical or at-large) on the original 
ballot.  In the event that no willing person can be so identified by the Executive Committee, that committee shall 
nominate willing Senate members of the appropriate faculty branch to the position, subject to election by the 
Senate by secret ballot at its next meeting. 


2. Persons filling vacancies on any elected committee shall serve out the remainder of the term of the original 
occupant of the vacant position. 


Meeting Quorum  
1. Faculty Senate decisions shall be made by the affirmative vote of a simple majority (more than fifty percent) 
of those members present and voting at any regularly scheduled or properly announced Senate meeting. 


     At least twenty-eight days shall elapse between the introduction of new business before the Senate and any 
final action on that business.  Suspension of this waiting period requires the affirmative vote of two-thirds of 
those members present and voting.  


2. Decisions of any elected committee shall be made by a simple majority of its sitting membership voting at 
any regularly scheduled or properly announced meeting of the committee. 


3. Parliamentary procedures as in Roberts Rules of Order shall be used for all Senate meetings. 
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Faculty Senate Meeting Agenda 
Date: January 26, 2021 
Via Zoom @ 1:00 pm. 
 


Join Zoom Meeting 
https://csi.zoom.us/j/91314997966?pwd=d0ZnYll4YUwxREJFdlE5RytsQVcvQT09 
 
Meeting ID: 913 1499 7966 
Password: senate2021 
 


I. Call to order and welcome (Mark) 
 


II. Approval of Minutes from last meeting.  Minutes can be found at: 
https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp  


 
III. FSEC: Thank you to Laura and Heidi, and welcome to Serena, and Bill. Introduce 


FSEC members. 
 


IV. New Business: 
a. Various Items Todd will address. 


 
V. Old Business: 


a.  Faculty Evaluation as part of rank…UPDATE (Mark) 
 


VI. Rank Timeline update (5 minutes) – Ben Hamlett (rank chair) 
VII. Update from IT (5 Minutes) – Bethany White 
VIII. CIE update (5 Minutes)- Jacqlyn King 
IX. Open forum 
X. Adjournment: by 1:00 pm. 



https://csi.zoom.us/j/91314997966?pwd=d0ZnYll4YUwxREJFdlE5RytsQVcvQT09

https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp






7. FACULTY SENATE CONSTITUTION 
AND BY-LAWS 


Faculty Senate Constitution 


Article I (Identification and Purpose)  
1. The Faculty Senate is a voluntary, collegial association of the faculty of the College of Southern Idaho, and is 
recognized by the College as the voice of that faculty. 


2. The Faculty Senate provides a forum for faculty concerns and renders the majority opinion of participating 
faculty to the administration and to the Board of Trustees of the College on matters brought before it by its 
membership, the administration or the Board. 
 
Article II (Membership)  
The membership of the Faculty Senate is specified in the Faculty Senate By-Laws.  
  
Article III (Executive Committee)  
1. The Faculty Senate Executive Committee considers all faculty concerns that are brought before it.  It also 
serves as liaison between the Faculty Senate membership and the administration and Board of Trustees. 


2. Dismissal of any Executive Committee member requires the affirmative vote of a majority (more than fifty 
percent) of the membership of the Faculty Senate.  


Article IV (Rank Committee)  
The Rank Committee consists of five voting members chosen from senior faculty: two professional-technical, 
two academic and one at-large. 


Article V (Meetings)  
1. The conduct of business at a meeting of the Faculty Senate requires a quorum of members, as specified in 
the By-laws.  


2. There shall be at least one meeting each semester held during the faculty in-service session. 


3. Additional meetings may be called by the President of the Senate as laid out in the Faculty Senate By-Laws.  


4. Additional meetings may also be called by petition from at least ten percent of the membership. Upon receipt 
of such a petition, the Senate President must immediately call a meeting to be held within one calendar week.  


Article VI (Revisions)  
1. This Constitution may be changed by the affirmative vote of at least two-thirds of the membership.  


2. The Faculty Senate may adopt, remove, or change By-Laws to this Constitution by the affirmative vote of a 
majority of the members present and voting at a meeting or a majority of ballots returned with a mail ballot vote. 


Faculty Senate By-Laws 


Membership  
All full-time and part-time faculty serving under a faculty contract (as determined by the appropriate 
instructional dean or the Executive Vice President /Chief Academic Officer) are members of the Faculty 
Senate, hereinafter referred to as the Senate.  
 







Elected Committees  
1. The Executive Committee consists of nine Senate members.  At its last meeting of the calendar year, it 
selects from itself a Chair, Secretary and Chair-elect to serve through the following calendar year. 


     The Chair serves as President of the Senate and may schedule regular meetings of that body or call special 
meetings by announcement disseminated to all Senate members with at least five working days’ notice (except 
as provided in Article V, Paragraph 4a of the Faculty Senate Constitution).  The Secretary serves as Secretary 
of the Senate.  The Chair-elect will participate in all activities of the current Chair for one year and will then 
become the FSEC Chair the following year. The Chair-elect must be an Executive committee member with at 
least two years of service remaining. Other duties of the Chair and the Secretary are determined by the 
Executive Committee. 


    The Executive Committee convenes ad hoc committees to address special issues and appoints willing 
Senate members to serve on campus-wide committees.  
 
     The Senate elects three new members to the Executive Committee each year – one from the professional-
technical faculty, one from the academic faculty, and one from the Senate membership at large.  Their terms 
begin on the first day of January following their election. 
 
2. The Rank Committee is comprised as specified in the Faculty Senate Constitution. At its last meeting of the 
academic year, the Rank Committee selects from itself a Chair to serve through the following academic year. 
 
     The Senate elects three members to the Rank Committee in the first of two elections in each three-year 
period and two members in the second election of that three-year period.  Terms begin on the first day of 
August following the election. 


3. The Senate elects two members to represent it on the Strategic Planning Committee – one academic and 
one professional-technical – every third year.  Terms begin on the first day of January following the election. 
 
4. All elected committee members serve a three-year term.  There are no term limits.  Dismissal of any elected 
committee member requires the affirmative vote of a majority of the membership of the Senate. 
 
5. Any newly-elected committee member shall be from the same faculty branch – professional-technical or 
academic – as that from which the departing member was originally elected. 


Election Procedures  
1.  Each year, the Executive Committee convenes a Nominating Committee of five members – two 
professional-technical faculty, two academic faculty and a member of the Executive Committee at large to 
serve as its Chair.  This committee identifies Senate members willing to serve on elected committees, and 
nominates them to fill positions being vacated in the normal course of the expiration of the terms of sitting 
members.  It also accepts nominations to these positions from the Senate membership at large. 


2. The Nominating Committee produces a ballot listing the nominees for each elected position and providing for 
a write-in vote for each position. The slates of nominees for each committee are presented separately on the 
same ballot.  


3. A secret ballot is made available to the Senate membership on the first Monday of December.  The 
tabulation of the vote is certified by the Chair of the Nominating Committee and the Secretary of the Executive 
Committee based on ballots received by the following Friday afternoon at 4 p.m.MST.  The time and location of 
this certification is communicated to the Senate membership on the ballot itself, and any Senate member may 
be present for the certification.  All ballots shall be preserved with the records of the Senate for at least three 
years. 


4. All tie votes are decided by the toss of a coin by the Secretary of the Executive Committee or other 
Executive Committee member in the Secretary’s absence. 







Untimely Vacancies  
1. Any untimely vacancy within an elected committee shall be filled by the person receiving the next highest 
number of votes for that specific position (be it academic, professional-technical or at-large) on the original 
ballot.  In the event that no willing person can be so identified by the Executive Committee, that committee shall 
nominate willing Senate members of the appropriate faculty branch to the position, subject to election by the 
Senate by secret ballot at its next meeting. 


2. Persons filling vacancies on any elected committee shall serve out the remainder of the term of the original 
occupant of the vacant position. 


Meeting Quorum  
1. Faculty Senate decisions shall be made by the affirmative vote of a simple majority (more than fifty percent) 
of those members present and voting at any regularly scheduled or properly announced Senate meeting. 


     At least twenty-eight days shall elapse between the introduction of new business before the Senate and any 
final action on that business.  Suspension of this waiting period requires the affirmative vote of two-thirds of 
those members present and voting.  


2. Decisions of any elected committee shall be made by a simple majority of its sitting membership voting at 
any regularly scheduled or properly announced meeting of the committee. 


3. Parliamentary procedures as in Roberts Rules of Order shall be used for all Senate meetings. 
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Faculty Senate Meeting Minutes 
Date: January 26, 2021 
Via Zoom @ 1:00 pm. 
 


*Meeting held via Zoom 
To view meeting recording click here: 
https://csi.zoom.us/rec/share/D5xPpeQf1P1jFnqeGet54_ff2HsrLvjsWBOTIQ2X6bqkrZXlhx1Nsj75
NXSYHWmO.Vx_tJqyYztKr_twK?startTime=1611690813000 
 
 


I. Call to order and welcome Mark Wasden, Current Faculty Senate President, at 1:00 
pm. 
 


II. Approval of Minutes from last meeting.  Minutes can be found at: 
https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp If you 
have concerns or comments about the minutes from the last meeting, please email 
Mark Wasden or Sarah Renaldi. 


 
 
III. FSEC: Thank you to Laura Erickson and Heidi Hawkins, and welcome to Serena, and 


Bill.  
 


a. Current FSEC Members: 
• Mark Wasden; Chair 
• LueLinda Egbert; Chair-elect 
• Sarah Renaldi; Secretary 
• KayZin Cresswell 
• Shelly Wright 
• Robin Bagent 
• Ken Triplett 
• Serena Jenkins-Clark 
• Bill Ebner 


 
IV. New Business - Provost Schwarz: 


 
a. At last night’s Board of Trustees Meeting, there was a vote to discontinue two of 


CSI’s CTE Programs. These program terminations have also been voted on by the 
Curriculum Committee.  


b. These terminations were due to complex curricular reasons with many factors 
playing into this difficult decision. 


c. This decision was NOT in any way linked to faculty performance. 



https://csi.zoom.us/rec/share/D5xPpeQf1P1jFnqeGet54_ff2HsrLvjsWBOTIQ2X6bqkrZXlhx1Nsj75NXSYHWmO.Vx_tJqyYztKr_twK?startTime=1611690813000

https://csi.zoom.us/rec/share/D5xPpeQf1P1jFnqeGet54_ff2HsrLvjsWBOTIQ2X6bqkrZXlhx1Nsj75NXSYHWmO.Vx_tJqyYztKr_twK?startTime=1611690813000

https://quondam.csi.edu/facultyAndStaff_/committees/senate/minutes.asp





 


d. The two affected programs are the Equine Program (Jim Knight) and the 
Horticulture Program (Chance Munns).  


e. Please reach out to Mark Wasden or Sarah Renaldi if you would like to see the 
official memo from Provost Schwarz sent to FSEC. 


 
V. Old Business: 


a.  Faculty Evaluation as part of rank; Mark Wasden 
i. Mark is working with Provost Schwarz to craft language change regarding 


Faculty Evaluations being included in the rank portfolio. 
ii. There would still be the option for these evaluations to be included, but 


they would no longer be required.  
iii. More information is to come as the changes in language are finalized and 


ready for a vote.  
iv. Please note that any changes to wording regarding evaluations would go 


through FSEC, the current rank committee and the general faculty for 
feedback and discussion before a vote is taken to put anything in the 
handbook. 


 
VI. Rank Timeline update - Ben Hamlett (rank chair) 


a. 14 Faculty members have applied for rank this cycle. 
b. Rank portfolios are due to advocates and supervisors on 2/1/21. 
c. Rank portfolios are due to the committee on Tuesday, February 16th, 2021. To be 


submitted to the ATIC building by 5:00 pm. 
d. Recommendations from the Rank Committee will be sent to the President by 


March 19, 2021.  
e. Final word is expected from the President by April 16th, 2021.  


 
VII. Update from I.T (Information Technology) - Bethany White 


 
a. I.T is listening to Faculty feedback. If you have any suggestions for improvement, 


please contact Bethany White.  
 


b. Update on student check-out program:  
i. I.T has 173 total devices. 
ii. 99 are available for check out at the time of this meeting. 
iii. If you know students who are struggling to connect, please send them to 


I.T. 
iv. They are working on making the check-out process easier for students. 


 
c. Virtual Transfer Fair this Wednesday 1/27/2021.  


i. Students will be receiving a text message today 1/26/2021 at 3:00 pm. 
ii. Regional 4-year institutions will be available from 11:00 am-3:00 pm. to 


answer students' questions.  







 


iii. This event will be hosted online; to participate in this fair and have a 
chance to win a prize, students can visit the following link. 


iv. www.csi.edu/transfer-fair 
v. Erin Nunnelley sent an email out to all Faculty today 1/26 at noon if you 


would like more information. 
 


VIII. CIE update - Jacqlyn King 
a. Please be on the lookout for an email from Dawn Wendland regarding upcoming 


brown bags. You can also look at the CIE website at any time.  
 


b. I.T is considering whether to push out a feature which would throw “confetti” 
each time a student submitted an assignment. This would initially be turned on 
college-wide but is a feature that can be turned off in individual accounts. Please 
contact CIE or Bethany White if you have strong opinions on this feature. You can 
learn more about this feature here: https://vimeo.com/411606326 


 
c. CIE is working with I.T to build a new Microsoft Teams group for Faculty, Staff, I.T  


to share questions, show and tell, etc. Please let your CIE Representative know if 
this is something you would like to be a part of. Not sure who your representative 
is? Click here: https://csioffice.sharepoint.com/sites/center-for-instructional-
excellence_connect?_ga=2.230946975.1891815107.1611686646-
1440411743.1581369855 


 
IX. Open forum: 


a. There is no updated timeline for when higher education staff will be eligible to 
receive Covid-19 vaccines. More information will be disseminated as it becomes 
available.  


 
X. Adjournment: by 1:40 pm. 


 
XI. Next meeting February 23, 2021 @ 1:00 pm. Via Zoom 



http://www.csi.edu/transfer-fair

https://vimeo.com/411606326

https://csioffice.sharepoint.com/sites/center-for-instructional-excellence_connect?_ga=2.230946975.1891815107.1611686646-1440411743.1581369855

https://csioffice.sharepoint.com/sites/center-for-instructional-excellence_connect?_ga=2.230946975.1891815107.1611686646-1440411743.1581369855

https://csioffice.sharepoint.com/sites/center-for-instructional-excellence_connect?_ga=2.230946975.1891815107.1611686646-1440411743.1581369855
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2020~2021
2020 FALL TERM


4/13 Registration Begins
7/13 Financial Aid Document Deadline
8/14 Application for Admission Deadline
8/24 Fall Semester Begins
8/26 Online Registration Ends at 12:00 PM (Noon)
8/28 Tuition and Fees Due
8/30 Last day to Drop  


Last Day for 100% Refund
9/7 Labor Day (Campus Closed) 
10/12 Columbus Day (Campus Closed) 
11/11 Veterans Day Observed (Campus Closed) 
11/13 Last Day to Withdraw
11/23-27 Thanksgiving Vacation (Campus Closed Th & F) 
12/14-17 Final Exams 


2021 SPRING TERM
11/16 Registration Begins
11/23 Financial Aid Document Deadline
1/1 Application for Admission Deadline
1/11 Spring Semester Begins
1/13 Online Registration Ends at 12:00 PM (Noon)
1/15 Tuition and Fees Due
1/17 Last day to Drop 


Last Day for 100% Refund
1/18 Martin Luther King Day (Campus Closed)
2/15 Presidents’ Day (Campus Closed) 
3/1 Scholarship & FAFSA Deadline
3/22-3/26 Spring Vacation
4/9 Last Day to Withdraw
4/12 Summer and Fall Registration Begins
5/3–5/6 Final Exams 
5/7 Commencement Ceremony


2021 SUMMER TERM


Session Start Date Last Day 
to Drop


Last 
Day to 


Withdraw


End Date


Ses. 1: 8 Week June 7 June 13 July 16 July 30
Ses. 2: 4 Week June 7 June 13 June 25 July 2
Ses. 3: 4 Week July 6 July 11 July 23 July 30


4/12 Summer/Fall Registration Begins
4/26 Financial Aid Priority Processing Date
5/31 Memorial Day (Campus Closed) 
7/5 Independence Day (Campus Closed)


ACADEMIC CALENDAR
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1
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MARCH 2021
S M T W T F S


1 2 3 4 5 6


7 8 9 10 11 12 13


14 15 16 17 18 19 20


21 22 23 24 25 26 27


28 29 30 31


APRIL 2021
S M T W T F S


1 2 3


4 5 6 7 8 9 10


11 12 13 14 15 16 17


18 19 20 21 22 23 24


25 26 27 28 29 30


MAY 2021
S M T W T F S


1


2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29


30 31


JUNE 2021
S M T W T F S


1 2 3 4 5


6 7 8 9 10 11 12


13 14 15 16 17 18 19


20 21 22 23 24 25 26


27 28 29 30
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APPLY www.csi.edu/apply


SEND your official transcripts and placement info 
CSI accepts ACT and SAT for placement. We also offer ALEKS 
for math and The Write Class for English.


SCHEDULE your appointment with your 
student success advisor at advising.csi.edu or  
(208) 732-6250 
Your advisor will help you select classes and register for 
an upcoming Student Orientation, Advising & Registration 
(SOAR)


ATTEND SOAR and register for your classes


How to Become a Student
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What happens 
at SOAR?


Your Responsibilities Prior to 
Registering for SOAR


Phone: 208.732.6221 • Email: admissions@csi.edu


OFFICE OF ADMISSIONS


S.O.A.R. is an all day program that 
is required for all students who are 
new to CSI and are seeking a degree 
or certificate. All recent high school 
graduates must also attend S.O.A.R., 
even if you took dual credit college 
classes while in high school. 
S.O.A.R. is designed to introduce 
you to the essential tools for success 
at the College of Southern Idaho. 


Before being registered for a S.O.A.R. session, you will 
need to: 
 1. Submit your high school transcript (An in-progress 


report if you are a high school senior). 
 2. If applicable, submit official college transcripts.
 3. Submit qualifying placement information.


  a. CSI uses the Write class assessment for English 
placement. All students are encouraged to take 
the Write class assessment. You can take that 
from any location at http://thewriteclasscsi.com/ 


  b. CSI uses the ALEKS test for Math placement. 
ALEKS can be taken in the CSI testing center. 
Please call the testing center at 208-732-
6532 to learn more about taking it at alternate 
locations, if necessary.


   i. Qualifying SAT or ACT scores may exempt 
you from needing to take ALEKS. Your 
advisor will help you determine if you need 
to take the ALEKS test. 


 4. Schedule an appointment for face-to-face, Skype, 
or phone advising. 
208.732.6250


 5. Register for S.O.A.R. in mycsi at (www.my.csi.
edu). There is a $25 fee to attend S.O.A.R. You 
may register a guest to attend with you. There is 
a $10 fee per parent/guest to cover the cost of 
their lunch. There are parent specific sessions at 
S.O.A.R. 


  
  Please have your debit card, credit card, or E- 


check information ready when registering for a 
session. 


During S.O.A.R. you will:
• Meet other new students.
• Eat lunch and network with 


students and CSI staff.
• Speak with and ask questions of 


college representatives.
• Discover what’s available through 


CSI’s online tools.
• Learn your student 


responsibilities.
• Learn student success tips.
• Learn about paying for school.
• Register for classes.


5
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TUITION & FEES
Tuition is $140 per credit for Idaho residents from Twin Falls, Jerome, Kootenai, Ada, 
Bonneville or Canyon counties. There is an additional $50 per credit out-of-district fee for 
Idaho residents in other counties. Your county may pay the additional fee if you qualify 
and submit the Certificate of Residency. Out of state and international students are 
charged $285 per credit. Be sure to check your account balance in MyCSI to review your 
statement. Your registration is not complete until you have paid your tuition and fees. 


An Idaho resident taking 12 credits, living in the dorms with a meal plan would need 
about $5,120 each semester. This estimate is based on a very conservative scenario and 
students should adjust the amounts to meet the needs of their lifestyle. (Check online for 
out-of-state and international tuition and fees at – www.csi.edu/tuition-fees/ )


Tuition for 12 credits $1680


Double Occupany in the Dorms $1250


Meals (200) $1475


Books $500


Personal expenses, gas, entertainment, etc. $525


Total $5,145 per semester
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MyCSI...Your one-stop online portal!
Whether you’re looking to view the course schedule, register for classes, 
change your major or order transcripts, you’ve come to the right spot. 
MyCSI is your one-stop online portal for all of the above and more!


MY CSI


CSI Student Webmail is CSI’s student e-mail system. Each 
student who registers for a credit class receives an account. E-mail 
is the primary means of written communication with CSI students. 
Students are expected to check their account regularly. Not checking 
e-mail regularly may lead to missing important information, 
announcements, or deadlines.


Canvas is a Learning Management System (LMS) that 
allows faculty to share content and communicate with 
their students over the Internet. It is used to teach distance 
education courses, as well as to enhance courses taught in 
the classroom. 
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The Financial Aid Office encompasses several aspects of financial support for students seeking a college 
degree/certificate.  Students seeking help in the areas of FAFSA (grants, loans and work-study) and 
scholarships will find all the information they need at this office.


?


Did You Know...? All FAFSA 
documents must be received by the 
following dates for Federal Financial Aid 
document processing:    
• Fall 2020: July 13th     
• Spring 2021: November 30th     
• Summer 2021: April 26th


If you DO NOT have your documents in “not 
reviewed” status by the priority processing 
date, you will need to set up a payment 
plan (Tuition Loan Agreement) with Office 
of the Registrar to ensure you will not 
be dropped from your classes for non-
payment.


How to apply for Financial Aid & Scholarships:


1 3


2


Apply for FAFSA. Retrieve 
your Federal Student Aid (FSA) 
ID online at studentaid.gov/fsaid. 
Complete the Free Application for 
Federal Student Aid (FAFSA) by 
March 1st, online at fafsa.gov and 
use 001619 for CSI’s school code.  
You can submit this form any time 
after October 1, 2019 for 2020-2021 
or October 1, 2020  for 2021-2022.


Apply for 
Scholarships. Complete the 
CSI Scholarship application online 
by March 1st. Apply through your 
MyCSI portal (my.csi.edu) and select 
the Finances, then scholarships. 
The CSI Scholarship application 
is used for awarding over 300 CSI 
Foundation Scholarships. One 
Application covers both fall and 
spring semesters of the academic 
year. 


4 Accept. Login to your Net Partner account at 
Netpartner.csi.edu so you can stay informed of the 
status of your financial aid and scholarships. You 
must access your account to accept, reduce or 
decline all aid offer(s). 


5 Receive. When your refund selection kit 
arrives in the mail or email you must select your 
refund preference by going to refundselection.com. 
If your financial aid or scholarship offer is greater 
than the amount applied toward tuition, fees, room 
and board, you will receive a refund. 


Check Your Progress. 
Net Partner is an online resource that students 
who have completed their FAFSA or scholarship 
application can use to do the following:
• Complete your financial aid planning 


worksheet
• Check the status of your financial aid or 


scholarship
• Download forms and documents
• View scholarship information, receive financial 


aid/scholarship notifications and view aid offer 
details


Set up your Net Partner account online at 
Netpartner.csi.edu.


Location: Taylor Building • Phone: 208.732.6273 • Email: csifinancialaid@csi.edu


FINANCIAL AID & SCHOLARSHIPS
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FAFSA:
Need-Based Grants: 
Financial Aid that does not have to 
be repaid.
Amount is dependent on:
• Expected Family Contribution 


(EFC)
• Cost of Attendance (COA)
• Enrollment Status
• Number of Semesters Attending


Loans: 
Financial aid that must be repaid 
with interest.
If you accept a loan, you must 
complete additional loan 
documents:
• Entrance Counseling
• Master Promissory Note (MPN)
• Complete Informed borrowing 


confirmation
If you are a first-time student and a 
first-time borrower, you will have a 
one-time 30 day delay on your loan 
money.
Repayment begins 6 months 
after graduation, withdrawal or 
enrollment falls to less than half-
time.


Work-Study: 
Find a job on campus to earn money 
for your education.
Jobs on campus allow you to earn 
money to help pay the cost of 
attending college at 12 hours a 
week/$9.00 an hour.


What Types of 
Aid are  


Available?


Scholarships:
The Financial Aid Office assists in awarding scholarships to 
help students reduce the cost of earning a college degree. These 
awards recognize students’ achievement in several areas including 
academics, the arts, athletics and leadership skills. Students with 
special circumstances and abilities are also considered for awarding. 
Opportunities for funding in the following areas are available:
• Child Care Assistance
• Military Benefits
• Merit Aid for good grades and academic achievement
• Scholarships based on ethnicity, life circumstance or special talent
The CSI Scholarship Application is used for awarding over 300 CSI 
Foundation scholarships. One application covers both fall and spring 
semesters of the academic year.


Deadlines:
The priority deadline for the scholarship application is March 1st.  
Any applications received after that date will still be considered for 
2nd round awards depending on available funds. The application 
closes on September 1 each year.


Transcripts:
Incoming freshman and transfer students need to submit official 
graduation/final transcripts to the Office of the Registrar to 
complete the application process. High school seniors need to 
submit a seven semester in-progress high school transcript to the 
Admissions Office by March 1st to be considered for first-round 
awarding. Current CSI students do not need to submit a CSI 
transcript.


Thank-You Notes:
It is customary to send scholarship donors a note of thanks for any 
scholarships you have received. Information for contacting donors 
will be provided in Net Partner. Please visit the scholarship website 
at scholarships.csi.edu for tips on how to write these notes.
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What is SAP?
U.S. Department of Education regulations require Title IV higher 
education institutions to implement Satisfactory Academic Progress 
(SAP) policies that meet the requirements detailed in the regulations. 
Institutions must establish standards for SAP that measure a student’s 
progress toward degree/certificate completion using both qualitative 
and quantitative measures. The federal legislation/regulations clarify 
and strengthen these requirements.


What does this mean to me?
All students seeking initial or continued federal financial aid 
eligibility must establish, meet, and maintain all three minimum SAP 
standards. The SAP standards are evaluated and students are notified 
of their current SAP standing at the conclusion of each period of 
enrollment. The three policy standards are:


• Maximum Timeframe: Complete your degree/certificate within 
150% of the published number of credit hours in your declared 
major.


• Minimum Grade Point Average (GPA): Maintain at least a 2.0 
CSI cumulative GPA. This does not include transfer credits.


• Minimum Completion Rate: Maintain a 67% college-level credit 
completion rate. Remedial courses (classes with course numbers 
below 100) are excluded from the completion rate calculation.


What are the consequences if I do not  meet all three SAP 
standards?
Failing to meet at least one of these standards will result in one 
semester of warning. If you are unable to get back to good standing 
by the next period of enrollment you will be placed on SAP 
Warning. Students placed on suspension are no longer eligible 
for federal financial aid. You will only be reinstated for federal 
financial aid eligibility consideration through a submitted appeal 
that specifically addresses documented extenuating circumstances. 
If a SAP review makes it clear that a student cannot mathematically 
finish his/her declared degree/certificate program within the 
maximum timeframe, the student is placed on suspension; there will 
be no warning period.


So what can I do to ensure that I stay in SAP Good Standing?
We recommend that you follow these guidelines, which will allow 
you to complete your degree/certificate within a reasonable 
amount of time.


• Drop courses during the first week to help eliminate unwanted 
“W”s (attempted credits).


• Take a reasonable credit load to ensure you successfully 
complete as many credits as you attempt.


• Don’t withdraw from courses.
• Earn good grades (don’t fail courses).
• Take courses that are required or count toward your declared 


major so that you can complete your program in the timeframe 
allowed.


SAP (Satisfactory Academic Progress)
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The College of Southern Idaho Career Services fosters students, alumni and community 
members in their search for meaningful career and life goals by providing individuals 
with a career development strategy while empowering them to self-manage the process 
throughout their lifetime.


careerinfo.nextsteps.idaho.gov


Free assessments to explore careers which will match your interests and personality. 


Do Who You Are


To gain access to free online assessments contact Career Services for a license code


Explore occupational demand and wages, network with businesses related to your field, 
research universities and scholarships.


Explore Occupations and Universities


Go to: IdahoCIS.org • User Name: CSI • Password: 1career


Seeking employment or pursuing additional education? Receive assistance with application pro-
cess including letter of intent, resume, interviewing, etc.


Prepare for Transfer/Internship/Employment


Go to: Careers.csi.edu/careercenter and careers.csi.edu/eaglejobs for employment opportunities


Career and Technical support service for students enrolled in non-traditional programs by gen-
der or are a single parent
• Scholarships–Career Pioneer/Single-Parent, Day Care
• Financial assistance for books/tools
• Networking opportunities with students, staff and faculty
• Educational workshops
• Resource referrals


Support–The Center for New Directions


Contact Pat Weber by calling 208-732-6688 or pweber@csi.edu • Evergreen C87


Location: Evergreen Room C-89 • Phone: 208.732.6306
Website: careers.csi.edu/careercenter • Email: molson@csi.edu


CAREER SERVICES
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Student Success Advisors
The Advising Center staff provides advising services to prospective, current, and returning students.  First 
semester degree seeking students are assigned to a Student Success Advisor for assistance with degree 
planning and advising support resources. Students are transferred to their major faculty advisor once 
they have completed 15 college level credits. Students are required to seek continuous advising and 
discuss their educational planning and goals with their assigned advisor before registering for courses. 
The student advising process is a shared responsibility between the student and their Student Success 
Advisor.


CSI Advising Center protects the privacy of students’ 
education by obeying to Family...FERPA


See page 18 of the catalog for the student advising 
policy.


WHAT WE, ADVISORS CAN DO FOR YOU, THE 
STUDENT
Student Success Advisors provide information to 
prospective, current and returning students on:
• Empowering you, the student, with knowledge 


on how to succeed in college
• Degree Planning - what is required for your 


degree
• Build a semester by semester plan - How long 


it will take to get my degree
• Scheduling Course(s) per Semester - Help 


build a class schedule
• Campus Referral - If we do not know the 


answer, we will get you connected to 
someone who does


• Transfer Assistance - What you need to know 
about and do to transfer to a 4 year university


• Academic Support - We have resources to 
help if you are struggling in a course


• Degree Audits - What classes do you need to 
take to graduate


• Major Advisors transition - your major advisor 
will be your best resource to graduation after 
first semester or 15 credits


YOU, THE STUDENT WILL NEED TO:
• Make an appointment with your Student 


Success Advisor
• Be willing to make decisions during your 


advising appointment
• Do not procrastinate building/registering your 


semester schedules
• Keep the CSI catalog handy to review as 


needed
• CHECK AND READ YOUR CSI EMAIL
• Set up your voicemail for your cell phone
• Talk to your instructors if you have any issues 


with either subject matter, attendance or 
completion of course work


• Respond to emails from your instructors or 
advisor as soon as possible


• Follow College policies and the CSI Student 
Code of Conduct (See page 14 in the catalog)


Location: Taylor Building • Phone: 208.732.6250 • Email: advising@csi.edu


ADVISING CENTER
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BRIDGE TO SUCCESS


LEARNING & TUTORING COMMONS


The Bridge to Success Program is designed for degree-seeking students who may not have the confi-
dence, financial means, or math skills to get a head start in their transition to CSI. Bridgers receive con-
tinual support through credential completion.


This is accomplished by:


• Acknowledging educational, social, and workforce skills necessary for success both in the classroom 
and workplace.


• Emphasizing math success in an intensive eight week summer semester.


• Encouraging Bridgers to complete 14-16 credits during the fall and spring semesters, depending on 
their career track.


• Requiring students to participate in monthly student success activities throughout the academic 
school year.


The Learning & Tutoring Commons provides CSI students with the best educational support available.


Research has shown that the most successful students are those that seek out learning assistance early 
and often and look to engage in learning activities with peers outside of class.


Services Provided:


• Drop in peer tutoring available in many subjects currently taught at CSI. See http://www.csi.edu/ip/
adc/lap/schedules.htm for those subjects and schedules.


• Collaborative study space for students wanting a bright, open and interactive study area for group 
study.


• Individual study areas.
• Learning support for students looking to develop additional learning strategies or need assistance 


with general computer use.
• Computer lab
• Free coffee


Come see us on main campus in Meyerhoeffer 202
All services are free


Tutoring Services are also available at the Mini-Cassia campus


Rosey Alberdi • Location: GRM/ISC 214 • Phone: 208.732.6527 • Email: ralberdi@csi.edu


Molly Hamblen • Location: Meyerhoeffer 219 • Phone: 208.732.6685 • Email: mhamblen@csi.edu
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STUDENT SUCCESS ADVISORS
CATRINA CHAPPLE - AGRICULTURE DEPARTMENT


Agriculture
Agri-Business
Animal Science


Animal Science Livestock Tech
Aquaculture
Equine Business Management


Equine Studies
Geospatial Technology
Horticulture


Natural Resources Management 
Veterinary Technology
Water Resource Management


CATRINA CHAPPLE (Interim) - BIOLOGY DEPT, MATH DEPT, EPICS DEPT
Biology
Chemistry
Computer Science


Engineering
Geology
Mathematics


Pharmacy (Pre)
Phsyics
STEM


LAUREN LLEWELLYN - HEALTH SCIENCES AND HUMAN SERVICES DEPARTMENT
Certified Nursing Assistant 


(CNA)
Emergency Medical Services


Fire Science
Health Science
Nursing, Practical (LPN)


Nursing, Registered (RN)
Physical Therapist Assistant 


(PTA)


Radiologic Technology


KRISTIN BECKER - EDUCATION DEPT, ENGLISH, PHILOSOPHY & LANGUAGES DEPT
American Sign Language 
Early Childhood Education


Education
English


Spanish


ERIN NUNNELLEY - BUSINESS DEPT AND VISUAL & PERFORMING ARTS DEPT
Accounting/Bookkeeping
Art- Visual
Administrative Assistant


Business General
Business Management/Entrepreneur
Dance


Economics
Music
Theatre


OLENKA BACANU - LIIS DEPT, OUTDOOR RECREATION LEADERSHIP PROGRAM
Library and Information Science Outdoor Recreation Leadership


JACOB MCCUE - SOCIAL SCIENCE DEPARTMENT
Anthropology
Communication
Criminal Justice


History
Law Enforcement
 


Political Science
Psychology 


Social Work
Sociology


ADVISING CENTER - LIBERAL ARTS
A-C: Erin Nunnelley D-R: Olenka Bacanu S-Z: Jacob McCue


TENILLE CLARIDGE - MINI-CASSIA CENTER
All Programs


JOANN SCHROEDTER - AGRICULTURE DEPT, BUSINESS DEPT, T&I DEPT, VISUAL & PERFORMING ARTS DEPT
Auto Collision Repair
Auto Refinishing
Automotive Technology (ASEP)
Automation Engineering Tech
Baking & Pastry
Cabinetmaking/Woodworking


Collision Repair Technology
Computer Support Technician
Culinary Arts
Diesel Technology
Digital Media
Drafting Technology


Food Processing
Heavy Equipment Ag 


Technology (HEAT)
Hospitality Management
HVAC
Industrial Mechanics Tech


IT Development & Security
Manufacturing Technology
Network Systems Technician
Renewable Energy Systems Tech
Welding Technology


KRISTIN BECKER (INTERIM) - HEALTH SCIENCES AND HUMAN SERVICES DEPARTMENT
Dental Assistant
Dental Hygiene


Health Science
Medical Assistant
Pharmacy Technician


Surgical/Central Sterile Processing Tech.
Surgical Technology
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The following Associate of Arts (AA), Associate of Science (AS), and Associate of Engineering (AE) academic majors are available for 
students at the College of Southern Idaho. Students are highly encouraged to contact the major advisors below for more information about 
each program of study’s offerings and course placement requirements. Students completing these associate degrees should also consult 
closely with the intended transfer institution of choice for successful transfer planning.


American Sign Language-AA      
 Dawnette Reis-Rodriguez dreis@csi.edu 
 (208)732-6881 Canyon 106C


Anthropology-AA  
 Denyée Matthews dsmatthews@csi.edu 
 (208)732-6862 Hepworth 128


Art-Visual-AA  
 Angela Batchelor abatchelor@csi.edu    
 (208) 732-6754   Art Complex 110


Biology-AS  
 Dr. Janice Simpkin jsimpkin@csi.edu 
 (208) 732-6808 Shields 213E


Business-General-AA  
 Crystal Ayers cayers@csi.edu   
  (208) 732-6436 Canyon 105A


Chemistry-AS  
 Dr. Joseph Gardner josephgardner@csi.edu 
 (208)732-6427  Evergreen A11


Communication-AA  
 Mark Wasden mwasden@csi.edu 
 (208)732-6764 Hepworth 169


Computer Science-AS  
 KayZin Cresswell kcresswell@csi.edu 
 (208)732-6822 Shields 202-C


Criminal Justice-AA  
 Chris Meyerhoeffer cmeyerhoeffer@csi.edu 
 (208)732-6873 Hepworth 128A


Dance-AA  
 Cindy Jones cynthiajones@csi.edu   
 (208)732-6474 Gym 228


Economics-AA  
 Mike Slagel mslagel@csi.edu 
 (208)732-6453 Hepworth 174


Education-AA  
 Dr. Tracey Meyerhoeffer tmeyerhoeffer@csi.edu 
 (208)732-6874 Hepworth 119


Engineering-AE  
 Andrew Cluff acluff@csi.edu    
 (208) 732-6829 Shields 206C


English-AA  
 Dr. Clark Draney cdraney@csi.edu 
 (208)732-6810 Shields 112E


Geology-AS  
 Shawn Willsey swillsey@csi.edu 
 (208)732-6421 Evergreen A18


Health Science-AS  
 Kristin Becker (Interim) kbecker@csi.edu 
 (208)732-6251 Taylor 145 
 Lauren Llewellyn lllewellyn@csi.edu 
 (208)732-6525 Meyerhoeffer 209


History-AA  
 Dr. Russ Tremayne rtremayne@csi.edu 
 (208)732-6885 Hepworth 125


Liberal Arts-AA  
 Advising Center advising@csi.edu 
 (208)732-6250 Taylor Matrix


Library & Information Science-AA  
 Steve Poppino spoppino@csi.edu 
 (208)732-6504   GRM/Library 103


Mathematics-AS  
 Nolan Rice nrice@csi.edu 
 (208)732-6819 Shields 206F


Music-AA  
 Scott Farkas sfarkas@csi.edu 
 (208)732-6765 Fine Arts 84A


Natural Resources Management-AS  
 Dr. Jeff Cooper jcooper@csi.edu 
 (208)732-6405 Evergreen A36


Nursing-Registered-AS  
 Kalise Price kprice@csi.edu 
 (208)732-6732 HSHS 214


Pharmacy (Pre)-AS  
 Megan Jacobson mjacobson@csi.edu 
 (208)732-6426 Evergreen A10


Outdoor Recreation-AA  
 Mike Young myoung@csi.edu 
 (208)732-6340 Hepworth 163


ACADEMIC MAJORS


 Major & Major Advisor
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Physics-AS  
 Mark Daily mdaily@csi.edu 
 (208)732-6424 Evergreen A16


Political Science-AA  
 Perri Gardner pgardner@csi.edu 
 (208)732-6867 Hepworth 126


Psychology-AA  
 Dr. Randy Simonson rsimonson@csi.edu 
 (208)732-6858 Hepworth 116


Science, Technology, Engineering & Math (STEM)-AS   
 Dr. Heidi Adams hadams@csi.edu 
 (208)732-6429  Taylor251A


Social Work-AA  
 Kerry Koontz kkoontz@csi.edu 
 (208)732-6878 Hepworth 128B


Sociology-AA  
 Matt Reynolds mreynolds@csi.edu 
 (208)732-6861 Hepworth 118


Spanish -AA  
 Raquel Arenz rarenz@csi.edu 
 (208)732-6853 Canyon 106B


Theatre-AA  
 Shane Brown sbrown@csi.edu 
 (208)732-6774    Fine Arts 81


 Major & Major Advisor


ONLINE DEGREE &  
CERTIFICATE  


OPTIONS
CSI offers various degress and certificates 
that can be completed online.  These degree 
options give students reasonable flexibility to 
take classes when and where it fits into their 
personal schedules.  Below are the degrees/
certificates that can be completed online.   
Go to www.csi.edu/coursesAndPrograms_/
onlinedegree.html for more information.


• Business, General- AA


• Business Management/Entrepreneur- 
AAS & ITC


• Criminal Justice- AA


• Economics- AA


• Education, Early Childhood- BTC


• Education- AA 
See advisor for endorsement areas


• History- AA


• Liberal Arts- AA


• Library and Information Science- 
AA


• Surgical/Central Sterile Process 
Tech- BTC
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CAREER & TECHNICAL EDUCATION MAJORS (CTE)


Accounting/Bookkeeping-AAS  
 Candace Boesiger     cboesiger@csi.edu     
 (208)732-6410     Canyon124H 


Administrative Assistant-ITC  
 Kirk Ruby kruby@csi.edu 
 (208)732-6316 Canyon 124G


Agri-Business-AA, AAS & ITC  
 Matthew Quesnell mquesnell@csi.edu 
 (208)732-6415 Evergreen A38


Agriculture-AA  
 Matthew Quesnell mquesnell@csi.edu 
 (208)732-6415 Evergreen A38


Air Cond-Refrig & Heat-AAS, BTC & ITC     
 Mike LaPray mlapray@csi.edu 
 (208)732-6393 ATIC 110


Animal Science-AAS & AS  
 Matthew Quesnell mquesnell@csi.edu 
 (208)732-6415 Evergreen A38


Animal Science Livestock Tech-ITC  
 Matthew Quesnell mquesnell@csi.edu 
 (208)732-6415 Evergreen A38


Aquaculture-AAS & ITC  
 Matt Wilson mwilson@csi.edu 
 (208)733-3972 Fish Hatchery


Auto Collision Repair-BTC  
 Timothy Pierce tpierce@csi.edu 
 (208)732-6331 Canyon 126


Auto Refinishing-BTC  
 Timothy Pierce tpierce@csi.edu 
 (208)732-6331 Canyon 126


Automation Engineering Technology- AAS, BTC & ITC 
 Ben Hamlett bhamlett@csi.edu 
 (208)732-6374 ATIC 116


Automotive Technology (ASEP)-AAS   
 David Rodriquez drodriquez@csi.edu 
 (208)732-6334 Canyon 130


Baking & Pastry-AAS, BTC & ITC  
 Pandora Handley phandley@csi.edu     
 (208)732-6380     Canyon 106E


Business Mgmt/Entrepreneur-AAS & ITC 
 Robin Bagent rbagent@csi.edu 
 (208)732-6392 Hepworth 165


Cabinetmaking/Wood-AAS, BTC & ITC    
 Ken Triplett ktriplett@csi.edu 
 (208)732-6335 Canyon 133


Certified Nursing Assistant-BTC    
 Alma Padron apadron@csi.edu 
 (208)732-6713 HSHS 127


Collision Repair Technology-ITC 
 Timothy Pierce tpierce@csi.edu 
 (208)732-6331 Canyon 126


Computer Support Technician-ITC  
 Kirk Ruby kruby@csi.edu 
 (208)732-6316 Canyon 124G


Culinary Arts-AAS, BTC & ITC  
 Michael Johnson mjohnson@csi.edu 
 (208)732-6381 Desert 107A


Cybersecurity & Programming-AAS  
 Brian Gergens bgergens@csi.edu 
 (208)732-6313 Canyon 124E


Dental Assistant-ITC  
 Tonja Bowcut tbowcut@csi.edu 
 (208)732-6708 HSHS 125


Dental Hygiene-AAS  
 Cindy Harding charding@csi.edu 
 (208)732-6722 HSHS 123


Diesel Technology-AAS & ITC  
 Dustin Holt dholt@csi.edu 
 (208)732-6371 Desert 
 Rodney Higgins rhiggins@csi.edu 
 (208)732-6370


Digital Media-AAS & ITC  
 Laura Erickson lerickson@csi.edu 
 (208)732-6308 Canyon 103B


Drafting-AAS & ITC  
 Pat Ferrell pferrell@csi.edu 
 (208)732-6326 ATIC 129


Education-Early Childhood-AA  
 Dr. Evin Fox efox@csi.edu 
 (208)732-6872 Hepworth 121


 Major & Major Advisor


Majors listed on this page are programs that have additional admission requirements. Students must successfully be admitted to the 
program prior to declaring the degree as a major. Students are highly advised to work closely with the major advisors below for assistance 
with the program admission process. Students may select an academic major from pages 15-16, which reflect their course taking behavior, 
while working towards program acceptance. 
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CAREER & TECHNICAL EDUCATION MAJORS (CTE)


Education-Early Childhood-AAS, BTC & ITC     
 Ellen Neff eneff@csi.edu 
 (208) 732-6870 Hepworth 122


Emergency Medical Services-AAS, BTC & ITC 
 Dillon Brock dbrock@csi.edu 
 (208)732-6709 HSHS 116


Equine Business Management-AS  
 Jim Knight jknight@csi.edu 
 (208)732-6414 Evergreen A33


Equine Studies-AA, AAS & ITC  
 Jim Knight jknight@csi.edu 
 (208)732-6414 Evergreen A33


Fire Science-AAS  
 Jeremy Presnell jpresnell@csi.edu 
 (208)732-6735 HSHS 120


Food Processing Technology-AAS, BTC, ITC & BAS   
 Bonna Cannon bcannon1@csi.edu 
 (208)732-6376 ATIC 110 
 Ben Hamlett bhamlett@csi.edu 
 (208)732-6374 ATIC 116


Geospatial Technology-BTC  
 Jeff Cooper jcooper@csi.edu 
 (208)732-6405 Evergreen A36


Horticulture-AS, AAS & ITC  
 Chance Munns cmunns@csi.edu 
 (208)732-6431 Evergreen A32


Hospitality Management-AAS & ITC  
 Dianne Jolovich djolovich@csi.edu 
 (208)732-6407 Desert 107A


Industrial Systems Maintenance Technology- ITC 
 Eli Bowles ebowles@csi.edu 
 (208)732-6377 ATIC 128


Law Enforcement-AAS, BTC & ITC  
 Robert Storm rstorm@csi.edu 
 (208)732-6339 Canyon 207


Machining & Manufacturing Technology-AAS & ITC     
 James Kellis jkellis@csi.edu 
 (208)732-6379 ATIC 124


Medical Assistant-ITC  
 Kara Mahannah kmahannah@csi.edu 
 (208)732-6728 HSHS 133


Network Systems Technician-AAS  
 Marcus Carpenter            marcuscarpenter@csi.edu 
 (208)732-6309 Canyon 124F


Nursing-Practical-ITC  
 Tammy Pehrson tpehrson@csi.edu 
 (208)732-6727 HSHS 121


Outdoor Recreation Leadership  
 Mike Young myoung@csi.edu 
 (208)732-6340 Hepworth 163


Physical Therapist Assistant-AAS  
 Lauren Llewellyn lllewellyn@csi.edu 
 (208)732-6525 Meyerhoeffer 209


Radiological Technology-AAS  
 Dr. Gary Lauer glauer@csi.edu 
 (208)732-6719 HSHS 181


Renewable Energy Systems Technology-AAS & ITC 
 Eli Bowles ebowles@csi.edu 
 (208)732-6377 ATIC 128


Surgical Technology-AAS  
 Janet Milligan jmilligan@csi.edu 
 (208)732-6706 HSHS 135


Surgical/Central Sterile Process Tech-BTC     
 Carrie Nutsch cnutsch@csi.edu 
 (208)732-6715 HSHS 134


Veterinary Technology-AAS  
 Dr. Jody Rockett jrockett@csi.edu 
 (208)732-6408 Evergreen A34


Water Resource Management-BTC & ITC 
 Jeff Cooper jcooper@csi.edu 
 (208)732-6405 Evergreen A36


Welding Technology-AAS, BTC & ITC 
 Clay Wilkie cwilkie@csi.edu 
 (208)732-6372 Desert 100A


 Major & Major Advisor
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GENERAL EDUCATION
General Education Core Courses 
The general education core is intended to apply to all 
degrees and certificates recognized by the State Board of 
education (SBOE).  A central component of SBOE policy 
is the requirement that a student working toward a degree 
or certificate must complete coursework in the general 
education core.  


In our rapidly-changing world, students need to understand 
how knowledge is generated and created. They need to 
adapt to new knowledge and opportunities as they arise, 
as well as effectively communicate and collaborate with 
increasing diverse communities and ways of knowing. In 
combination with a student’s major, General Education 
competencies prepare students to use multiple strategies in 
an integrative manner, to explore, critically analyze, and 
creatively address real-world issues and challenges. Course 
work provides graduates with an understanding of self, the 
physical world, the development and functioning of human 
society, and its cultural and artistic endeavors, as well as 
an understanding of the methodologies, value systems, and 
thought processes employed in human inquiries. General 
Education helps instill students with the personal and civic 
responsibilities of good citizenship. General Education 
prepares graduates as adaptive, life-long learners.


All general education courses meet the requirements for 
GEM designation in the state of Idaho.


General Education Groups 
Specific General Education groups may be removed from 
the above curricula of those majors in the same area as 
the General Education group. These include Humanities, 
Mathematics, Science, and Social Science.


INTRODUCTION TO GENERAL EDUCATION


Institutionally Designated Courses


AA & AS  3


GNED 101 Introduction to General Education 3


WELLNESS


Institutionally Designated Courses


AA & AS  2


WELL 100 Wellness Sandbox 1-6
WELL 101 Lifelong Wellness 1 1
WELL 102 Lifelong Wellness 2 2
WELL 255 Wellness Through Healthy Living 3


WRITTEN COMMUNICATION


General Education Courses
AA & AS   6 
AAS   3


ENGL 101 Writing & Rhetoric 1 3 
ENGL 102 Writing & Rhetoric 2 3


ORAL COMMUNICATION


General Education Course  


AA, AS, AAS   3


COMM 101 Fundamentals of Oral Communication 3
COMM 209 Critical Thinking and Argumentation 3 


MATHEMATICAL WAYS OF KNOWING


General Education Courses
AA & AS    3 
AAS   3


MATH 123  Math in Modern Society 3 
MATH 143 College Algebra 3 
MATH 153 Statistical Methods 3 
MATH 147 College Algebra & Trigonometry 5 
MATH 160 Survey of Calculus 4 
MATH 170 Calculus 1 5 


SCIENTIFIC WAYS OF KNOWING


General Education Courses


AA & AS (2 different disciplines/1 lab) 7


AGRI 180 Food System Science 4 
ALLH 220 Fundamentals of Nutrition 3
ANTH 104 Intro to Biological Anthropology 3
ANTH 104L Biological Anthropology Lab 1
BIOL 100 Concepts of Biology 4
BIOL 102 Environmental Science 4
BIOL 102L Environmental Science Lab 1
BIOL 201 Biology 1 4
BIOL 221  Introductory Microbiology 4
BIOL 227 Human Anatomy & Physiology 1  4 
BIOL 228 Human Anatomy & Physiology 2  4 
CHEM 100 Concepts of Chemistry 4 
CHEM 101 Introduction to Chemistry 4
CHEM 102 Essentials of Organic & Biochemistry 5
CHEM 111 General Chemistry 1 5
GEOG 100 Physical Geography 4
GEOL 101 Physical Geology 4
GEOL 102 Historical Geology 4
GEOL 104 Natural Disasters & Environmental Geology 4
PHYS 100 Survey of Physics 4
PHYS 101 Survey of Astronomy 4
PHYS 111 General Physics 1 4
PHYS 112 General Physics 2 4
PHYS 211 Physics for Scientists & Engineers 1 5


20







DEGREE & CERTIFICATE REQUIREMENTS


Associate of Arts Hours
General Education Hours (minimum 36 credits) 
Oral Communication 3
Written Communication  6
Humanistic and Artistic Ways of Knowing (2 diff. disciplines)  6
Mathematical Ways of Knowing 3
Scientific Ways of Knowing (2 courses with 1 lab course) 7
Social and Behavioral Ways of Knowing (2 diff. disciplines) 6
Introduction to General Education 3
Wellness 2
Minimum Hours Required for this Degree 60


Associate of Science Hours
General Education Hours (minimum 36 credits)
Oral Communication 3
Written Communication 6
Humanistic and Artistic Ways of Knowing (2 diff. disciplines) 6
Mathematical Ways of Knowing 3
Scientific Ways of Knowing (2 courses with 1 lab course) 7
Social and Behavioral Ways of Knowing (2 diff. disciplines) 6
Introduction to General Education 3
Wellness 2
Minimum Hours Required for this Degree 60


Academic Certificate Hours
General Education Hours (minimum 36 credits)
Written Communication 6
Oral Communication 3
Mathematical Ways of Knowing 3
Scientific Ways of Knowing 8
Humanistic and Artistic Ways of Knowing 6
Social and Behavioral Ways of Knowing 6
Introduction to General Education 3
Wellness 2
Minimum Hours Required for this Certificate 36


Associate of Applied Science Hours
General Education Hours (minimum 15 credits)
Oral Communication 3
Written Communication 3
Mathematical Ways of Knowing 3
Social and Behavioral Ways of Knowing 3
Other General Education Courses 3 
*Excludes Institutionally Designated Credits


Minimum Hours Required for this Degree 60


Intermediate Technical Certificate Hours
General Education Hours (minimum 9 credits)
Oral Communication or Written Communication 3
Mathematical Ways of Knowing 3
Social and Behavioral Ways of Knowing 3
Minimum Hours Required for this Certificate 30


Basic Technical Certificate Hours
Hours Required for this Certificate  8-29


HUMANISTIC AND ARTISTIC WAYS OF KNOWING


General Education Courses


AA & AS (2 different disciplines)  6


ARTS 101 Art History 1 3 
ARTS 102 Art History 2 3
ARTS 103 Appreciation & History of Photography 3 
DANC 101 Dance Appreciation  3 
ENGL 126 Film & Literature 3 
ENGL 175 Literature & Ideas 3 
ENGL 215 Survey of World Mythology 3 
ENGL 257 Western World Literature 1 3 
ENGL 258 Western World Literature 2 3
ENGL 267 Survey of English Literature 1 3 
ENGL 268 Survey of English Literature 2 3 
ENGL 277 Survey of American Lit 1 3 
ENGL 278 Survey of American Lit 2 3 
FREN 101 Elementary French 1 4 
FREN 102 Elementary French 2 4
HUMA 101 Intro to Humanities 1 3 
HUMA 106 Modern Humanities 3 
JAPN 101 Elementary Japanese 1 4 
JAPN 102 Elementary Japanese 2 4 
MUSI 100 Introduction to Music 3 
MUSI 108 Survey of Jazz & Pop Music 3 
PHIL 101 Introduction to Philosophy 3 
PHIL 103 Introduction to Ethics 3 
PORT 101 Elementary Portuguese 1 4 
PORT 102 Elementary Portuguese 2 4 
SIGL 101 American Sign Language 1 4 
SIGL 102 American Sign Language 2 4 
SIGL 201 American Sign Language 3 4 
SIGL 202 American Sign Language 4 4 
SPAN 101 Elementary Spanish 1 4 
SPAN 102 Elementary Spanish 2 4 
SPAN 201 Intermediate Spanish 1 4 
SPAN 202 Intermediate Spanish 2 4 
THEA 101 Theatre Appreciation 3 
THEA 201 Theatre History 1 3 
THEA 202 Theatre History 2 3


SOCIAL AND BEHAVIORAL WAYS OF KNOWING


General Education Courses
Social Science AA & AS (2 different disciplines)   6 
 AAS   3


ANTH 101 Physical Anthropology 3 
ANTH 102 Cultural Anthropology 3 
COMM 102 Interpersonal Communication 3
COMM 220 Intercultural Communication 3
CRIJ 103 Introduction to Law & Justice 3 
ECON 201 Principles of Macroeconomics 3 
ECON 202 Principles of Microeconomics 3 
EDUC 204 Families, Communities & Culture 3
GEOG 102 Cultural Geography 3 
GEOG 200 World Regional Geography 3 
HIST 101 World History 1 3
HIST 102 World History 2 3 
HIST 111 US History 1 3 
HIST 112 US History 2 3 
POLS 101 American National Government 3 


SOCIAL AND BEHAVIORAL WAYS OF KNOWING CONT.


POLS 102 Intro to Political Science 3
POLS 221 Intro to International Relations 3 
PSYC 101 Introduction to Psychology 3 
SOCY 101 Introduction to Sociology 3
SOCY 102 Social Problems 3 
SOCY 105 Human Relations 3 







CSI provides access to higher education throughout South Central Idaho by offering classes and student services at 
off-campus centers in Burley, Gooding, Jerome and Hailey. The off-campus centers provide convenient locations 
for students in rural areas to work toward a degree, prepare to transfer to a four-year institution, or take classes to 
gain skills for a career change. In addition, each center also offers a wide range of community education non-
credit classes to promote learning and creative exploration for people of all ages. At the CSI off-campus centers, 
students can truly stay near and go far!


IDAHO


•  Hailey


•  Jerome


•  Burley


http://offcampus.csi.edu


Blaine County Center 
Community Campus Room 408 
1050 Fox Acres Road  
Hailey, ID 83333 
Phone: 208-788-2033
E-mail: hstar@csi.edu
Website: www.csi.edu/blaine


Gooding Center
202 14th Ave. E.  
Gooding, ID 83330 
Phone: 208-934-8678 
E-mail: cperez@csi.edu
            sjacobson@csi.edu
Website: www.csi.edu/gooding


Mini-Cassia Center 
1600 Parke Avenue  
Burley, ID 83318 
Phone: 208-678-1400
E-mail: achristopherson@csi.edu 
 tclaridge@csi.edu
Website: www.csi.edu/minicassia


•  Gooding


Jerome Center
104 West Main St.
Jerome, ID 83338
Phone: (208) 324-5101
E-mail: cperez@csi.edu
 rcastro2@csi.edu
Website: www.csi.edu/jerome


CSI OFF-CAMPUS ADVISING


Twin Falls
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Registration of Class 
Registration for CSI courses is available online through MyCSI (my.csi.
edu) or in person in the Office of the Registrar and at the off-campus 
centers. Students may register for courses online up to 12:00 pm on the 
first Wednesday of the course (some exceptions apply).


The Difference between Dropping and Withdrawing 
from a Course 
A dropped course does not appear on the student’s transcript and tuition 
is fully refunded.  Withdrawal means the student attempted the course 
but did not complete any credit; the grade of W will appear on the 
student’s transcript and there is no refund. Students may drop courses 
online until 11:59 pm on the Sunday following the first week. In order to 
withdraw from one or more courses, a completed Add/Drop/ Withdraw 
form is required. If the student is withdrawing from all credited courses 
they must obtain a Financial Aid Advisor signature on a Complete 
Withdraw form. The completed forms may be submitted to the Office 
of the Registrar or any off-campus center. No course may be withdrawn 
from after 75% of the course has elapsed. Students will be issued a 
grade after this deadline. W grades can have a number of negative 
consequences, including negatively impacting students’ eligibility for 
Federal Financial Aid. Ws on transcripts can also raise questions by 
transfer institutions and even prospective employers. Students should 
carefully consider the consequences of Ws before withdrawing from 
courses. Drop and withdraw deadlines are published on the student’s 
schedule.


Residency 
In general, a student enrolling into the College of Southern Idaho shall 
not be deemed a resident of the community college district, or of a 
county, or of the State of Idaho, unless the student established domicile 
primarily for purposes other than education within said district, county, 
or State, for at least twelve (12) months continuously prior to the 
beginning of the term for which the student enrolls.


Students enrolled full-time are considered here for educational 
purposes and are not establishing domocile.


Major Change Process 
CSI recognizes only one declared major; however, students may earn 
multiple degrees and/or certificates simultaneously, provided students 
satisfy catalog requirements. Students can declare a new major by 
clicking on Change of Major located on the Academics tab under 
My Major in MyCSI. By submitting this electronic form the student is 
requesting to join a program.  If the program approves the request, the 
Office of the Registrar is notified for processing. Please allow up to 3-5 
business days for processing.


Location: Taylor Building • Phone: 208.732.6795 • Email: records@csi.edu


OFFICE OF THE REGISTRAR
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FERPA
The Family Educational Rights and Privacy Act of 1974 
(FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a federal law 
protecting the privacy of student education records. The law 
applies to all schools that receive funds under an applicable 
program of the U.S. Department of Education. FERPA gives 
parents certain rights with respect to their children’s educa-
tion records. These rights transfer to the student when he or 
she reaches the age of 18 or attends a school beyond the high 
school level (e.g. college or university). Students to whom the 
rights have transferred are “eligible students.” Under FERPA 
students are afforded certain rights with respect to their edu-
cation records. These rights include:


1. Eligible students have the right to inspect and review 
their education records maintained by the school. 


2. Eligible students have the right to request that a school 
correct records which they believe to be inaccurate or 
misleading. 


3. Generally, schools must have written permission from 
the eligible student in order to release any information 
from the student’s education record.  Student’s wishing 
to grant a 3rd party access to their educational record 
can submit a FERPA Waiver to the Office of the Regis-
trar


4. Eligible students have the right to file a complaint under 
FERPA with the U.S.  Department of Education Family 
Policy Compliance Office concerning alleged failures 
by the institution to comply with the Act. 


Catalog
The College of Southern Idaho issues a new catalog for every 
academic year (fall, spring, and summer consecutive semes-
ters). Students seeking to earn a degree or certificate from CSI 
must satisfy program graduation requirements, which may 
change from one catalog to the next. Students are responsible 
for remaining informed about these changes. CSI evaluates 
students’ degree and/or certificate completion based on the 
graduation requirements stipulated in the catalog at the time 
the student enters the college, assuming the student remains 
continuously enrolled.
If a student is absent from the institution for one full academic 
year, they will be evaluated under the current catalog when 
they return.


Payment of Tuition and Fees
Students can pay their tuition and fees, room and board and 
other applicable charges online in MyCSI (my.csi.edu). Stu-
dents can also pay in person in the (Taylor building) or at the 
off-campus centers. Students are responsible for knowing the 
due dates and paying by the due date. In order to avoid long 
lines or any unforeseen complications, students should not 
wait until the last minute to pay. Financial Aid awards are au-
tomatically applied towards tuition and fees, room and board.
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VETERANS SERVICES


ENGLISH LANGUAGE SUPPORT


Taylor Building
www.csi.edu/veterans


(208) 732.6244 • VA Coordinator: Calvin Armstead • carmstead@csi.edu


We are thankful for the service and sacrifice that current service members and 
veterans have made and continue to make for our country. CSI wants to make 
the process for receiving Veteran Affairs (VA) educational benefits as easy as 
possible. Please stop in the Matrix or visit the Veterans Services webpage for more 
information.


Services offered:
• Assistance with applying and general questions
• GI Bill (Dept. of Veteran Affairs)
• Tuition Assistance
• Campus Resources
• Veterans Club Information
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(208) 732-6804 • Instructor: Sam Abdel • sabdellatif@csi.edu


The transition to college can be difficult for non-native or multilingual speakers of 
English. We offer a number of resources to support you in learning the academic 
English you’ll need for college. Courses are available in Reading, Writing, 
Grammar, and Oral Skills in Academic English. You can take these sources while 
also pursuing your major. Tutoring is also available.


STUDENT DISABILITY SERVICES


CHILDCARE
(208) 732-6870


Coordinator: Ellen Neff • eneff@csi.edu
CSI offers an Early Childhood Education Learning Center that incorporates several 
facilities.


Registration/application is required for students to have their children attend.  
Age ranges from six months to six years of age depending on the program.  All 
year care can be provided through the Early Learning Center.  Please contact 
Coordinator Ellen Neff for more information.


• Early Learning Center
• Toddler Lab


• Preschool Lab
• Kindergarten Lab


Coordinator: Scott Lindquist • slindquist@csi.edu
(208) 732-6260 • Taylor Building • csi.edu/disability


CSI Student Disability Services help build and maintain partnerships with 
students, faculty, staff, and administrators in order to promote an accessible, non-
discriminatory learning, teaching, and working environment meeting the needs of 
students with disabilities.


For more information 
regarding Student Disability 
Services, please contact our 
office.
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www.csi.edu/transferguide 


CSI has developed a transfer guide website to assist students in navigating the transfer process from CSI 
to another regionally accredited college or university. The Advising Center is here to help you make 
connections to the resources you need for a successful transfer.


Brian O’Rorke
Hepworth Building 130
(208) 933-2305


Chris Vaage
Hepworth Building 144/144A 
(208) 933-2301
vaagchri@isu.edu or
Christy Bowman-Lantz
christylantz@isu.edu
(208) 933-2302


Soo Lee Bruce-Smith 
(208)792-2378
slbruce@lcsc.edu


Amanda Moore-Kriwox  
Evergreen Building Room B56
(208)736-3624   akriwox@uidaho.edu


Diana Olmos
Hepworth Building 144
(208)933-2308
dolmos@uidaho.edu


TRANSFER GUIDE RESOURCE


Select this link and then 
find the school that you 
plan to attend and click 
on the Course Equivalency 
Guide. Search for CSI and 
then you can view by 
course. These are unofficial 
course evaluations and are 
provided as a convenience 
for prospective students. 
Contact the Registrar’s 
Office at the transfer 
institution for verification of 
transferability.


Bachelor Degrees  
available in Twin Falls: 
• Agricultural Science 


Communication & Leadership – 
Uof I 


• Business Administration - BSU/
LCSC* (Accountancy & General 
Business - BSU)


• Criminal Justice - BSU
• Early Childhood - ISU/LCSC*
• Elementary Education - ISU
• Emergency Management* - ISU 
• Fire Service Administration* - ISU
• General Studies - ISU
• Management* - LCSC 
• Multidisciplinary Studies* - BSU
• Nursing (RN to BSN)* - BSU/ISU/


LCSC 
• Psychology* - Uof I 
• Respiratory Care* - BSU 
• Social Work – BSU
• Workplace Training & Leadership 


- ISU 
  *Online programs
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As you read through the First Year Advisor booklet, you will come across many services and resources 
which will be valuable your first year and beyond. This page will become your directory contact so keep 
this page close to you at all times!


Sodexo Food Service  
 Taylor Administration Bldg.  
 (208) 732-6635 foodservice@csi.edu


Athletics  
 Gym, Room 249  
 (208) 732-6836 jbate@csi.edu


Business Office  
 Taylor Administration Bldg.  
 (208)732-6212 manderson@csi.edu


Campus Safety & Security  
 McManaman Bldg.  
 (208) 732-6605 security@csi.edu


Community Education Center  
 Fine Arts Bldg.  
 (208)732-6442 dgause@csi.edu


Dental Clinic 
 HSHS Building, 1st Floor 
 (208) 732-6751 dentalclinic@csi.edu


Dual Credit  
 Taylor Administration Bldg.  
 (208) 732-6280 jlord@csi.edu


Early Learning Center  
 Child Care Center Building  
 (208) 732-6870 eneff@csi.edu


English Language Acquisition Advisor  
 Shields Bldg.  
 (208) 732-6816 dmatier@csi.edu 


Health Science & Human Services (HSHS)  
 HSHS Building  
 (208) 732-6700 rlarsen@csi.edu


Help Desk  
 Canyon Bldg.  
 (208) 732-6311 helpdesk@csi.edu


Honors Program  
 Hepworth, Room 166  
 (208)732-6266 bdobbs@csi.edu


International Student Services  
 Taylor Administration Bldg.  
 (208) 732-6383 internationalprogram@csi.edu


Learning & Tutoring Commons 
 Meyerhoeffer Bldg. 
 (208 )732-6685 mhamblen@csi.edu


Legal Clinic  
 Taylor Administration Bldg.  
 (208) 732-6224 jlopez@csi.edu


Office on Aging  
 Office on Aging Bldg.  
 (208) 736-2122 smccampbell@ooa.csi.edu


Physicians Immediate Care 
 260 Falls Ave. #C, Twin Falls, ID 83301 
 (208) 736-7422 


Refugee Center  
 1526 Highland Ave. E., Twin Falls ID  
 (208) 736-2166 zrwasama@spro.net


Small Business Development Center (SBDC) 
 Evergreen Bldg. 
 (208) 732-6450 isbdc@csi.edu


Trans IV Transportation  
 496 Madrona St. Twin Falls, ID 83301  
 (208) 736-2133 transiv@cableone.net


HELPFUL CONTACTS AT A GLANCE
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BRANDI L. TURNIPSEED 
4012 North 2600 East • Filer, Idaho 83328 •  bturnipseed@csi.edu • (208) 308-3614  


_____________________________________________________________________________________ 
EXECUTIVE MANAGEMENT 


Visionary Leader   •   Relationship Management   •   Program Operations 


_____________________________________________________________________________________ 
Accomplished Executive Manager with a career built on the foundation of robust relationship building 


expanding across grant project development and implementation, federal and local funding liaison, 
corporate and governmental affairs, community relations, workforce development strategy, and 


Executive/CEO project management.  Experienced Operations Support Leader responsible for resource 
planning, staffing, supply chain, budgeting, production planning, asset planning and management, 


vendor and external contracts, and employee hiring and supervision during the startup of a leading food 
processing company.  Proven track record of working with diverse teams to establish and accomplish 


organizational goals while remaining flexible, but accountable.  


_________________________________________________________________________________ 


PROFESSIONAL EXPERIENCE 


COLLEGE OF SOUTHERN IDAHO, Twin Falls, Idaho  
Executive Director – College of Southern Idaho Foundation, Inc., 2020-Present 


Provide Executive Leadership for the College of Southern Idaho Foundation; a 501(c)(3) organization.   


Executive Leadership of the College of Southern Idaho Foundation, Inc. Responsible for management of 
Endowments, Restricted Scholarships and Investment Funds for the purpose of administering 
scholarships and project funding that support students at the College of Southern Idaho.  Responsible 
for oversight management of over $40M in assets; scholarship budget ranging from $1.50 - $3M 
annually and an annual operating budget of approx. $400,000 (excluding salaries).  Daily management of 
CSI Foundation Office, including personnel management.  Coordinate the leadership of the CSI 
Foundation Board of Directors, including several committees.   


 


COLLEGE OF SOUTHERN IDAHO, Twin Falls, Idaho  
Executive Director - Workforce Development & Training, 2014- 2020 
Provide leadership for the startup of a new division at CSI to meet the diverse workforce training needs of 
the local community. During this time, enrollments grew by over 400%, serving over 10,500 enrollments 
in 2018-2019. 


Implementation of a shared vision to formalize Workforce Development and Training at CSI directly 
supports the CSI Mission by providing diverse and on-demand Workforce Development opportunities 
for the South-Central Idaho Region.  With full responsibility to implement the shared vision, I was 
directly responsible for determining the training program strategy, budget and resource requirements, 
funding model and allocation, staffing needs, sustainability plans, marketing strategy, and formalize 







partnerships with industry and other partners.  As a larger function of a statewide system, the 
implementation and operating strategy had to meet both the local and statewide requirements.  


Accomplishments: 


 Achieved enrollments in excess of 10,500 (+400% from 2014-2019) 
 Developed and secured Private Foundation, State, and Federal Grants to increase 


Apprenticeship and Workforce Training opportunities 
 Worked with private donors to secure monetary resources needed for training equipment and 


supplies and secured cash match requirements for grant projects 
 Assembled and effectively manage a rapidly growing team (currently 9 staff positions) 
 Led employer relations to develop Idaho’s first Employer delivered Registered Apprenticeship to 


College Credit Program.  


  







BRANDI TURNIPSEED                                                                                                Page 2 


___________________________________________________________________ 


Professional Experience, Cont. 


CHOBANI, INC., Twin Falls, Idaho 


Office Manager; Corporate Communications Manager; Executive Project Manager, 2011 – 2014 


Provided Leadership support for Operations, Communications and CEO for the startup of the World's 
Largest Yogurt manufacturing facility.   


Built and led diverse teams that included operational support activities, supply chain, production 
management, front office operations, purchasing, accounting and finance, production planning, 
production staffing and support.  Worked to establish a local presence in the community for the 
company by planning and leading community events, volunteer resources, and corporate 
communications.  Led efforts to establish and build relationships with local dairy farmers, milk 
cooperatives, and dairy associations.  Worked in concert with the corporate and governmental affairs 
team to build relationships with local and state elected officials.  Responsible for gift stewardship 
including product donation management and charitable grants to the community. Worked directly for 
CEO/Owner to identify, resolve, and manage the crisis situation of a product recall.  


Accomplishments: 


 Management of 8 departments with 20+ team members 
 Managed Raw Material & Assets Budget valued at over $20 million 
 Worked in concert with CEO/Owner and Federal Agencies to resolve the contamination source 


during product recall investigation 
 Trusted advisor to CEO/Owner (Ernst & Young World Entrepreneur of the Year, 2012) 


 


COLLEGE OF SOUTHERN IDAHO, Twin Falls, Idaho  


Grant Writer, 2007-2011 


Worked closely with community leaders within the College network to secure private, state, and federal 
funding for various large-scale projects.  


As the sole grant writer for the College of Southern Idaho and Health Care Development Council (St. 
Luke’s), I held responsibility of collaborating with diverse teams of both internal and community 
constituents to develop project proposals that would advance and support the mission of the College.  
Identified and secured funding sources for projects, donor and grant agency relations, technical writing 
assistance and RFP evaluation.  Coordinated consortia projects and led a statewide team of community 
and technical colleges to secure $2.5M funding for a statewide healthcare training program.  Developed 
strong relationships with business and industry to secure the required match funding to secure large 
federal grants.   
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___________________________________________________________________ 


Professional Experience, Cont. 


COLLEGE OF SOUTHERN IDAHO, Twin Falls, Idaho  


Grant Writer, 2007-2011 


Accomplishments: 


 Secured several large federal grants (over $1 M each) 
 Built a network of partners to advance healthcare and education strategy in Magic Valley 
 Identified and secured funding sources to support student success and scholarships (Albertsons 


Foundation, US Health Resources and Services Administration, and Community Health 
Improvement Fund) 


 Selected to serve on a Statewide Rural Cancer Care project led by Mountain States Tumor 
Institute 


 Secured funding to launch a free community dental clinic at CSI 


 


EDUCATION AND CREDENTIALS 


AA, Liberal Arts – College of Southern Idaho 


BBA, Accounting  - Idaho State University 


M.ET, Educational Technology and Online Adult Learning -  Boise State University 


Funding Specialist Training – Council for Resource Development 


 


PROFESSIONAL ASSOCIATIONS, BOARDS, AND AWARDS 


Executive Committee Board Chair, Southern Idaho Economic Development 


Board Member, Twin Falls Chamber of Commerce 


Board Member, Zions Bank Community Advisory Committee 


Committee Chairperson, Twin Falls Citizens Finance Planning Committee 


Member, Idaho Association of Commerce & Industry (Chobani Representative) 


Top 40 under 40, American Association of Community Colleges 


Top 40 under 40, Magic Valley (Times News) 









































Eric Nielson 
208.539.6342  |  nielson323@yahoo.com  | 3539 E 3131 N      Kimberly, ID  83341 


 
 


Summary 


I am a knowledgeable Human Resources professional with a broad generalist background, I believe I 
offer expertise that would be a benefit to your organization. Regardless of the industry I have 
worked in; I have played a huge part in developing and implementing best practices and systems, 
recruiting and developing the best talent available, all while maintaining a focused and driven 
approach to support everyone in the organization.   


Experience 


Director of Human Resources   


  College of Southern Idaho          Twin Falls, ID 


Directly responsible for overall administration, coordination, and evaluation of the 
Human Resources function in alignment with the mission of the College.   Develop 
policies and direct and coordinate Human Resources activities, such as 
employment, compensation, labor relations, benefits, training, wellness and 
employee services.  
 


6/2014 - Present 


 


Human Resources Manager    


  Chobani Idaho Inc.          Twin Falls, ID 


Responsible for organization planning, staffing plans, talent management, employee 
relations, benefits administration, HR policy/program implementation for one 
million square foot yogurt processing facility that employs over 800 people. Part of 
the startup team on site during plant construction. 
 


3/2012 - 5/2014 


 


 


Human Resources Manager   


  Cactus Petes Inc.          Jackpot, NV  


Oversee organization planning and design, staffing plans, talent management, team 
member relations, benefits administration, safety program, management and team 
member coaching, HR policy/program implementation, and general troubleshooting 
and problem solving. Work with senior leadership, management, and team members 
to ensure that high-quality Human Resources services were delivered in an efficient 
and timely manner. Ensure that communication and implementation of company-
wide Human Resources strategic initiatives are effective and consistent. 
 


 


 


 


 


 


8/2005 - 3/2012 


 


 







Eric Nielson 
208.539.6342  |  nielson323@yahoo.com  | 3539 E 3131 N      Kimberly, ID  83341 
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Operations Management Specialist   


  UPS          Twin Falls/Boise, ID  


Responsible for making sure that all customer needs are met as their delivery 
request change. Monitoring all aspects of day to day operations and creating and 
processing reports of previous day’s activity, as well as monitoring and updating 
personnel files and handling staffing issues.  Conducting pre-employment interviews 
for new hires in the Twin Falls, Burley, and Hailey areas, since there is no in house 
Human Resource department, and work with Business Development to acquire new 
accounts and revenue. Training employees to work efficiently and safely with 
compliance with OSHA and DOT. 
 


 


9/2000 - 8/2005 


 


 


 


Education 


Boise State University,  Boise, ID  


   Bachelors of Business Administration 


      -Minor in Human Resources Management 


   8/2000 - 12/2003 


College of Southern Idaho,  Twin Falls, ID  


   Associate Degree in Liberal Arts           


 


8/1994 - 5/1997 


References 


References are available on request. 








 


Academic Year:


Employee Name:


Unit/Department:


Implementation Alignment with Strategic Plan


Goal(s)
What  do you want to accomplish? Why is it 


important to CSI?


Activity(s)
How  will you do it?


Amount ($)
(if applicable)


Assumed Source of 
Funding


(if applicable)


Description
(if applicable)


When  do you plan to 
accomplish it?


Select the CSI Strategic Plan Objective most closely aligned 
with your goal


To be completed at 
the conclusion of the 


planning cycle


Description
(if applicable)


Outcome


Individual Development Plan (IDP)


Goals for Next Academic Year Financial Resources (Estimates)


CSI Mission:  To provide quality educational, social, cultural, economic, and 
workforce development opportunities that meet the diverse needs of the 


communities we serve.


CSI Vision:  To improve the quality of life of those impacted by our services.  


CSI Core Themes:  Community Success; Student Success; Institutional Stability








  


Instructional Council 
 


September 23, 2020—2:00 p.m. 
Taylor Building/SUB Room 276 


 


Agenda 


Introductions Todd  


Review agenda All 


Review/ approval of minutes All 


Academic Affairs  


Old Business:  


• Grading Policy (see Grading Policy document-Policy Channel) Todd 


• Credit for Prior Learning (see Conditions for CPL document-Policy 


Channel) 
Todd and others 


• Special Admissions (see Special Admissions document-Policy Channel) Todd and others 


 New Business  


• Canvas activity tool Thomas 


• Spring semester delivery methodology/definitions Tiffany/Michele 


Reports  


    Provost Todd and others 


• Student Access unit (SOAR update) Jon 


Faculty Senate Laura 


SBOE Committees/Workgroups All 


Institutional Effectiveness and Communication Chris  


Student Affairs/Student Services Michelle 


CIO Kevin  


Good of the Order  


    Miscellaneous announcements All 
 








https://csioffice-my.sharepoint.com/personal/cbragg_csi_edu/documents/accreditation/current 
cycle/year six prfr report/2a exhibits/instructional council bylaws.docx 
 


 OFFICE OF INSTRUCTION AND ACADEMIC AFFAIRS 


Instructional Council Bylaws 
 


I. Introduction 


A. The Instructional Council is a shared governance group that operates as a function of the 
Office of the Provost.  Actions of this body serve as recommendations to the President 
and/or the Board of Trustees of the college who retain final policy and procedural authority. 
The council is composed of voting and non-voting members with responsibilities that impact 
and are impacted by internal and external academic affairs policy and procedure. Primary 
responsibility for the functioning of the Council lies with the  


B.  Provost 
II. Purpose 


A. The primary purpose of the College of Southern Idaho Instructional Council is to coordinate 
all academic affairs operations with those units of the College impacted by said operations. 
The council conducts this business by way of regular meetings during the fall and spring 
semesters.  


B. General purposes include but are not limited to: 


1. Resolution of procedural issues regarding the multiple areas of campus involved in 
instruction and the student experience;  


2. Discussion of best practices; 


3. Development of communication strategies and improvements between the IAA 
office, other campus units, President’s Cabinet, and the faculty.  


III. Membership 


A. The Council consists of both voting and non-voting members. All members are expected to 
attend each meeting, or to provide a proxy or designee. Voting members are assumed to 
have a direct influence on or participation in Academic Affairs, while non-voting members 
are assumed to have an interest in Academic Affairs, but no direct participation in 
instructional activity. 


B. Voting members 


1. Instructional department chairs 


2. Instructional deans  


3. Vice President of Student Services 


4. Directors of off campus centers 


5. Director of Workforce Development and Training  


6. Registrar 


7. Library Director 


C. Non-voting members/participants 
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1. Dean of Students 


2. Chief Information Officer 


3. Faculty Senate President 


4. Athletic Director 


5. Dean of Institutional Effectiveness and Communication  


6. Director of Admissions  


7. VP of Finance/Business Office representative 


8. Director of Financial Aid 


9. Center for Instructional Excellence leadership 


10. Advising Coordinator 


D. Secretary 


1. The Executive Assistant to the Provost acts as Council Secretary and is responsible 
for the development of meeting minutes and distribution of agendas 


IV. Council oversight and operations 


A. Provost  


1. Convenes meetings and acts as Chair 


2. Develops meeting agenda in coordination with the Secretary 


3. Reports to the Council on issues relating to the State Board of Education and various 
other state, regional, and national entities 


4. Works with the Council to set annual goals 


5. Makes determinations as to whether policies and procedures discussed are 
institutional or specific to instruction or other individual units 


B. Meetings 


1. The council meets on the 2nd Wednesday of each month of the academic year at an 
hour which the council determines each year. The Chair may call for meetings on 
alternative dates as necessary due to holidays, etc.  


a) The Chair may call special sessions as needed. 


2. Meeting topics and agenda items are determined in at least 5 working days in 
advance of regularly scheduled meetings. Requests for time on the Council meeting 
agenda are made through the Secretary and are subject to approval by the Provost. 
Meeting topics should be related to the Council purposes and responsibilities set 
forth above. The Council meetings are not intended to provide venues for campus-
wide dissemination of information from other units unless such information has a 
direct impact on instruction. 


 
3. Roberts Rules of Order will be used in all meetings. 


 
C. Responsibilities of the voting members of the Council  


1. Develop and maintain institutional Academic Affairs policies and procedures 
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2. Assist in administrative planning e 


3. Evaluate external policy impacts on CSI Academic Affairs 


4. Assist in communication and information dissemination from the IAA office 


5. Commit to meaningful civil discourse relative to problem solving, and issues 
requiring collaborative resolution 


D. Responsibilities of non-voting members of the Council 


1. Actively participate in the meeting discussions 


2. Provide perspective from area(s) represented 


3. Assist in communication and information dissemination from the IAA office 


4. Commit to meaningful civil discourse relative to problem solving, and issues 
requiring collaborative resolution 


E. Operating procedures 


1. As a shared governance body, the council considers topics for final administrative 
approval, and any business conducted is considered advisory to the President’s 
Cabinet. 


2. The Council secretary keeps meeting minutes which council members review for 
accuracy and approval at a subsequent meeting.  


3. Institutional policy 


a) Any voting member may introduce changes or additions to policy. Such 
items may be included on any regular or special meeting agenda subject to 
the approval of the Chair.  


(1) Proposals are given a first reading, followed by a waiting period 
(until the subsequent meeting) for consideration and discussion. 


(2) Voting takes place following the second reading. 


b) Any proposal for policy additions or modifications is subject to review of 
the Institutional Policy Officer (Director of Human Resources) and further 
review by other groups (e.g. PACE, and Faculty Senate). 


c) Primary policy for Instructional Council lies in Section V, Academic Affairs. 
However, the group may also be asked to review other policy under 
consideration by the institution. 


d) Final authority for institutional policy lies with the President and Board of 
Trustees. 


4. Institutional procedures (current policy 1.03) 


a) Changes to operating procedures in support of institutional policy may also 
be introduced using the process above. 


b) Final authority for procedural changes lies solely with the President 


5. Other topics 


a) Recommendations on catalog content and related procedures not covered 
by institutional policy 
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b) Standing reports 


(1) Student Affairs/Student Services 


(2) Information Technology  


(3) State Board and State Board Office and related committees 


(4) Faculty Senate 


(5) Office of the Registrar 


(6) Other campus initiatives as appropriate 


V. Revision history 


A. October 2018 


B. September 2019 








Instructional Council Meeting 
September 23, 2020 
2:00 p.m. 
 
Attending:  Crystal Ayers, RoseAnna Holliday, Hallie Star, Laura Erickson, Whitney Smith, Jason 
Ostrowski, Barry Pate, Matt Quesnell, Shelley McEuen, Tracey Meyerhoeffer, Catrina Chapple, Cesar 
Perez, Clark Draney, Jon Lord, John Hughes, Chris Bragg, Kory Lloyd, Andy Cluff, Teri Fattig, Michele 
McFarlane, Larisa Alexander, Jan Simpkin, Thomas Sharpe, Tiffany Seeley Case, Bethany White, Jayson 
Lloyd, Gail Schull, Amy Christopherson, Michelle Schutt, Scott Farkas, Joel Bate, Ron Cresswell, Jennifer 
Hall, Kevin Mark, Kendal Nield (if you are missing from the list, let Shonna know and she can add you) 
 
Todd called the meeting to order 
Welcome and Introductions 
Agenda review: 
Most of the items today are Informational items 
No additional items requested 
 
February 2020 Minutes 
Motion to approve:  Scott Farkas 
Second by: Ron Cresswell 
Motion carries 
 


Academic Affairs  


 
OLD BUSINESS: 
Grading Policy 


• Need to tie up loose ends regarding the Grading Policy 


• The final draft was vetted through IC in February after it had been circulated through Faculty 
Senate and other venues several times 


• Conclusions were that no one was interested in having an X grade.  It was removed as an option. 


• There was some revision made to the Incomplete grade after Heidi Adams worked with faculty 
on the exact wording for that section 


• We will take no action, now 


• Todd address Laura Erickson:  Let’s talk about faculty role going forward in the development of 
policies 


• We will include it as an Action Item next month 
 
ACTION ITEM:  Bring forward next month for vote to finalize 
 
On another note regarding policies 


• Institutional policies are ALL under review, currently. 


• If you have some concerns regarding a policy, please bring those forward 
 
Credit for Prior Learning 


• There has been a lot of discussion regarding CPL 


• Cindy Bond and Samra Culum did most of the work on this initiative 


• There was a document developed that landed with the CIE – Kendal Nield 







• This document may need to be more formalized into policy  


• Kendal shared that it may need a review and Todd shared that Kendal would be a resource for 
operational questions regarding CPL 


 
ACTION ITEM:  Does this document need to be more formalized into policy? 
 
Special Admissions 


• This statement is for those times when we have requests for enrollment for those who may be 
under age of 16 


• Michelle Schutt shared that the intention is to have a conversation with an intended instructor 
and these requests will be handled on a case by case basis depending on the course 


• If you have questions or concerns, please reach out to the Student Affairs office  
 
NEW BUSINESS:  
Canvas Activity Tool 


• Thomas has built a tool that we could utilize for student analytics in retention efforts 


• Thomas shared in a brief presentation  
➢ Working to find data that is useable and actionable. 
➢ We will further develop to target those students who need help 


• Contact John Hughes or Thomas Sharpe if you are interested in finding out more about the tool 
 
Delivery Methodology/Definitions 
Ran into some issues this Fall semester with how courses are being identified with a specific 
methodology and we want to make some adjustments to alleviate confusion 
 
Tiffany will coordinate an effort to get these modified as necessary for Spring semester 
 
Course types 


• Michele shared and explained the course codes currently in policy 


• The idea is make sure we understand the codes we are using and the modalities for delivery and 
that students understand each of those 


 
Hoping to be proactive in getting the information out and understood by everyone for the Spring 
semester 
 
The codes are defined within the catalog. 
Can we add a key to the bottom of the schedule? 
 


• W (Online) designation seems to be good – if there is a particular time and place requirement it 
should be noted in the schedule on the additional lines available for us to use. 


• A (Hybrid) designation —it would be possible to add a child section(s) to make some designation 
for the rotational schedule may be between a ZOOM or F2F meetings or there is the ability for 
additional lines to say what is happening in the schedule 


• Off campus center and child sections—seems okay – with some exceptions for ZOOM 
opportunity 


• S (Service Learning) designation -- service learning courses that indicate some additional 
responsibility for outside of classroom. 







 
Chris cautioned the group to be careful making these designations on courses.  Are we defining these 
course codes for the purpose of communicating nuances to students or are we using course codes to 
collect and look at data on the backend? 
 


Reports  


 
Provost 


SOAR Updates 


• Approximately five years ago, we decided to have a mandatory orientation 


• This spring it became apparent that we may not be able to have a mandatory orientation 
requirement 


• We also decided that E SOAR wasn’t going to work either 


• We removed the SOAR and Advising requirements for Fall registration 


• We will restore the advising requirement and remove the SOAR requirement for Spring 
registration 


• Dean of Student Access – Jon Lord will be working with Admissions and others to work through 
better defining what an orientation experience looks like 


 
Jon Lord shared 


• Currently scheduled SOARS are happening 


• Every student enrolled in CANVAS has access to E SOAR 


• There may be some opportunities in the future for students regarding the CSI community and a 
first experience type of activity.   


• This will be a collective effort and take some time to develop. 


• President Fisher has made it fairly clear his expectation with regards to students 


• The Student Experience Working Group was formed by President Fisher to provide some 
recommendations – in fairly short order.  Those are drafted and final preparations made to 
share. 


• President Fisher is looking for a faculty centric advising model 


• This will be an evolutionary process  
 


State Board of Education 


• The k-12 system has been given back the money withheld from them earlier 


• There has been some discussion about the possibility for some remaining CARES money being 
distributed to higher education in the state. We were offered the opportunity to make a 
request.  


• One of the items on our request is the dorm wireless infrastructure 


• There is some focus as well on the air cleaning safety issues and infrastructure to support it 


• Board is still focused on Idaho Online.  Provosts were charged with doing some preliminary 
work. 


• Legislative stuff is up in air for now until after the election 
 
Faculty Senate 
No report 
 







SBOE Committees/Workgroups 
Tiffany reported 


• The Gen Ed Committee has commenced their weekly meetings 


• The various discipline groups should be meeting statewide 


• The Gen Ed Summit coming up end the of October 


• Some revisions coming for Policy III.U. regarding OER  
 
Institutional Effectiveness and Communication 
Chris Bragg  


• An email has been distributed campus wide regarding external funding (grants) form.  Please 
make sure any faulty or staff applying for outside funding complete the form prior to any work 
they do on grant with an outside funding source to ensure they are not doing a lot of work only 
find out they cannot seek that funding.  It is important to get approval on the front side 


• Heid Adams is working with IE office on STEM grants 


• Em will be doing a ZOOM session or two on grant writing 


• Justin will do a workshop through PACE 
 
CIO-Chief Information Officer 
Kevin Mark 


• Provided an update on showcases beginning on Monday. Please visit the Polaris site accessible 
from CSI Connect for more information 


 


Good of the Order  


 
Jayson Lloyd shared that the Carey Fire Department donated a fire truck to our Fire Science Program 
 
Teri Fattig shared that the Library turned seven rooms in the Library into small ZOOM spaces 
 
Todd shared that there will be some additional ZOOM rooms being developed on campus 
 
Laura Erickson shared  


• A huge thank you from Faculty Senate to all of those working over the summer to increase 
enrollment. We are very grateful for all the additional time and effort extended this summer. 


• Additionally, we would like to thank those in IT for all the help they’ve given to us, for the extra 
equipment, problem solving, and all the additional things they’ve been doing to help make 
instruction go easier 








Dr. L. Dean Fisher 
President 


College of Southern Idaho 
 
Education 
 
Ed.D.   Gwynedd Mercy University  Higher Education Administration 
M.A.   University of Central Oklahoma  History 
B.A.   University of Central Oklahoma  History 
A.A.   Rose State College   General Studies 
 
Additional Education/Professional Development 
 


▪ Evaluator for the Higher Learning Commission  
o Accreditation Visits 
o Systems Portfolio Review 
o Assessment Institute Facilitator 
o Strategic Planning Facilitator 


▪ Certified Instructor – Phi Theta Kappa Leadership Curriculum 
▪ Evaluator for Oklahoma Quality Awards Foundation 
▪ Completed Future Presidents Academy through the American Association of Community Colleges 
▪ Certified as Advanced Incident Commander through the Emergency Management Institute (FEMA) 
▪ Completed leadership development programs: 


o Leadership Oklahoma City 
o Leadership Oklahoma 
o FBI Citizens Academy 
o Oklahoma Municipal League Citizens Leadership Academy 
o Oklahoma Educators Leadership Academy 


 
Professional Experience 
 
June 2020-present       College of Southern Idaho 


President 
 


June 2017-June 2020      SUNY Corning Community College 
              Provost 
 
January 2015-June 2017            U.S. House of Representatives 
                  Office of Congressman Steve Russell (OK-5) 
                  Chief of Staff 
 
May 2012-January 2015                    Rose State College  
                                                               Vice President for Student Affairs and Enrollment Management 
 
July 2003-May 2012        Rose State College 
              Associate Vice President for Enrollment Management 
 
May 1997-July 2003        Rose State College 
         Director of Financial Aid and Scholarships 
 
June 1990-May 1997        Rose State College 
       Associate Registrar/Director of Admissions 
 







February 1987-June 1990       Rose State College 
         Assistant Director of Financial Aid 
 
March 1983-February 1987           Oklahoma State Regents for Higher Education 
                  Student Loan Analyst 
 
Instructional History 
 
University of Central Oklahoma 
Adjunct Faculty – College of Education and College of Liberal Arts 
January 2003-May 2020 


o General Humanities 
o War and Culture 
o Student Development (Graduate) 


 
Alfred University 
Adjunct Faculty – College of Arts and Sciences 
January 2018-December 2018 


o Medieval History 
o World War II 


 
Rose State College 
Adjunct Faculty – Social Science and Humanities Division 
January 1989-December 2015 


o U.S. History 
o General Humanities 
o Lessons in Leadership 


 
Thomas Edison State University 
Adjunct Faculty – College of Liberal Arts 
January 2005-June 2012 


o War and Culture 
o History of Vietnam War 


 
Community Involvement 
 


▪ Member, Board of Directors, Del City Chamber of Commerce (2003-2014) 
▪ Member, Board of Directors for Tinker Area YMCA (2003-2012) 
▪ Leadership Trainer for Oklahoma Municipal League (2007-2012) 
▪ Leadership Consultant for: 


o Delta Dental of Oklahoma 
o Oklahoma Association of Electric Cooperatives 
o CentrePoint Energy 
o MTM Recognition 
o SandRidge Energy 


▪ Member, Board of Directors, Career Development Council of the Southern Tier (2017-2020) 
▪ Member, Board of Directors, Oklahoma Community Service Commission (2005-2012) 
▪ Member, Board of Directors, Oklahoma Association of Community Colleges (2007-2015) 
▪ Member, American Association of Community Colleges Legislative Advocacy Committee (2017-


present) 
▪ Member, Advisory Committee for Student Development Program, University of Central Oklahoma 


(2013-present) 
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WELCOME FROM THE PRESIDENT


Welcome to the College of Southern Idaho, one of the 
fastest growing educational institutions in the State of 
Idaho. We are a progressive campus where you will have 
the opportunity to excel in any endeavor you wish to 
accomplish. Our students are the most important individ-
uals on our campus. CSI offers you many unique opportu-
nities and services to help you realize your lifelong goals.


CSI is recognized for outstanding faculty, facilities and our 
student-centered environment. In addition to our excel-
lent programs, we offer many support services to help 
students succeed: study skills classes, tutoring, learning 
centers, advising, financial aid, and health services to 
name some.


Students can also participate in student government activ-
ities, special interest clubs, athletic teams, and fine arts 
productions. We take great pride in offering innovative 


and state-of-the-art programs while maintaining an affordable, personalized experience for our 
students.


We hope you will have an opportunity to take advantage of the many offerings enjoyed by our 
students outside the classroom. We truly want to make your college experience with us one that 
will last for a lifetime. CSI is a diverse institution that welcomes and celebrates the rich heritage 
and varied perspectives of all our students, faculty, and staff. I am certain that your experience 
with us will be both challenging and fulfilling as you prepare yourself to lead a full, effective life 
in our changing world.


Dr. L. Dean Fisher, President
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“To provide quality educational, social, cultural, economic, 
and workforce development opportunities that meet the 


diverse needs of the communities we serve.”  
(Adopted 1/19/2016)


The College of Southern Idaho recognizes all individuals as having value in a democratic society. CSI 
believes that education is for everyone and at all stages of life – meeting students where they are, help-
ing them with where they want to be, and instilling the importance of lifelong learning. CSI strives to 
foster intellectual curiosity, critical thinking, informed engagement, social and civic responsibility, and 
productive global citizenship.


CSI MISSION STATEMENT


CSI PHILOSOPHY & PURPOSES
PHILOSOPHY


PURPOSES EDUCATIONAL SERVICES
• To provide a program of general education that 


assists our students in developing the under-
standing, knowledge, skills, values, and atti-
tudes necessary for effective living in a global 
society.


• To provide university- parallel curriculum – the 
first two years of a baccalaureate degree pro-
gram in preparation for entrance into the junior 
year of a four-year college or university.


• To provide a program of professional-technical 
education that prepares students for employ-
ment upon successful completion.


• To provide a program of community education 
for lifelong learning.


• To support the social, cultural, and economic 
development of the region.


• To serve the community by making the col-
lege’s human and physical resources available 
–including facilities and the expertise of faculty 
and staff.


• To provide personalized support services to 
promote the successful achievement of all oth-
er institutional purposes.


The College of Southern Idaho provides the fol-
lowing educational services:


• Majors oriented towards transfer to four-year 
schools


• Programs/courses designed to improve the stu-
dent’s marketability in the workforce


• Short-term and custom training programs


• Courses for personal enrichment


• Opportunities for high-achieving students


• Developmental courses to assist students who 
need to raise existing skills to college-level 
competency


• Opportunities for high school students to earn 
college credit (dual credit and Tech Prep)


• Online and distance learning opportunities
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CSI provides access to higher education throughout South Central Idaho by offering classes and student services 
at off-campus centers in Burley, Gooding, Jerome and Hailey. The off-campus centers provide convenient lo-
cations for students in rural areas to work toward a degree, prepare to transfer to a four-year institution, or take 
classes to gain skills for a career change. In addition, each center also offers a wide range of community educa-
tion non-credit classes to promote learning and creative exploration for people of all ages. At the CSI off-campus 
centers, students can truly stay near and go far!


IDAHO


•  Hailey


•  Jerome


•  Burley


http://offcampus.csi.edu


Blaine County Center 
Community Campus Room 408 
1050 Fox Acres Road  
Hailey, ID 83333 
Phone: 208-788-2033
E-mail: hstar@csi.edu
Website: www.csi.edu/blaine


Gooding Center
202 14th Ave. E.  
Gooding, ID 83330 
Phone: 208-934-8678 
E-mail: cperez@csi.edu
            sjacobson@csi.edu
Website: www.csi.edu/northside


Mini-Cassia Center 
1600 Parke Avenue  
Burley, ID 83318 
Phone: 208-678-1400
E-mail: achristopherson@csi.edu 
 tclaridge@csi.edu
Website: www.csi.edu/minicassia


•  Gooding


Jerome Center
104 West Main St.
Jerome, ID 83338
Phone: (208) 324-5101 or 
            (208) 732-6464
E-mail: mmartinez22@csi.edu 
 cperez@csi.edu
Website: www.csi.edu/jerome


CSI OFF-CAMPUS CENTERS


Twin Falls
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ANCILLARY & PARTNER AGENCIES


AREA OFFICE ON AGING
The CSI Office on Aging is the official Aging and Disability Resource Center for the Magic Valley.


IDAHO STAR
To fulfill our mission, we offer courses for every rider providing hands-on training that helps make Ida-
ho’s roadways safer for all of us. In fact, a review of all 7,738 motorcycle crashes statewide from 1996-
2014 indicated that STAR training is associated with a 79% reduced crash risk and an 89% reduction in 
the risk of a fatal crash. 


REFUGEE PROGRAMS
The Refugee Center offers programs to resettle individuals and families in our community, to gain em-
ployment, learn English skills, access social services and benefits, to seek funding, assist older refugees 
with their specific needs and help refugees to adapt to our unique culture. 


SOUTHERN IDAHO ECONOMIC DEVELOPMENT
SIED is Southern Idaho’s single-point contact for business relocation, expansion and talent growth.


TRANS IV BUSES
Trans IV Buses have been providing personalized public transportation to the people of Magic Valle 
since October 1979. A variety of services are offered to meet the needs of working commuters, students, 
agency clients, the elderly, and the disabled.


HEAD START/EARLY HEAD START
• Federally funded preschool and family support program for low income families.
• Works in partnership with local communities.
• Promotes a sense of learning and self-reliance for both parents and child.
• Services includes education, medical, dental, mental health, nutrition & transportation.
• Inclusive preschool setting for children with disabilities.
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CAMPUS SERVICES


ATHLETICS DEPARTMENT
athletics.csi.edu


For All Season Sports Passes and $1 entrance to local games.


WORKFORCE DEVELOPMENT & TRAINING, 
COMMUNITY EDUCATION & ED2GO


ed2go.com/csicec-emp-pro/
For free professional courses called Ed2Go. 


FINE ARTS CENTER & SPECIAL EVENTS
fineartscenter.csi.edu


For discounted and free access to events.


LIBRARY
Books, magazines, music, DVDs & audio books


csi.ent.sirsi.net
For free loan of books and much more.


HERRETT CENTER & FAULKNER PLANETARIUM
herrett.csi.edu


For discounted and free access to programs, art and collections.


IT HELPDESK
x6311 or helpdesk@csi.edu


To report a problem or seek help with a software or hardware issue.


BOOKSTORE
The Bookstore is temporarily located in the Evergreen Building and 
contains books to rent or buy, digital supplies online shopping, 
school and office supplies and swag.  


CAMPUS COMMUNICATION
www.csi.edu/publicinformationoffice/enotes


www.csi.edu/calendar/


The Public Information Office publishes a weekly employee 
electronic newsletter, the eNotes.  


For an online calendar of public and employee events on campus 
visit the CSI website for internal and external events. 
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CAMPUS COMMITTEES
CSI PACE Professional & Classified Employee


PACE serves as an official voice to the College of Southern Idaho’s non-teaching, non-administrative 
employees. PACE provides an opportunity for our classified and professional employees to get to-
gether, network and stay “in the know” about things going on at this wonderful campus of ours. The 
PACE organization sponsors, along with a myriad of other activities, Brown Bags, Employees of the 
Year (one professional and one classified), quarterly Newsletters, Tours, Trainings, and WOW cards. 
From time to time we are asked to take surveys and report the results to the President and/or the 
Board of Trustees.


FACULTY SENATE
The Faculty Senate is a voluntary, collegial association of the faculty of the College of Southern Idaho 
and is recognized by the College as the voice of that faculty.


The Faculty Senate provides a forum for faculty concerns and renders the majority opinion of partic-
ipating faculty to the administration and to the Board of Trustees of the College on matters brought 
before it by its membership, the administration or the Board.


The Faculty Senate Executive Committee considers all faculty concerns that are brought before it. It 
also serves as liaison between the Faculty Senate membership and the administration and Board of 
Trustees.


The Rank Committee of the Faculty Senate assists the administration in the evaluation of applications 
for rank promotion.


FACULTY STAFF CONNECTIONS
The Faculty Staff Connections Committee is a CSI Standing Committee whose mission is to provide 
increased opportunities for social interaction and networking between faculty and staff at the College 
of Southern Idaho. The Committee will:
• Partner with CSI committees or other organizations to organize recognition/appreciation events to 


acknowledge and celebrate the accomplishments of CSI employees.
• Encourage communication between departments to nurture a sense of community among all CSI 


employees, and
• Foster collegiality to promote a positive workplace climate.


CSI SUSTAINABILITY COUNCIL
The College of Southern Idaho’s Sustainability Council is working to make sustainable practices a 
priority and cultural norm in our community. We are faculty, staff, administrators, and students who 
have come together to promote sustainable practices on campus and community-wide. Sustainability 
Council meets the second Tuesday of the month at 1 PM in Shields 201. You are invited to join us. 


AAWCC American Association for Women in Community Colleges


• Encourage educational program development for women in community colleges
• Support women in leadership roles
• Develop communications among women in community colleges
• Promote and offer local and state workshops for women in community colleges
• Disseminate information on courses, programs, and services for professional women
• Address equity and other issues pertinent to women students and staff
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Employee Assistance Program
Business Psychology Associates (BPA) 
(800) 726-0003 
Reliant Behavioral Health (RBH) (866) 
750-1327
Up to 4 visits, per issue/company with 
pre-approval.
Counselors available 24/7. Smoking 
cessation, weight management, addic-
tion, personal, work, relationship, legal/
financial services
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EDUCATIONAL OPPORTUNITIES  
FOR CSI EMPLOYEES & FAMILIES


Full-time regular employees and their spouses and children are eligible to enroll in credit classes 
at CSI and submit an exemption form for charges associated with credits (commonly thought of 
as tuition); however, they are still responsible for any special fees associated with these courses 
and the cost of any books and supplies. Exemption forms do not apply to Non-Credit or Com-
munity Education courses. Employees, their spouses and children are responsible for logging 
into MyCSI and confirming that their exemption has been applied toward their account balance. 
They are also responsible for paying any special course, lab or activity fees by the applicable 
due date. This benefit and its requirements also extend to Retirees and their spouses. 


Full-time regular employees may also be able to register for courses at some Idaho post-sec-
ondary institutions using a reciprocal agreement negotiated with the College of Southern Idaho. 
There will be a nominal registration fee, plus a fee per credit hour to the employee. Special 
course fees may also be charged. 


Lewis & Clark State College
$20 registration fee, $5 per credit with a limit of 6 credits in the Fall/Spring and 3 credits in the 
Summer.


ISU
Undergraduate and graduate programs for $5 per credit  


One-time per semester administrative fee of $20, on-line class fee of $35 per credit.   


North Idaho College
$5/credit, $20 per class fee + lab/course fees, includes employee and spouse


College of Western Idaho
10% of tuition, $20 fee per term


No reduction in special class fees, no credit limits, must be degree seeking, for-credit classes 
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Eligible CSI employees, spouses, and their eligible children may enroll in credited courses on a space available 
basis. This application needs to be completed only once and must be signed by the employee and each 
dependent listed. 


This exemption and its requirements extend to Retirees and their spouses. Children of retirees may register for 
credit classes without paying tuition associated with credits as long as the child meets the following criteria: 


 Under age 19 at the end of the year or
 A full-time student under age 24 at the end of the year for at least five (5) months of the year or
 Permanently and totally disabled at any time of the year


This does not apply to any non-credit or continuing education program or class.  Special course charges, such 
as activity and lab fees, must be paid by the due date for the term in which the student is enrolled.  Late fees 
will apply for any course fees not paid or applications not received by the due date. 


It is the responsibility of the employee/student to:  1) complete this form in its entirety; 2) have the form 
approved by Human Resources; 3) turn in to the Business Office.   


  PRINT 
Employee/Retiree Name Employee ID#   __________________ 


Retiree □ Yes □ No


PRINT 
Student Name Student ID# 


  Relationship 
(Self, Spouse, Child)   Student Signature  Date 


I certify the student(s) listed above is/are eligible for Tuition Exemption. 


Employee Signature Date 


Human Resource verification of employment and eligibility 


_________________________________________________________          _____________________ 
 HR Approval (Signature)   Date 


Employee Application 
for Tuition Waiver
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REDUCED FEE/RECIPROCAL AGREEMENT 
College of Southern Idaho Employees  


The student/employee is responsible to provide all required information, obtain CSI HR approval, and 
submit this form to the institution to which they are applying before the first day of classes. Failure to do 
so may delay processing and late fees may apply.  


STUDENT 


Name __________________________________
(Please print) 


University ID# ____________ Semester: Fall   Spring   Summer Year _______
(Circle one)


Student plans to attend (circle one): ISU     LCSC     NIC     CSI


Course # Start date Course title Credits Days Time


CSI EMPLOYEE 


Name __________________________________ CSI ID# _____________   DOH ________
(Please print) (Date of hire) 


Signature _______________________________ Date __________________ 


Signature acknowledges all information is correct and in accordance with CSI Reciprocal Agreement Policy. 


Department ______________________________ Telephone ___________________ 


CSI SUPERVISOR 


Name __________________________________ Telephone ___________________
(Please print) 


Signature _______________________________ Date __________________


As per IRS regulations, employees that have spouses taking graduate courses with this agreement will
be assessed taxes on the full value of the courses in the calendar year in which those courses are taken.  


CSI PAYROLL / HUMAN RESOURCE USE ONLY


_____ Approved Date ____________________


_____ Denied Signature _________________________


Rev: 1/2020
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EMPLOYEE PERFORMANCE STANDARDS


1. CSI’s Standard of Conduct: Describes how well the employee manages follows, supports, champions and 
models the following College’s Standard of Conduct:  


• Workplace Conduct: Acts fairly, collaboratively, and honestly in personal and group interactions and 
helps create and maintain a non-discriminatory, harassment free, drug/alcohol free, and respectful work-
place.  Maintains confidentiality, including protecting the privacy of, and access to, records.


• Compliance: Understands and adheres to State and Federal laws and rules as well as complying with 
College policies and other forms of guidance. Uses acceptable processes (College policies and procedures, 
chain of command, etc.) to bring issues to administration’s attention.


• Financial Stewardship: Insures accurate financial transactions and reports and maintenance of internal 
controls. Utilizes College resources in an effective manner, identifies, discloses, and avoids potential con-
flict of interest, and reports waste, fraud and/or abuse. 


• Individual Responsibility and Accountability: Demonstrates sound judgment, accepts responsibility, and 
holds himself/herself accountable for meeting the highest standards of service as well as established perfor-
mance standards and developmental objectives.


2. Customer Service: Describes how well the employee works with internal and external customers to achieve 
desired results and maintain positive customer relationships and professional image. Employees are expected 
to be polite and efficient in working with customers.


3. Interpersonal Skills: Describes how well the employee establishes and maintains effective work relationships. 
Demonstrates sensitivity to others and has good communication and listening skills.


4. Dependability: Describes how well the employee completes assigned work in a timely manner, keeps com-
mitments, is accountable and stays balanced under pressure. The employee meets attendance requirements.


5. Adaptability/Flexibility: Describes how well the employee adapts to change and is open to different and new 
ways of doing things. Demonstrates willingness to learn and apply new skills or methods in completing work 
assignments or projects.


6. Technical Duties: Describes how well the employee performs the technical duties related to his/her position 
(include department specific requirements).


7. Quality: Describes the employee’s work in terms of consistency, thoroughness, and accuracy. The employee 
supports and participates in continuous improvement in work processes, services or products. Demonstrates 
ethical dealings, effective problem-solving skills and meets quality standards set by supervisor.


8. Productivity: Describes how the employee manages and completes workload expectations by setting and 
following priorities, using time effectively and achieving work goals. Demonstrates the knowledge and skills 
needed to do the job.


9. Work Environment/Safety: Describes how well the employee promotes and supports a respectful workplace. 
Demonstrates support and compliance with general conditions of employment, EEO, security and workplace 
safety policies. Demonstrates ethical behaviors, decision-making skills, and compliance with appropriate fed-
eral and state laws and College policies and procedures.


10. Employee Development: Pertains to professional development, workshops and training. Describes willingness 
to participate in personal and professional growth and training activities and events. 
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STAFF PERFORMANCE  
MANAGEMENT & EVALUATION
Each employee plays an important role in making the College of Southern Idaho the best it can be. The Perfor-
mance Management System (PMS) gives us tools for the ongoing process of workforce planning, employee coach-
ing, feedback, and development.
The CSI Performance Management System provides ways to bring out the best in employees and allows the Col-
lege to meet its goals at the same time. The focus is on communication - communication about performance. Per-
formance evaluations develop and motivate employees by ensuring their activities are both linked to their goals 
and to the Mission of the College of Southern Idaho.
Performance Management is a continuous and ongoing process for supervisors and employees of the College. 
Performance Evaluation meetings may be conducted, and evaluation forms submitted to the HR Department 
throughout the year; e.g., on the anniversary of an employee’s date of hire, and are due to the HR Department 
annually for the purpose of contract consideration. Questions about this procedure may be directed to the Direc-
tor of Human Resources.
Goals
CSI’s performance management system is developed to provide a mechanism for creating and maintaining on-
going communication between the supervisor and employee. This system focuses on helping each employee 
achieve his/her best workplace performance. To that end, the College’s system is designed to accomplish the 
following goals:
1. Creating a review of the job description and responsibilities;
2. Setting performance expectations;
3. Keeping performance on target;
4. Realigning performance if necessary; and
5. Ensuring a comprehensive performance evaluation meeting takes place.
Why Do Performance Evaluations?
Performance evaluations assist employees in developing their ca-
reers and being successful in their jobs. They describe expectations 
and standards for all College employees. It’s the right thing to do, 
and they ensure the mission and vision of the College of Southern 
Idaho are achieved by:
1. Motivating and encouraging employees to be productive con-


tributors to the mission and goals of the department and the 
College. 
• Ensuring activities of the employees are linked to the goals 


and mission of the department and College.
• Discussing employee performance through feedback.
• Documenting communication regarding performance ob-


jectives to employees.
• Establishing performance goals and objectives.
• Focusing on outcomes and results.
• Enhancing communication through continuous feedback 


and coaching between employee and supervisor
2. Promoting consistency throughout the organization. 
3. Meeting legal requirements and serving as a legal document. 


Learn more: hr.csi.edu/pms
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The Center for Instructional Excellence has initiated a three-year process to mentor new instructors. 
Faculty learn how to verify classroom attendance, follow a course syllabus, and best practices in 
teaching and learning.  Instructional Dean John Hughes may be contacted at x6549 or by email to 
jhughes@csi.edu.


In general, the first three years of a faculty member’s employment are considered introductory, 
and after a successful introductory period, the College usually grants introductory full-time faculty 
Continued Employment (see below). While all faculty are guaranteed due process (see Human Re-
sources Director), the introductory faculty contracts are renewable pending performance evaluation, 
review, and departmental or division supervisor recommendation for periods of one year for the 
three-year introductory period.


Employment during summer terms, in part-time positions, or during periods of leaves of absence 
shall not be credited toward satisfying the introductory period. Only full-time, continuous service 
at the College will be included in determining completion of introductory period, except where a 
break in service was pursuant to an approved leave of absence. The period of approved leave shall 
be excluded from the requisite period for completion of the introductory period.


Evaluation is important in assessing the merit of the introductory candidate. Introductory faculty 
members shall be evaluated by students, peers, supervisor, and self in accordance with the College’s 
evaluation procedures. Supervisor evaluation of introductory faculty members shall be conducted 
each year for the three-year introductory period. The introductory faculty member will receive a 
written performance review and an oral summary of the evaluations from his or her supervisor at the 
end of each year of the introductory period.


When a faculty member appointment is not renewed during the introductory period, the faculty 
member shall receive notice of his or her non-retention for the ensuing academic year as follows:


1. Not later than April 1 of the first academic year of service, if the appointment expires at the end 
of that year, or if the appointment terminates during an academic year, at least two months in 
advance of its termination;


2. Not later than January 1 of the second academic year of service, if the appointment expires 
at the end of that year, or if the appointment terminates during an academic year, at least five 
months in advance of its termination;


3. Not later than November 1 of the third academic year of service, if the appointment expires at 
the end of that year, or if the appointment terminates during an academic year, at least eight 
months in advance of its termination.


Continued Employment


After three years of continuous, full-time employment (i.e., the beginning of the fourth year), the 
College recognizes the merit of a faculty member and the assumption that he or she would meet the 
long-term staffing needs of the department, division, program and the institution. The contract for 
such a faculty member indicates that the College may not terminate a faculty afforded Continued 
Employment without first proving Just Cause (see below).


hr.csi.edu/facultyhandbook (see section 3)


NEW FACULTY ONBOARDING


FACULTY INTRODUCTORY PERIOD
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Faculty in each area are subject to ongoing evaluation for the primary purpose of professional im-
provement, not for punitive or disciplinary measures. In cases where some deficiency is suspected, 
please refer to the particular departmental or division policy.


The evaluation methods should be used by faculty for professional improvement. Through the eval-
uation processes, when improvement and professional development needs are identified, the re-
sponsibility for improvement and/or change rests with the faculty member. The institution may assist 
by providing development and improvement opportunities.


Student Evaluation: Student evaluations are completed electronically and made available to students 
prior to the end of the semester.


Self-evaluation: This narrative is a faculty member’s evaluation of his or her own role at the College. 
This should be based on components agreed upon by the faculty and the department or program 
supervisor. 


The objectives agreed upon should be stated in such a manner that the faculty and the immediate 
supervisor are able to determine the degree to which the objectives have been accomplished so 
they may be evaluated. The following list is not exhaustive but may serve as a guideline when set-
ting objectives.


1. Instruction: could include teaching methods and pedagogy, work on a new course, development 
of instructional materials, research associated with instruction.


2. Faculty Development: could include information about membership in professional organiza-
tions, presentations, recognitions and awards, completion of earlier objectives.


3. College Service: could include information about serving as adviser to student organizations, 
attendance at and participation in college committees, elected positions within the college, and 
peer evaluator.


4. Community Service: could include information about service to community organizations, rep-
resenting the college in the community, participation in community projects and public services.


5. Research or Scholarly Publications: information about research and publications.


Peer Evaluation: A faculty member will be evaluated by at least one of his/her peers. The peer 
reports will include the review of course outlines and syllabi, course texts and materials, examina-
tions, and other measures of performance. Numerous ongoing activities play a natural part in peer 
evaluation: sharing ideas, joint problem solving related to student learning, feedback between in-
structors, and so on. The faculty member being evaluated will compile the peer reports and submit 
them.


Supervisor Evaluation: The chairperson or immediate supervisor will review the faculty member’s 
performance, adding any pertinent comments, including results of student, self-, and peer evalua-
tions. The chairperson will write a review of the faculty member’s performance, sign it, and pass it 
to the faculty member. The faculty member reviews the report, signs it, and returns it to the chair-
person who then forwards a summary report to the appropriate dean or Vice President.


hr.csi.edu/facultyhandbook (see section 3)


FACULTY EVALUATION PROCESS
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Open 360+ days a year • Open Most Holidays • No Contracts or Initiation Fees 
Basketball & Volleyball Court • Indoor Challenge Course with 7 High Elements 


Weight Rooms • Cardio Loft & Hallway • Circuit Machines 
Indoor Track Overlooking Campus • FREE Drop-In Fitness Classes


Bring CSI ID with current sticker or a class schedule to sign up!


For more information, contact:
Sarah Kirchner, Student Recreation Director


skirchner@csi.edu
208-732-6470
Rec Center 250


www.csi.edu/recreation-center


PART TIME STUDENT:
$5 per credit short of full-time 
status
Example:
Student registered in 3 credits
12 credits - 3 credts = 9 credits
9 x $5 = $45 (per semester)


FULL TIME STUDENT:
Included in Tuition & Fees


SPOUSE OF STUDENT:
Full year: $100
Semester: $40


Mon-Thurs: 4:30am - 10:30pm


Friday: 4:30am - 10:00pm


Saturday: 5:00am - 9:00pm


Sunday: 7:00 am - 7:00 pm


STUDENT RECREATION CENTER


MEMBERSHIPS:


HOURS:


CSI New Employee Guide | 17







OUTDOOR RECREATION CENTER


The Outdoor Recreation Center is the adventure hub on cam-
pus! We offer 80+ activities a semester for little to no cost! Each 
adventure is rated for beginner to intermediate, so new adven-
turers are always welcome!


With world class recreational opportunities just outside CSI’s 
doorstep, all four seasons provide adventures for students!


Want to rent some gear for the weekend? Visit the ORC Rental 
Shop and outfit your own adventures! The rental shop provides 
a variety of camping, bouldering, hiking, biking, and snow 
gear!


Follow us on social media for the latest trips & updates!


CSI Outdoor Recreation


• Mountain biking
• Hiking
• Caving
• Mystery Vans


• Rock Climbing
• Spring Break Trips
• Hike & Yoga
• Hot Springs


• Ski & snowboarding
• XC Skiing
• Yurt Trips


• Snowshoeing
• Winter survival
• Fat-tire biking


• Stand-up paddleboarding
• Kayak touring
• Climbing


• White water rafting
• Backpacking
• Mountain biking


SPRING/FALL:


WINTER:


SUMMER:


For more info or to rent some gear, contact:
Maren Hunter, ORC Coordinator 
Rec Center 229 • 208-732-6697
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CAMPUS SAFETY
CAMPUS SAFETY: 208.732.6605


EMERGENCY: CALL OR TEXT 911
THEN REPORT TO CAMPUS SAFETY


NON-EMERGENCY: CALL CAMPUS SAFETY
AT 208.732.6605


The College of Southern Idaho is a student-centered institution designed to provide a 
complete educational experience for all students. The goal of the college’s campus safety 
department is to assist in that process by proactively partnering with the campus commu-
nity to maintain a safe, pleasant environment. The campus safety department offers vari-
ous services to our students and staff, including:


• Immediate response to campus 
safety issues


• Partnering with local Police, Fire 
and EMS


• 24 hour patrol


• Free vehicle unlocks


• Free jumpstarts


• After-hours safety escorts


• Parking enforcement


• Incident/emergency management


• Crime reporting


CSI has partnered with Rave Mobile Safety, the leader in 
mobile safety, to offer an emergency notification system, 
Rave Alert, capable of sending users text, voice, and 
email messages.


As a CSI student, staff, or faculty member you are auto-
matically subscribed to the Rave Alert service. You will 
be sent messages from what are known as short codes. 
The messages will come from either 67283 or 226787. 
We encourage you to save these numbers into your 
phone so you will recognize them when messages are 
sent. Some smaller carriers do not support short code 
messaging. For these carriers, you will receive messages 
from @getrave.com.


Annual Security Report / Crime Statistics/Jeanne Clery Act - October 1


College of Southern Idaho campus crime statistics are published annually and reported in compliance with federal regula-
tions. A campus crime and fire log is maintained by Campus Safety and is available for public review.


College of Southern Idaho campus crime statistics are published online through U.S. Department of Education Office of Post-
secondary Education website (http://ope.ed.gov/security/) 


RAVE ALERT


CSI New Employee Guide | 19







Be Informed


• If you see something, say something to the 
authorities right away.


• Be aware of your environment and any possible 
dangers.


• Make a Plan
• Make a plan and make sure your family knows 


what to do if confronted with an active shooter.
• Wherever you go look for the two nearest exits, 


have an escape path in mind and identify places 
you could hide.


• Understand the plans for individuals with 
disabilities or other access and functional needs.


During


RUN and escape if possible.
• Getting away from the shooter or shooters is the 


top priority, leaving your belongings behind to 
get away.


• Help others escape, if possible, but evacuate 
regardless of whether others agree to follow.


• Warn and prevent individuals from entering an 
area where the active shooter may be.


• Call 9-1-1 when you are safe and describe the 
shooter, location and weapons.


HIDE if escape is not possible.
• Get out of the shooter’s view and stay very quiet.
• Silence all electronic devices and make sure they 


won’t vibrate.
• Lock and block doors, close blinds and turn off 


lights.
• Don’t hide in groups. Spread out along walls or 


hide separately to make it more difficult for the 
shooter.


• Try to communicate with police silently. Use text 
or social media to tag your location or put a sign 
in a window.


• Your hiding place should be out of the shooter’s 
view and provide protection if shots are fired.


• Stay in place until law enforcement gives you the 
all clear. 


FIGHT as an absolute last resort.
• Commit to your actions and act as aggressively as 


possible against the shooter.
• Recruit others to ambush the shooter with 


makeshift weapons like chairs, fire extinguishers, 
scissors, books, etc.


• Or, throw items and improvise weapons to 
distract and disarm the shooter.


• Be prepared to cause severe or lethal injury to the 
shooter.


After


• Keep hands visible and empty as officers 
approach.


• Know that law enforcement’s first task is to end 
the incident and they may have to pass injured 
along the way.


• Officers may be armed and will shout commands 
and may even push individuals to the ground for 
their safety.


• Follow law enforcement instructions and 
evacuate in the direction they come from unless 
otherwise instructed.


• Take care of yourself first, and then you may be 
able to help the wounded before first responders 
arrive.


• If the injured are in immediate danger, help get 
them to safety.


• While you wait for first responders to arrive, 
provide first aid. Use CSI First Aid Training or 
sign up for it. 


• Turn wounded people onto their sides if they are 
unconscious and keep them warm.


• Consider seeking professional help for you and 
your family to cope with the long-term effects of 
the trauma.


https://www.ready.gov/active-shooter 


Rev: 8/2020


ACTIVE SHOOTER
This page describes what to do in an active shooter event. Remember to RUN. HIDE. FIGHT.
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CSI is committed to providing an environment that is 
respectful and supportive. If you have a concern that 
you believe impedes these efforts for you personally, 
or a friend or an employee, please report that infor-
mation.


The goal of our campus CARE team is to 
be accessible, empathetic and respon-
sive to anyone needing assistance. We 
understand and respect that asking for 
help or making a report can be an emo-
tional process. Our professionals are 
highly trained and handle every situation 
with the attention and confidentiality it 
deserves.


cm.maxient.com


REPORT A CONCERN


THE CARE TEAM
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Student
Success


Student Success gives students an 
opportunity to be successful in 
their academic and overall college 
endeavor. We at CSI want you to 
be successful and are continually 
developing programs and pathways to 
help you be all that you can be!
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STUDENT SERVICES
ADMISSIONS


Students begin their CSI experience at the Office of Admissions where they can 
apply, take a campus tour, participate in the SOAR orientation program and 
become active on campus through activities. 


COMMUNITY EDUCATION & PROGRAMS
These non-credit classes are available on the main campus and office campus 
centers for continuing education and adult enrichment as well as youth camps 
and classes. Community arts and theatre programs are also sponsored. 


FINANCIAL AID
The Student Financial Aid and Scholarship Office provide financial assistance to 
student so they may achieve their educational goals while attending CSI. 


STUDENT ACTIVITIES
This office coordinates the activities and events sponsored by student clubs and 
organizations, as well as advises and oversees many student government organi-
zations. 


WORKFORCE DEVELOPMENT & TRAINING
This program offers local, hands-on training for area businesses in the areas of 
business and professional development, computer technology, environmen-
tal and industrial safety and technology, apprenticeship programs and online 
classes. 


ADVISING CENTER


Our staff provide advising services to prospective, current, and returning stu-
dents.  First semester degree seeking students are assigned to a Focused Area 
Advisor or Academic Coach for assistance with degree planning and advising 
support resources.  Students are transferred to their major faculty advisor once 
they have completed 15 college level credits.  


EARLY COLLEGE


Dual Credit Courses are college courses taken by a high school student for 
which the student earns both college and high school credit.  Dual credit 
coursework enables students to make progress towards a college degree before 
they finish high school and save on the overall cost of a college education.  


OFFICE OF THE REGISTRAR
This office maintains an accurate and complete records collection for our stu-
dents and the college. 


STUDENT SUCCESS CENTER


The center provides many programs and services to help build confidence for 
learning. Here a student can achieve a GED/HSE, or improve your language, 
writing, reading, math, or study skills to prepare them for a certificate or degree.
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HR FUNCTIONS & CONTACT  
INFORMATION


Consistent with the mission and goals of the college, the HR Department promotes a working 
and learning environment that supports a highly qualified workforce and a quality of work life 
that is based on trust and respect for all employees. 


On the CSI Connect site for employees, you will find information about your benefits, 
retirement, employment, forms and procedures, handbooks and the CSI Wellbeing Program. 
Your questions are always welcome. 


CONTACT US:
Taylor Building 209 | Phone: 208-732-6271 or 800-680-0274 ext. 6271


Employment inquiries call: 208-732-6269
Administrator: Eric Nielson


Judy Heatwole
Wellness/Development Coordinator


E-mail: jheatwole@csi.edu


Phone: 208-732-6269


Building: Taylor 211B


Eric Nielson
Director


E-mail: enielson@csi.edu


Phone: 208-732-6267


Building: Taylor 212


Lyntessa Limas
Human Resource Generalist


E-mail: LLimas@csi.edu


Phone: 208-732-6271


Building: Taylor 209B


Pam O’Dell
Benefits Coordinator


E-mail: podell@csi.edu


Phone: 208-732-6206


Building: Taylor 211A
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SPRING 2021
11/16 Registration Begins


11/23 Financial Aid Document Deadline


1/1 Application for Admission Deadline


1/11 Spring Semester Begins


1/13 Online Registration Ends at 12:00 PM 
(Noon)


1/15 Tuition and Fees Due


1/17 Last day to Drop 
Last Day for 100% Refund


1/18 Martin Luther King Day (Campus Closed)


2/15 Presidents’ Day (Campus Closed) 


3/1 Scholarship & FAFSA Deadline


3/22-3/26 Spring Vacation


4/9 Last Day to Withdraw


4/12 Summer and Fall Registration Begins


5/3–5/6 Final Exams 


5/7 Commencement Ceremony
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SUMMER 2021
Session Start 


Date
Last Day 
to Drop


Last Day to 
Withdraw


End Date


Ses. 1:  
8 Week


June 
7


June 13 July 16 July 30


Ses. 2:  
4 Week


June 
7


June 13 June 25 July 2


Ses. 3:  
4 Week


July 6 July 11 July 23 July 30


4/12 Summer/Fall Registration Begins


4/26 Financial Aid Priority Processing Date


5/31 Memorial Day (Campus Closed) 


7/5 Independence Day (Campus Closed)
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Notes:
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July 1, 2020 to June 30, 2021 


BENEFITS GUIDE 


Your Health 
Your Family 
Your     Life 


2020 - 2021


New Hire


1







Important Legal Notices 


The following important notices can be found with full details on the CSI intranet site 
under the Legal Notifications Regarding Enrollment. If you require a hard copy of this 
information, please contact HR. 


Wellbeing Program 


The College of Southern Idaho offers a voluntary wellness program.  The program 
includes on-site health screenings or you may visit your own doctor for screening. 
If you use Tobacco / Nicotine / eCigarettes, we provide a Tobacco Cessation Program.
We are in the process of implementing additional resources and activities and will share 
information as soon as it is finalized. 
We encourage employees to develop a relationship with a healthcare provider and to 
stay up to date on annual wellness exams.
You may find more information about our wellness program at http://wellness.csi.edu/ or 
contact Judy Heatwole at 208-732-6269.  
You may also contact Pam O'Dell / 208-732-6206 or Eric Nielson / 208-732-6267 for assistance.


 Summary of Benefits & Coverage (SBC)
 Model Individual Creditable Coverage
 Disclosure Required Notices:
 Women’s Health & Cancer Rights Act
 Special Enrollment Rights
 The Children’s Health Insurance Program (CHIP) Premium Assistance


Subsidy Notice
 Newborns and Mothers Health Protection Act


 Important Information about COBRA Continuation Coverage and other Health
Coverage Alternatives


 Employee Rights & Responsibilities under the Family Medical Leave Act
 Uniformed Services Employment & Reemployment Rights Act Notice of 1994,


Notice of Right to Continued Coverage under USERRA
 “Change in Status” Permitted Midyear Election Change


2020 Enhancement Reminders


 Benefit Spot ~ mobile application included.    (Refer to page 5 of this booklet)


 ConnectCare/Virtual visit - Copay is now $0 for access on traditional plan. (Previous copay was $10.)
The full cost will remains $49 on HDHP & then $10 copay after deductible.


 Chiropractic care - 20 visit maximum has been removed. (Prior Authorization is required for visits over 20.)


 Bariatric surgery is now a covered benefit.
 SelectHealth Wellness Rewards Program:  You can earn up to $200 per person or $400 per family.


 (Refer to page 37-40 of this booklet)


SelectHealth:


2



http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://hr.csi.edu/benefits/2017%20legal%20docs%20re%20enrollment.pdf

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/

http://wellness.csi.edu/





Inside
Welcome 


Your benefits are an important part of your 
overall compensation. The College of Southern Idaho is pleased to 


offer a comprehensive array of valuable benefits to protect your 
health, your family and your way of life. This guide answers some of 
the basic questions you may have about your benefits. Please read it 


carefully, along with any supplemental materials you may receive. 


Eligibility 
You are eligible for benefits if you work 
20 or more hours per week. You may 
also enroll your eligible family members 
under certain plans you choose for 
yourself. Eligible family members 
include: 


 Your legally married spouse 


 Your children who are your 
biological children, stepchildren, 
adopted children or children for 
whom you have legal custody
(age restrictions may apply).
Disabled children age 26 or older 
who meet certain criteria may 
continue on your health coverage.


When Coverage Begins 
 New Hires: You must complete the


enrollment process within 30 days of 
your date of hire. If you enroll on 
time, coverage is effective on the first 
of the month following your date of 
hire. 
If you fail to enroll on time, you will 
NOT  have benefits coverage, except 
for company-paid benefits.


Choose Carefully 
Due to IRS regulations, you cannot 
change your elections until the next 
annual Open Enrollment period, unless 
you have a qualified life event during the 
year. Following are examples of the most 
common qualified life events: 


Marriage or divorce


Birth or adoption of a child


Child reaching the maximum age limit


Death of a spouse or child


Loss of coverage
You gain access to state coverage 


under Medicaid or CHIP 


Required Information—When you enroll, you will be required to provide a Social Security number (SSN) for all covered dependents. The Affordable Care Act 
(ACA), otherwise known as health care reform, requires us to report this information to the IRS each year. This information will be securely submitted to the 
IRS and will remain confidential. 


Health Savings Account (HSA) 


Flexible Spending Accounts (FSAs) 


Medical Plans 


~ 24/7 Nurse Advice Line ~ 
Connect Care / Virtual Visits 


Dental Plans 


Vision Plan 


Life and AD&D


Voluntary Life and AD&D 


Disability Insurance 


Employee Assistance 
Program (EAP) 


Cost of Benefits 


Contact Information 


Making Changes 
To make changes to your benefit 
elections, you must have a qualifying 
event and contact HR within 31 days of 
the qualifying event.  
Be prepared to show documentation of 
the event such as a marriage license, 
birth certificate or a divorce decree to 
the HR department. If changes are not 
submitted on  time, you must wait until 
the next Open Enrollment period to 
make your election changes.  
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Contact Information 
Coverage Carrier Website 


Medical SelectHealth selecthealth.org 
Employee Assistance 
Program (EAP)


BPA Health 


Phone 
800-538-5038


800-726-0003 BPAHealth.com 


Flexible Spending Account(FSA)  


HealthEquity 


Dental 
Delta Dental of ID deltadentalid.com 


Vision LifeMap / VSP vsp.com


Life and AD&D LifeMap 


888-333-3582
855-433-6825
800-877-7195


lifemapco.com 


Short Term & Long Term 
Disability LifeMap 800-286-1129


DISCLAIMER: The material in this benefits brochure is for informational purposes only and is neither an offer of coverage or 
medical or legal advice. It contains only a partial description of plan or program benefits and does not constitute a contract. 
Please refer to the Summary Plan Description (SPD) for complete plan details. In case of a conflict between your plan 
documents and this information, the plan  documents will always govern. Annual Notices: ERISA and various other state and 
federal laws require that employers provide disclosure and annual notices to their plan participants. The company will distribute 
all required notices annually.


Policy Number 


GR0003984


GR0003984 lifemapco.com


G1014154


5672


3300


GR0003984


Questions? 
If you have additional questions, you may 
also contact: 


Toni Price, Broker 
208-737-6438
Toni.Price@HUBinternational.com


Jalaine King, Account Manager 
208-737-6494
Jalaine.King@HUBinternational.com


Pam O'Dell, Benefits Coordinator 
208-732-6206
podell@csi.edu


PacificSource 800-422-7038 pacificsource.com/PSA 


Willamette willamettedental.com ID471


Eric Nielson, Director
208-732-6267
enielson@csi.edu


Health Savings Account (HSA) 
CSI Education/Info Web access 


866-346-5800 healthequity.com 
https://healthequity.com/collegeofsouthernidaho 


800-286-1129
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DOWNLOADING THE APP IS EASY! SIMPLY: 


To help you access your benefits and HR information—


even when you're away from work and need it most— 


we've launched Benefit Spot! 


WE'VE GONE MOBILE!
BIG NEWS...


Search "Benefit Spot" on the Apple App Store 


or Google Play or scan this QR code.


ACCESS YOUR 
BENEFITS  
ANYTIME, 
ANYWHERE  
—WITH


• Call HR directly


• Access your Benefits Guide


and basic plan information


• Watch educational videos


• Look up carrier contact


information


• Estimate costs for common


health care procedures using


our cost comparison tools


• And more!


WITH BENEFIT SPOT, 


YOU'LL BE ABLE TO: 


Download the app to your smartphone or 


other mobile device.


Whenever you launch the app, enter company 


code: COLCSI2020 to access our plan


information. NOTE: The company code is case sensitive.


That's it—you're ready to go!  
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Plan 1:  Medical - SelectHealth 
Traditional Plan
Deductible: Self Only $1,000 / Family $3,000
Out of Pocket Max: Individual $3,500 / Family $7,000


 (All above applies In-Network only) 
Coinsurance: 20% In Network / 40% Out of Network


Dental  - Delta Dental of Idaho  
> Deductible:   $50 Per Person
> Maximum Annual Benefit: $1,000
> Rollover Benefit included with a Maximum


rollover of $2,500
> Amplifon hearing discounts included
> HOW Program included (pg. 35)


Plan 2:   Medical - SelectHealth


High Deductible Health Plan (HDHP) 
Deductible: Self Only $2,000 / Family (2+) $4,000 
Out of Pocket Max: Individual $3,500 / Family $7,000


(All above applies In-Network only) 
Coinsurance: 20% In Network / 40% Out of Network


(CSI will contribute $750 to employee HSA account.)


Vision - LifeMap / VSP 
> $0 Exam Copay  / $25 Copay Lenses/Frames or Contacts (with limits) / Frequency - every 12 months


Group Life and AD&D – LifeMap (100% Employer paid)
> Employee Life:       1 times annual earnings - $20,000 minimum/$250,000 maximum
> Employee AD&D:  1 times annual earnings - $20,000 minimum/$250,000 maximum
> Spouse Life:           $2,000 / Child(ren) Life: $1,000


Short-Term Disability – LifeMap  (100% Employer paid) 


> 60% of weekly earnings; $1,500 maximum weekly benefit
> Benefits begin after 30 day wait and/or exhaustion of sick leave for accident/illnesss
> 22 week maximum benefit period


Employee Assistance Program –  Business Psychology Associates  (100% Employer paid) 
> Available to all eligible employees, regardless of plan enrollment 
> Up to 4 sessions per incident per program year


> Video Counseling available


Flexible Spending Account (FSA)/ Dependent Care - PacificSource ~ (Money is use it or lose it annually)


> Tax savings plan for unreimbursed health expenses and childcare
> Members enrolled in HDHP are eligible to enroll in 'Dependent Care' FSA


Long-Term Disability – LifeMap  (100% Employer paid) 
> 60% of basic earnings; $6,000 maximum monthly benefit


Voluntary Life – LifeMap  
> Employees may apply for up to $300,000 or 5 times annual salary, whichever is less, in $10,000 increments.
> If you enrolled for at least $10,000 when you were initially eligible, you may increase your benefit amount


during annual enrollment, up to $300,000 (or 5 times annual salary) in increments of $10,000, on a guarantee
issue basis.


> If you did not enroll when initially eligible, you may apply for coverage at this time, but you must complete an
Evidence of Insurability (EOI) form.


Health Savings Account  (HSA) - HealthEquity ~ (Money is yours and you do not lose it if unused)


> Tax savings plan for unreimbursed health expenses


> No Deductible - $15 Office Visit Copay
> No Annual Maximum (except on implant surgery)
> Dedicated dentist office


Dental - Willamette Dental


College of Southern Idaho 
Plan Date: July 1, 2020 – June 30, 2021
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Total Cost 
Employer Cost  Employee Cost
 per Month          per Month 


$   704.40 $  105.66   
$1,387.70 $  310.65    
$   851.70  $  149.85  
$1,324.30 $  291.63    


 Employee Only 
 Employee/Spouse 
 Employee/Child 
 Employee/2 +Children  
 Employee/Spouse/Child(ren) $1,944.50 


$    598.74  
$ 1,077.05     
$   701.85  
$ 1,032.67   
$ 1,466.81   $  477.69 


Total Cost 
Employer Cost  Employee Cost
  per Month          per Month 


$        34.62    
$  63.15   
$  51.47   
$  68.85   


Employee Only……………......……..$  40.73    
Employee/Spouse……….....…….…..$  81.49    
Employee/Child……………..........….$  64.80    
Employee/2+Children……….........…$  89.63    
Employee/Family………......….……..$122.22  


$  6.11    
$  18.34 
$  13.33        
$  20.78  
$  30.56 $  91.66 


Vision Rates:  LifeMap/VSP


Total Cost    
Employer Cost  Employee Cost
  per Month         per Month 


$  6.66     $ 1.17 
$  12.40   $         3.29 
$  13.17   $      3.61 
$  13.17     $  3.61 


Employee Only………...….....….…..$   7.83    
Employee/Spouse……………...........$ 15.69    
Employee/Child……………....….….$ 16.78    
Employee/2+Children…………....…$ 16.78    
Employee/Family……………….......$  26.81 $        20.19 $  6.62  


Cost           of  Benefits:  2020  Traditional Plan Rates
Your contributions toward the cost of benefits are automatically deducted from your paycheck before taxes. The amount 


will depend upon the plan you select and if you choose to cover eligible family members. 


Medical Rates:  SelectHealth


Dental Rates:  Delta Dental or Willamette


PLAN 1 - Traditional $1,000 Deductible 


CSI contributes 85% to employee premiums & 70% to dependent premiums. 
(The Percentages above include Dental and Vision)


EAP Rates:  Business Psychology Associates (BPA)
$2.36 monthly fee per employee paid 100% by CSI


Total Cost 
Employer Cost  Employee Cost
  per Month          per Month 


$          6.05    
$  17.91   
$         12.97  
$  20.33 


Employee Only……………......……..$  40.33    
Employee/Spouse……….....…….…..$  80.68    
Employee/Child……………..........….$  64.16    
Employee/2+Children……….........…$  88.74    
Employee/Family………......….……..$121.01  


$  34.28    
$  62.77 
$  51.19 
$  68.41  
$  91.00    $  30.01


Delta Dental


Willamette


9
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PLAN 2 - HDHP $2,000  H S A 
Total Cost 


 Employer Cost  Employee Cost
  per Month         per Month 


$   629.90  $  629.90    
$1,240.80  $  1,057.53  
$   761.60  $  722.09 
$1,184.10  $  1,017.84  


 Employee Only 
 Employee/Spouse 
 Employee/Child 
 Employee/2 +Children  
 Employee/Spouse/Child(ren) $1,738.80  


$  0.00 
$
$
$            166.26          
$           332.67               $ 1,406.13             


Vision Rates:  LifeMap/VSP


Total Cost    
Employee Only………...….....….…..$   7.83    
Employee/Spouse……………...........$ 15.69    
Employee/Child……………....….….$ 16.78    
Employee/2+Children…………....…$ 16.78    
Employee/Family……………….......$  26.81


Cost   of  Benefits:  2020  HDHP Rates
Your contributions toward the cost of benefits are automatically deducted from your paycheck before taxes. The amount 


will depend upon the plan you select and if you choose to cover eligible family members. 


Medical Rates:  SelectHealth


Dental Rates:  Delta Dental or Willamette
HDHP Plan Enrollment OR anyone 


waiving health coverage


Employer Cost  Employee Cost
  per Month         per Month 


$  0.00 $          7.83  
 $              2.36   $         13.33  


$         14.10 
  $            2.68      $  14.10 


$  6.62 $  21.12  


HDHP Plan Enrollment OR 
anyone waiving health coverage


CSI contributes 100% to employee premiums & 70% to dependent premiums.
(The Percentages above include Dental and Vision)


EAP Rates:  Business Psychology Associates (BPA)
$2.36 monthly fee per employee paid 100% by CSI


Total Cost 
Employer Cost  Employee Cost
  per Month          per Month 


$        40.73    
$  69.26   
$  57.58      
$  74.96   


Employee Only……………......……..$  40.73    
Employee/Spouse……….....…….…..$  81.49    
Employee/Child……………..........….$  64.80    
Employee/2+Children……….........…$  89.63    
Employee/Family………......….……..$122.22  


$  0.00 
$  12.23 
$  7.22    
$  14.67  
$  24.45        $  97.77 


Total Cost 
Employer Cost  Employee Cost
  per Month          per Month 


$          40.33    
$  68.58   
$  57.01   
$  74.22   


Employee Only……………......……..$  40.33    
Employee/Spouse……….....…….…..$  80.68    
Employee/Child……………..........….$  64.16    
Employee/2+Children……….........…$  88.74    
Employee/Family………......….……..$121.01  


$  0.00    
$  12.10 
$  7.15
$  14.52  
$  24.20    $  96.81 


Delta Dental


Willamette


183.27
39.51


$         2.68
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  2020 


We are proud to offer you a choice of two different medical 
plans  that provide 
comprehensive medical and prescription drug coverage. The 
plans also offers many resources and tools to help you maintain a 
healthy lifestyle. Following is a brief description of each plan. 


- 
This plan gives you the freedom to seek care from the provider of 
your choice. However, you will maximize your benefits and reduce 
your out-of-pocket costs if you choose a provider who participates 
in the SelectHealth network. The plan-year deductible must be met 
before certain services are covered. 


 
Like the Traditional Plan, the High Deductible Health Plan 
(HDHP) gives you the freedom to seek care from the provider of 
your choice. You will maximize your benefits and reduce your out-
of-pocket costs if you choose a provider who participates in the 
SelectHealth network. In addition, the HDHP comes with a health 
savings account (HSA) that allows you to save pre-tax dollars1 to 
pay for any qualified health care expenses as defined by the IRS, 
including most out-of-pocket medical, prescription drug, dental 
and vision expenses. For a complete list of qualified health care 
expenses, visit www.irs.gov/ pub/irs-pdf/p502.pdf. 


Here’s how the High Deductible Health Plan works: 


 Annual Deductible: You must meet the entire annual 
deductible before the plan starts to pay.  Exception: 
Preventive services and specific prescription drugs. 
If two or more are enrolled in the plan, the family 
deductible must be met before the plan will begin to 
pay.


Coinsurance: Once you’ve met the plan’s annual deductible, 
you are responsible for a percentage of your medical 
expenses,  which is called coinsurance. For example, the HDHP 
plan pays 80% and you pay 20% - as long as the services are 
in-network.


Out-of-Pocket Maximum: Once your deductible and 
coinsurance add up to the plan’s annual out-of-pocket  
maximum, the plan will pay 100% of all eligible covered  
services for the rest of the calendar year. 'Some exceptions 
apply. Refer to policy contract' 
Once the family meets the out of pocket maximum, the 
plan will pay 100%.


**Separate deductibles and out-of-pocket amounts 
apply for in network and out-of-network services. 
(Entirely separate 'buckets'.)


Health Savings Account (HSA): You may contribute to
your HSA through pre-tax payroll deductions to help offset your 
annual deductible and pay for qualified health care expenses. 
To be eligible for the HSA, you cannot be covered through  
Medicare Part A or Part B or TRICARE programs  


ti /  


Important: Your contributions may not exceed the annual 
IRS limits listed below. 


**$750 CSI contibution is included as part of the 
maximum allowed**


HSA Contribution Limit 2020 
Employee Only $3,550 
Family (employee + 1 or more) $7,100 
Catch-up (age 55+) $1,000 


Your HSA is yours for life. The money is yours to spend or save, 
regardless of whether you change health plans2, retire or leave CSI. 
There is no use it or lose it rule. Your account grows tax free over 
time as you continue to roll over unused dollars from year to year. 
You decide how or if you want to spend your HSA funds. You can use 
them to pay for you and your dependents’ doctor’s visits, 
prescriptions, braces, glasses  even laser vision correction surgery. 


1 Tax free under federal tax law; state taxation rules may apply  
2 You must be enrolled in a qualified health plan to contribute to
an HSA. 
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 SELECTHEALTH NETWORK


 CONDITIONS AND LIMITATIONS


 Pre-Existing Conditions (PEC)


 Benefit Accumulator Period


Maximum Annual Out-of-Network Payment - (per plan year) None None


 MEDICAL DEDUCTIBLE AND MEDICAL OUT-OF-POCKET5 IN-NETWORK OUT-OF-NETWORK


 Self Only Coverage, 1 person enrolled - per plan year


Deductible $1,000 $2,000


Out-of-Pocket Maximum $3,500 $6,000


 Family Coverage, 2 or more enrolled - per plan year


Deductible - per person/family $1000/$3000 $2000/$6000


Out-of-Pocket Maximum - per person/family $3500/$7000 $6000/$12000


 (Medical and Pharmacy Included in the Out-of-Pocket Maximum)


 INPATIENT SERVICES IN-NETWORK OUT-OF-NETWORK


 Medical, Surgical and Hospice4  20% after deductible  40% after deductible


 Skilled Nursing Facility4 - Up to 60 days per plan year  20% after deductible  40% after deductible


 Inpatient Rehab Therapy: Physical, Speech, Occupational4 20% after deductible 40% after deductible


      Up to 40 days per plan year for all therapy types combined


 PROFESSIONAL SERVICES IN-NETWORK OUT-OF-NETWORK


 Office Visits & Minor Office Surgeries


          Primary Care Provider (PCP)1
$35 40% after deductible


          Secondary Care Provider (SCP)1
$50 40% after deductible


 Allergy Tests See Office Visits Above 50% after deductible


 Allergy Treatment and Serum 20% 50% after deductible


 Major Surgery 20% 40% after deductible


 Physician's Fees - (Medical, Surgical, Maternity, Anesthesia) 20% after deductible 40% after deductible


 PREVENTIVE SERVICES AS OUTLINED BY THE ACA2,3 IN-NETWORK OUT-OF-NETWORK


 Primary Care Provider (PCP)1 Covered 100% 50% after deductible


 Secondary Care Provider (SCP)1 Covered 100% 50% after deductible


 Adult and Pediatric Immunizations Covered 100% 50% after deductible


 Elective Immunizations - herpes zoster (shingles), rotavirus Covered 100% 50% after deductible


 Diagnostic Tests: Minor Covered 100% 50% after deductible


 Other Preventive Services 50% after deductible


 VISION SERVICES IN-NETWORK OUT-OF-NETWORK


 Preventive Eye Exams Covered 100% 50% after deductible


 All Other Eye Exams $50 40% after deductible


 OUTPATIENT SERVICES4 IN-NETWORK OUT-OF-NETWORK


 Outpatient Facility and Ambulatory Surgical $100 after deductible 40% after deductible


 Ambulance (Air or Ground) - Emergencies Only 20% after deductible See In-Network Benefit


 Emergency Room - (In-Network facility) $200 after deductible See In-Network Benefit


 Emergency Room - (Out-of-Network facility) $200 after deductible See In-Network Benefit


 Urgent Care Facilities $35 40% after deductible


Intermountain Connect Care
®


/Virtual Visits Covered 100% 40% after deductible


 Chemotherapy, Radiation and Dialysis 20% after deductible 40% after deductible


 Diagnostic Tests: Minor2
Covered 100% 40% after deductible


 Diagnostic Tests: Major2
$50 after deductible 40% after deductible


 Home Health, Hospice, Outpatient Private Nurse 20% after deductible 40% after deductible


 Outpatient Rehab/Habilitative Therapy: Physical, Speech, Occupational $50 after deductible 40% after deductible


ID-MPS 01/01/20 See other side for additional benefits


When using in-network providers, you are responsible to 
pay the amounts in this column.


When using out-of-network providers, you are 
responsible to pay the amounts in this column.


None


plan year


Covered 100%


COLLEGE OF SOUTHERN IDAHO OPTION 1       07/01/2020


MEMBER PAYMENT SUMMARY


IN-NETWORK OUT-OF-NETWORK


Plan 1: Traditional Plan


Medical Plans:  2020 (Continued) 
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 SELECTHEALTH NETWORK


 MISCELLANEOUS SERVICES IN-NETWORK OUT-OF-NETWORK


 Durable Medical Equipment (DME)4
20% after deductible 40% after deductible


 Miscellaneous Medical Supplies (MMS)3
20% after deductible 40% after deductible


 Autism Spectrum Disorder


 Maternity4 See Professional, Inpatient or Outpatient  40% after deductible


 Cochlear Implants, Hearing Aids, or Auditory Osseointegrated Devices4 See Professional, Inpatient or Outpatient 50% after deductible
  One device every 36 months per ear. Up to 45 language/speech therapy visits
  during the 12 months after the delivery of the covered device.
 Infertility - Select Services *50% after deductible *50% after deductible
    (Max Plan Payment $1,500/ plan year; $5,000 lifetime)


 Donor Fees for Covered Organ Transplants 20% after deductible 50% after deductible


 TMJ (Temporomandibular Joint) Services - Up to $2,000 lifetime See Professional, Inpatient or Outpatient 50% after deductible


 OPTIONAL BENEFITS IN-NETWORK OUT-OF-NETWORK


 Mental Health and Chemical Dependency4


       Office Visits $35 40% after deductible


       Inpatient  20% after deductible  40% after deductible


       Outpatient 20% 40% after deductible


       Residential Treatment2 20%  40% after deductible


 Chiropractic $25 *50% after deductible


 Injectable Drugs and Specialty Medications4 20% after deductible 40% after deductible


 Bariatric Surgery (Up to one surgery/lifetime) 4
See Professional, Inpatient or Outpatient 50% after deductible


 PRESCRIPTION DRUGS


 Pharmacy Deductible - Per Person per plan year


 Prescription Drug List (formulary)


 Prescription Drugs - Up to 30 Day Supply of Covered Medications 4


       Tier 1


       Tier 2


       Tier 3


       Tier 4


 Maintenance Drugs - 90 Day Supply (Mail-Order, Retail90 ® )-selected drugs 4


       Tier 1


       Tier 2


       Tier 3


 Generic Substitution Required


1  Refer to selecthealth.org/findadoctor to identify whether a provider is a primary or secondary care provider.


2  Refer to your Certificate of Coverage for more information.
3  Frequency and/or quantity limitations apply to some preventive care and MMS services.


* Not applied to Medical out-of-pocket maximum.


ID-MPS 01/01/20 C
  selecthealth.org


Benefits are administered and underwritten by SelectHealth, Inc. SM  (domiciled in Utah).


01/07/20


difference between name brand and generic


4  Preauthorization is required for certain services. Benefits may be reduced or denied if you do not preauthorize certain services with out-of-network providers. Please refer 
to Section 11--" Healthcare Management", in your Certificate of Coverage, for details.


5  All deductible/copay/coinsurance amounts are based on the allowed amounts and not on the providers billed charges. Out-of-Network Providers or Facilities 
have not agreed to accept the Allowed Amount for Covered Services. When this occurs, you are responsible to pay for any charges that exceed the amount that 
SelectHealth pays for Covered Services. These fees are called Excess Charges, and they do not apply to your Out-of-Pocket Maximum. 


All covered services obtained outside the United States, except for routine, urgent, or emergency conditions require preauthorization.


To contact Member Services, call 800-538-5038 weekdays, from 7:00 a.m. to 8:00 p.m., Saturdays, from 9:00 a.m. to 2:00 p.m. TTY users should call 711.


$150 after pharmacy deductible


$15


$60 after pharmacy deductible


$225 after pharmacy deductible


Generic required or must pay copay plus cost


RxSelect®


$15


$30 after pharmacy deductible


$75 after pharmacy deductible


See Professional, Inpatient, Outpatient, or 
Mental Health and Chemical Dependency 


Services


See Professional, Inpatient, Outpatient, or 
Mental Health and Chemical Dependency 


Services


$100


MEMBER PAYMENT SUMMARY


IN-NETWORK OUT-OF-NETWORK


COLLEGE OF SOUTHERN IDAHO OPTION 1       07/01/2020


16



jalaine.king

Highlight



jalaine.king

Highlight



jalaine.king

Highlight



jalaine.king

Highlight







 SELECTHEALTH NETWORK / HEALTHSAVE PRODUCT


 CONDITIONS AND LIMITATIONS


 Pre-Existing Conditions (PEC)


 Benefit Accumulator Period


Maximum Annual Out-of-Network Payment - (per plan year) None None


 MEDICAL DEDUCTIBLE AND MEDICAL OUT-OF-POCKET5 IN-NETWORK OUT-OF-NETWORK


 Self Only Coverage, 1 person enrolled - per plan year


      Deductible $2,000 $2,250


      Out-of-Pocket Maximum $3,500 $5,000


 Family Coverage, 2 or more enrolled - per plan year


      Deductible $4,000 $4,500


      Out-of-Pocket Maximum $7,000 $10,000


 (Medical and Pharmacy Included in the Out-of-Pocket Maximum)


 INPATIENT SERVICES IN-NETWORK OUT-OF-NETWORK


 Medical, Surgical and Hospice
4 20% after deductible 40% after deductible


 Skilled Nursing Facility
4
 - Up to 60 days per plan year 20% after deductible 40% after deductible


 Inpatient Rehab Therapy: Physical, Speech, Occupational
4


      Up to 40 days per plan year for all therapy types combined


 PROFESSIONAL SERVICES IN-NETWORK OUT-OF-NETWORK


 Office Visits & Minor Office Surgeries


          Primary Care Provider (PCP)
1


$15 after deductible 40% after deductible


          Secondary Care Provider (SCP)
1


$25 after deductible 40% after deductible


 Allergy Tests See Office Visits Above 50% after deductible


 Allergy Treatment and Serum 20% after deductible 50% after deductible


 Major Surgery 20% after deductible 40% after deductible


 Physician's Fees - (Medical, Surgical, Maternity, Anesthesia) 20% after deductible 40% after deductible


 PREVENTIVE SERVICES AS OUTLINED BY THE ACA2,3 IN-NETWORK OUT-OF-NETWORK


 Primary Care Provider (PCP)
1


Covered 100% 50% after deductible


 Secondary Care Provider (SCP)
1


Covered 100% 50% after deductible


 Adult and Pediatric Immunizations Covered 100% 50% after deductible


 Elective Immunizations - herpes zoster (shingles), rotavirus Covered 100% 50% after deductible


 Diagnostic Tests: Minor Covered 100% 50% after deductible


 Other Preventive Services 50% after deductible


 VISION SERVICES IN-NETWORK OUT-OF-NETWORK


 Preventive Eye Exams Covered 100% 50% after deductible


 All Other Eye Exams $25 after deductible 40% after deductible


 OUTPATIENT SERVICES4 IN-NETWORK OUT-OF-NETWORK


 Outpatient Facility and Ambulatory Surgical 20% after deductible 40% after deductible


 Ambulance (Air or Ground) - Emergencies Only 20% after deductible See In-Network Benefit


 Emergency Room - (In-Network facility) $75 after deductible See In-Network Benefit


 Emergency Room - (Out-of-Network facility) $75 after deductible See In-Network Benefit


 Urgent Care Facilities $35 after deductible 40% after deductible


 Intermountain Connect Care
®/Virtual Visits Covered 100% after deductible 40% after deductible


 Chemotherapy, Radiation and Dialysis 20% after deductible 40% after deductible


 Diagnostic Tests: Minor
2


Covered 100% after deductible 40% after deductible


 Diagnostic Tests: Major
2


20% after deductible 40% after deductible


 Home Health, Hospice, Outpatient Private Nurse 20% after deductible 40% after deductible


 Outpatient Rehab/Habilitative Therapy: Physical, Speech, Occupational $25 after deductible 40% after deductible


ID-MPS HDHP 01/01/20 See other side for additional benefits


Covered 100%


When using in-network providers, you are responsible to 
pay the amounts in this column.


When using out-of-network providers, you are 
responsible to pay the amounts in this column.


None


plan year


20% after deductible 40% after deductible


COLLEGE OF SOUTHERN IDAHO OPTION 2      07/01/2020


MEMBER PAYMENT SUMMARY


IN-NETWORK OUT-OF-NETWORK


Plan 2:  High Deductible Health Plan
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 SELECTHEALTH NETWORK / HEALTHSAVE PRODUCT


 MISCELLANEOUS SERVICES IN-NETWORK OUT-OF-NETWORK


 Durable Medical Equipment (DME)
4


20% after deductible 40% after deductible


 Miscellaneous Medical Supplies (MMS)
3


20% after deductible 40% after deductible


 Autism Spectrum Disorder


 Maternity
4


See Professional, Inpatient or Outpatient 40% after deductible


 Cochlear Implants, Hearing Aids, or Auditory Osseointegrated Devices
4


See Professional, Inpatient or Outpatient 50% after deductible
  One device every 36 months per ear. Up to 45 language/speech therapy visits
  during the 12 months after the delivery of the covered device.
 Infertility - Select Services 50% after deductible 50% after deductible
  (Max Plan Payment $1,500/ plan year; $5,000 lifetime)


 Donor Fees for Covered Organ Transplants
4 


20% after deductible 50% after deductible


 TMJ (Temporomandibular Joint) Services - Up to $2,000 lifetime See Professional, Inpatient or Outpatient 50% after deductible


 OPTIONAL BENEFITS IN-NETWORK OUT-OF-NETWORK


 Mental Health and Chemical Dependency
4
 (combined benefits)


       Office Visits $15 after deductible 40% after deductible


       Inpatient 20% after deductible 40% after deductible


       Outpatient 20% after deductible 40% after deductible


       Residential Treatment
2


20% after deductible 40% after deductible


 Chiropractic $15 after deductible 50% after deductible


 Injectable Drugs and Specialty Medications
4


20% after deductible 40% after deductible


 Bariatric Surgery (Up to one surgery/lifetime)
4


See Professional, Inpatient or Outpatient 40% after deductible


 PRESCRIPTION DRUGS


 Prescription Drug List (formulary)


 Prescription Drugs-Up to 30 Day Supply of Covered Medications
4


       Tier 1
       Tier 2
       Tier 3
       Tier 4


 Maintenance Drugs-90 Day Supply (Mail-Order, Retail90 ® )-selected drugs
4


       Tier 1
       Tier 2
       Tier 3


 Preventive Prescription Drugs
3
-Up to 30 Day Supply of Covered Medications


4


       Tier 1
       Tier 2
       Tier 3
       Tier 4


 Preventive Maintenance Drugs
3
-90 Day Supply (Mail-Order,Retail90 ® )-selected drugs


4


       Tier 1
       Tier 2
       Tier 3


 Generic Substitution Required


1  Refer to selecthealth.org/findadoctor to identify whether a provider is a primary or secondary care provider.


2  Refer to your Certificate of Coverage for more information.


3  Frequency and/or quantity limitations apply to some preventive care and MMS services.


ID-MPS HDHP 01/01/20 C
  selecthealth.org


Benefits are administered and underwritten by SelectHealth, Inc. SM  (domiciled in Utah).


01/07/20


difference between name brand and generic


4  Preauthorization is required for certain services. Benefits may be reduced or denied if you do not preauthorize certain services with out-of-network providers. Please refer to 
Section 11--" Healthcare Management", in your Certificate of Coverage, for details.


5  All deductible/copay/coinsurance amounts are based on the allowed amounts and not on the providers billed charges. Out-of-Network Providers or Facilities have not 
agreed to accept the Allowed Amount for Covered Services. When this occurs, you are responsible to pay for any charges that exceed the amount that SelectHealth pays 
for Covered Services. These fees are called Excess Charges, and they do not apply to your Out-of-Pocket Maximum. 


All covered services obtained outside the United States, except for routine, urgent, or emergency conditions require preauthorization.


To contact Member Services, call 800-538-5038 weekdays, from 7:00 a.m. to 8:00 p.m., Saturdays, from 9:00 a.m. to 2:00 p.m. TTY users should call 711.


$100


$7
$42
$126


Generic required or must pay copay plus cost


$42 after in-network deductible
$126 after in-network deductible


$7
$21
$42


$7 after in-network deductible
$21 after in-network deductible
$42 after in-network deductible
$100 after in-network deductible


$7 after in-network deductible


See Professional, Inpatient, Outpatient, or 
Mental Health and Chemical Dependency 


Services


See Professional, Inpatient, Outpatient, or 
Mental Health and Chemical Dependency 


Services


RxSelect®


COLLEGE OF SOUTHERN IDAHO OPTION 2       07/01/2020


MEMBER PAYMENT SUMMARY


IN-NETWORK OUT-OF-NETWORK
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© 2019 SelectHealth. All rights reserved. 9284944 07/19


No-deductible Drug Coverage


Do you take medications in one of the categories listed on this page? We have good news for you! Some of 


our Health Savings Account (HSA)-eligible plans provide coverage for drugs in these categories even before 


you meet your deductible (cost-sharing still applies). To find out if your HSA-eligible plan includes this 


benefit, take a look at your Member Payment Summary (MPS). 


We’ve listed the most commonly prescribed 


covered medications in these no-deductible 


categories. If you don’t see the one you’re looking 


for, you’ll find a more complete Prescription  


Drug List on selecthealth.org, or log in to  


your SelectHealth member account and use our 


online drug search.


WEB 


selecthealth.org/pharmacyresources


PHONE 


800-538-5038


NEED MORE INFORMATION?


Asthma and COPD
 > Albuterol/HFA
 > Anoro Ellipta
 > Arcapta
 > Arnuity Ellipta
 > Asmanex
 > Atrovent/HFA
 > Budesonide
 > Combivent
 > Daliresp
 > Flovent
 > Fluticasone/Salmeterol
 > Ipratropium
 > Levalbuterol
 > Montelukast
 > Proventil
 > Pulmicort
 > Qvar
 > Serevent
 > Spiriva
 > Stiolto
 > Striverdi
 > Symbicort
 > Terbutaline


 > Trelegy
 > Ventolin/HFA
 > Wixela Inhub


Cardiovascular 
Antiadrenergics


 > Clonidine
 > Minipress
 > Prazosin


Cardiovascular
 > Aldactone
 > Amlodipine/
Olmesartan


 > Amlodipine
 > Atenolol
 > Bystolic
 > Byvalson
 > Candesartan/HCTZ
 > Candesartan
 > Carvedilol
 > Corlanor
 > Diltiazem
 > Eliquis
 > Entresto
 > Furosemide


 > Hydrochlorothiazide
 > Lisinop/HCTZ
 > Lisinopril
 > Losartan
 > Losartan/HCTZ
 > Metoprolol
 > Multaq
 > Olmesartan/
Amlodipine/HCTZ


 > Olmesartan/HCTZ
 > Olmesartan
 > Propranolol
 > Ranolazine
 > Spironolactone
 > Telmisartan/
Amlodipine


 > Telmisartan/HCTZ
 > Telmisartan
 > Trandolopril/Verapamil
 > Triamterene/HCTZ
 > Valsartan/HCTZ
 > Valsartan
 > Warfarin
 > Xarelto


Cholesterol
 > Atorvastatin
 > Cholestyramine
 > Colestipol
 > Fenofibrate
 > Livalo
 > Pravastatin
 > Rosuvastatin
 > Simvastatin


Diabetes – Insulin
 > Lantus
 > Novolin
 > Novolin N
 > Novolin R
 > Novolog
 > Novolog Mix
 > Toujeo


Diabetes – 
Non-Insulin


 > Alogliptin
 > Farxiga
 > Glimepiride
 > Glipizide
 > Glucagen


 > Glucagon
 > Glyxambi
 > Jardiance
 > Jentadueto
 > Metformin
 > Pioglitazone
 > Segluromet
 > Steglatro
 > Synjardy
 > Tradjenta
 > Trulicity
 > Victoza
 > Xigduo XR


Mental Health
 > Citalopram
 > Escitalopram
 > Fluoxetine
 > Fluvoxamine
 > Paroxetine
 > Sertraline


Osteoporosis
 > Alendronate
 > Fosamax


SelectHealth refers to many of the drugs in this list by their respective trademarks, but SelectHealth does not own those trademarks; the manufacturer or 
supplier of each drug owns the drug's trademark. By listing these drugs, SelectHealth does not endorse or sponsor any drug, manufacturer, or supplier.  
And these manufacturers and suppliers do not endorse or sponsor any SelectHealth service or plan and are not affiliated with SelectHealth.


*This list is not a complete list of all covered drugs and may be subject to change. Other limitations may apply. 
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© 2019 SelectHealth. All rights reserved. 9284944 07/19


Preventive Care


For services to be covered as preventive, your 


doctor must submit claims with preventive codes.  


If a preventive service identifies a condition that 


needs further testing or treatment, regular copays, 


coinsurance, or deductibles may apply. Unless 


otherwise indicated, these services are generally 


covered once every 12 months. 


This information is subject to change at any time 


and additional limitations may apply. To verify if 


your service is considered preventive, call Member 


Services at 800-538-5038.


Many of our plans cover 


preventive care 100 percent—


that means no copay, 


coinsurance, or deductible.


DID YOU KNOW?


WEB 


selecthealth.org/wellness-resources


PHONE 


800-538-5038


NEED MORE INFORMATION?
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Adult Preventive Services 
(ages 18 and older)


Laboratory Tests


 > Complete Blood Count
(CBC)


 > Prostate Cancer Screening
(PSA)


 > Diabetes Screening


 > Cholesterol Screening


 > Gonorrhea Screening


 > Human Papillomavirus
(HPV) Testing (once every 3
years for women ages 21-65)


 > Chlamydia Screening


 > Human Immunodeficiency
Virus (HIV) Screening


 > Syphilis Screening


 > Tuberculosis (TB) Testing


 > Lead Screening


 > BRCA 1 & 2 Testing (covered
once per lifetime for
high-risk individuals who
meet criteria)


 > Hepatitis B Virus (HBV)
Screening (covered for
high-risk individuals who
meet criteria)


 > Hepatitis C Virus (HCV)
Screening (once per lifetime
for individuals over age 50)


Procedures


 > Pap Test


 > Lung Cancer Screening
(between ages 55 and 80)


 > Screening Mammogram


 > Colon Cancer Screening


 > Abdominal Aortic Aneurysm
Screening (males only, once
between ages 65 and 75)


 > Bone Density/DEXA (once
every two years in women
ages 60 and older)


 > Certain Sterilization
Procedures (such as
tubal ligation)


Examinations/Counseling


 > Physical Exam


 > Tobacco Use Counseling


 > Alcohol Misuse Screening
and Counseling


 > Hearing Screening
(ages 65 and older)


 > Glaucoma Screening
(Every 12 months)


 > Sexually Transmitted
Infections Counseling


 > Dietary Counseling
(only for certain diet-related
chronic diseases)


Immunizations


 > Influenza


 > Tetanus or Tetanus,
Diphtheria, and
Pertussis (Td, Tdap)


 > Pneumococcal


 > Hepatitis A


 > Meningitis


 > Zoster (ages 50 and older
OR ages 59 and older)


 > Human Papillomavirus
(HPV) (ages 9 to 25)


Contraception 


Most contraceptives are covered 
as a preventive service under 
your pharmacy benefits.


 > Cervical Cap with
Spermicide


 > Diaphragm with Spermicide


 > Emergency Contraception
(Ella, Plan B)


 > Female Condom


 > Implantable Rod


 > IUDs


 > Generic Oral Contraceptives
(Combined Pill, Progestin
Only, or Extended/
Continuous Use)


 > Patch


 > Shot/Injection
(Depo-Provera)


 > Spermicide


 > Sponge with Spermicide


 > Surgical Sterilization for
Women (Tubal Ligation)


 > Surgical Sterilization
Implant for Women


 > Vaginal Contraceptive Ring


Pediatric  
Preventive Services  
(younger than age 18)


Procedures/Counseling


 > Well-Child Visit (preventive
when billed on the following
schedule: birth; 2 to 4 days;
2 to 4 weeks; 2, 4, 6, 9, 12,
15, and 18 months; ages 2,
2 1/2; once a year from
ages 3 to 18)


 > Eye Exam


 > Developmental Testing


 > Newborn Hearing Screening
(once per lifetime)


 > Hearing Screening
(ages 10 and younger)


 > Application of Fluoride
Varnish (younger than
age 5)


Laboratory Tests


 > Newborn Metabolic
Screening
(younger than age 1)


 > Human Immunodeficiency
Virus (HIV) Screening


 > PKU Screening
(younger than age 1)


 > Thyroid
(younger than age 1)


 > Sickle Cell Disease
Screening
(younger than age 1)


Immunizations 


(As recommended by the 
CDC/ACIP)


 > Measles, Mumps,
Rubella (MMR)


 > Diphtheria, Tetanus,
Pertussis (Dtap, DT, DTP)


 > Haemophilus Infuenzae
Type B (Hib, DtaP-Hib-IPV,
DTP-Hib, Dtap-Hib)


 > Polio (OPV, IPV,
DtaP-Hep-LPV)


 > Influenza


 > Pneumococcal


 > Hepatitis A


 > Hepatitis B


 > Meningitis


 > Varicella
(including MMVR)


 > Rotavirus


 > Human Papillomavirus
(HPV) (ages 9 to 25)


Obstetrical  
Preventive Services


These are specific to pregnant 
women. To determine which 
additional non-obstetrical services 
may be considered preventive, 
please refer to the Adult or 
Pediatric Preventive Services lists.


Laboratory Tests


 > Iron Deficiency Anemia
Screening


 > Diabetes Screening


 > Urine Study to Detect
Asymptomatic Bacteriuria
(first prenatal visit or at 12
to 16 weeks gestation)


 > Rubella Screening


 > Rh(D) Incompatibility
Screening


 > Hepatitis B Infection
Screening (at first
prenatal visit)


 > Gonorrhea Screening


 > Chlamydia Screening


 > Syphilis Screening


Breast-feeding Supplies 
and Support


 > Breast Pump, Electronic AC
or DC (one per birth)


 > Lactation Class (one per
birth at a SelectHealth- 
approved facility)


This information is subject to change at any time and additional limitations may apply. To verify if your service or supply is considered 
preventive, call Member Services at 800-538-5038.
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Bundled Copays


Included


Office visit


X-ray exam


Basic metabolic panel


Urinalysis


Bone density tests


Spirometry/pulmonary  
function testing


What’s covered with your copay? Compare other plans to ours. Some health 


insurance plans require separate cost-sharing for these benefits.


The above table provides an example of what could be included for one 


copay at an office visit, when services are received from an in-network 


provider. However, coverage is not limited to these examples.
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Questions? Contact the SelectHealth Customer Service team
 Monday–Friday from 7 a.m.–8 p.m.  at 1-800-


How to get started:


ACCESS YOUR PORTAL


Register for this program  at 
https://myrxss.com


1. 2. 3.
REVIEW YOUR SAVINGS


Medications you or your family 
take will be displayed, along  
with all options to maximize  


your savings.


TAKE ACTION


If savings are available, you’ll  
see how to share the options  
with your provider and get a  


new prescription if necessary.


Don’t keep it to yourself.  
Share the powerful prescription savings potential with your spouse and 


eligible dependents. All they have to do is register!


Looking to Save Money on Prescriptions?
Check out Rx Savings Solutions. This 
no cost to you and your plan dependents - provides
transparency into prescription costs and options.


It’s a simpler way to save money at the pharmacy.
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Questions? Contact the SelectHealth Customer Service team


Frequently Asked Questions
What is Rx Savings Solutions? How does it work?
Rx Savings Solutions is a no-cost program that is a part of your health plan. This confidential program provides you and your plan 
dependents with cost-saving opportunities on your medications. Rx Savings Solutions looks at the medications you take and prepares a 
personalized prescription savings plan for you. When there is an opportunity to save, Rx Savings Solutions will send you a letter, text or 
email letting you know to log in and view your savings opportunities. Rx Savings Solutions is a fully HIPAA-compliant company. To learn 
more about how Rx Savings Solutions handles your information, visit the privacy policy at: https://rxsavingssolutions.com/privacy-policy.


Is this the same as my current insurance or mail-order pharmacy?
Rx Savings Solutions is not the same as your prescription insurance and it is not a mail order pharmacy. It is a transparency program that is 
being o�ered to you and your health plan dependents to help you understand your prescription insurance and help you alleviate your out-
of-pocket costs for prescription medications. It aims to find your medication for the lowest price possible at the pharmacy you choose.


How do I get the savings Rx Savings Solutions has found for me? 
Details of each savings opportunity are available on your Rx Savings Solutions dashboard. To access, log in at myrxss.com. The secure 
website will walk you through the rest of these steps. There is even a personalized letter to send to your prescriber, who will be able to 
see the suggestions that have been made. Rx Savings Solutions will also notify you when we find savings on your prescriptions, based on 
your User Settings contact preferences.


What if I am not interested in the savings suggestions made? 
The savings Rx Savings Solutions finds for you are suggestions for making more informed decisions about your healthcare. You may 
use the suggestions if you and your prescriber feel they are a good fit for you. If not, there is no requirement to use the savings found.


How do I look at my dependent’s prescriptions? 
You will have access to savings information for any minor dependents on your dashboard. Adult dependents will be required to create 
their own profile and must grant you permission in order to share their prescription information with you, but you can see on your 
dashboard whether they have a savings alert. 


When I log in to my account, I don’t see one of the medications I’m taking. Why isn’t it there and 
how do I add it?
The medications listed on your dashboard are those which you have filled in the last six months. In addition, the claims information that  
Rx Savings Solutions receives from your insurance company may come at a slight delay. If you have started a new medication, you can 
wait for the information from your insurance company to be delivered to Rx Savings Solutions, or you can use the Search for a Medication 
tool located on your dashboard.


Activate your benefit at https://myrxss.com or search for  
Rx Savings Solutions on Google Play™ or the App Store®.
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COMPARE DRUG PRICES


Log in to your SelectHealth member account to 


search for covered medications, compare drug 


prices, and see other information about your 


prescriptions and benefits. The member portal also 


has information about any special requirements, 


like step therapy or preauthorization, which you 


and/or your doctor may need to complete before 


you can fill a prescription. If you ever have 


questions about drugs with special requirements, 


call Member Services at 800-538-5038.


SAVE MONEY WITH LOWER-TIER DRUGS


The list of drugs covered by your plan will be either 


RxSelect® or RxCore®. Your member materials and 


ID card indicate which drug list you have, and 


searchable versions of these two drug lists are 


available on our website.


Your drug list has four tiers of coverage and each 


tier corresponds to a copay or coinsurance amount 


(the amount you pay for drugs at the pharmacy). 


Look for generics and lower tier alternatives to pay 


less for equally effective medications. 


$ Tier 1
Lowest Cost  
(mostly generic drugs)


$$ Tier 2
Higher Cost  
(generic and brand-name drugs)


$$$ Tier 3
Highest Cost  
(mostly brand-name drugs)


$$$$ Tier 4
Injectable Drugs and  
Specialty Medications


Know Before You Fill


WEB 


selecthealth.org/pharmacyresources; 


intermountainrx.org


PHONE 


800-538-5038; 855-779-3960


NEED MORE INFORMATION?


CONVENIENT PHARMACY ACCESS


INTERMOUNTAIN  
HOME DELIVERY PHARMACY 


Get your maintenance prescriptions 


delivered for FREE. Register online at 


intermountainrx.org  


or call 855-779-3960.


YOUR LOCAL PHARMACY


From major national chains to the corner 


drug store, you can get your prescriptions 


filled pretty much anywhere. Search for 


participating pharmacies at selecthealth.org.


INTERMOUNTAIN  
SPECIALTY PHARMACY 


Get your specialty drugs or  


self-injectables delivered for FREE.  


Ask your doctor to send  


prescriptions or call 877-284-1114.


RETAIL 90®


Get a 90-day supply of your maintenance 


medications at a participating Retail 90 


pharmacy—and pay less in most cases. 
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Online Tools


MEDICAL COST ESTIMATOR


We can use your benefits to estimate the cost of many 


healthcare services. For example, we can estimate the cost of 


cataract removal, including charges for the facility, provider, and 


anesthesiologist. Bundling these numbers together, we’ll 


estimate how much your plan will cover and what you will pay. 


ID CARDS


Lost your ID card? No worries—you can view and print copies 


of your card by logging in to your SelectHealth account.


REQUEST A CALL


Use our call request feature to schedule a call back from our 


Member Services team at a set time that’s convenient for you. 


CHAT WITH US 


No time for a phone call? Use our secure chat feature to talk 


with Member Services online. If you need to know whether your 


medication will be covered or how much a doctor’s bill was, 


chat can help. 


HEALTHCARE INFORMATION


View your benefits, claims, and deductible levels. 


Some of our contracted providers and facilities can receive secure 


messages and will even upload lab results, imaging reports, and 


other health information right to your My Health account. To 


access information from these providers, click the blue My Health 


button in the right corner of your SelectHealth dashboard.


Our secure online member portal is your one-stop shop for information about


your healthcare. The portal can be accessed from your mobile device or 


computer by visiting selecthealth.org. 


LAUNCH ICON
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Our wellness programs and activities are designed to help you maintain a healthy lifestyle.


SELECTHEALTH HEALTHY BEGINNINGS®


We want to help you get ready for the birth of your new 


baby. That’s why we created Healthy BeginningsSM, a free 


program for moms-to-be. We work with your doctors to 


help you have a safe and healthy pregnancy, plus a few 


more perks to make it extra special.


As part of the program, you can earn a cash card or 


gift card just for going to both of these exams:


1. First prenatal exam prior to the 14th week


of your pregnancy.


2. Postpartum exam within 50 days of your


delivery date.


Once enrolled in the program, you will also have the 


support of a registered nurse or a high-risk prenatal nurse 


care manager who will be available to answer your 


questions, give referrals, and support you through your 


pregnancy. We’ll also send you a welcome kit that 


includes helpful pregnancy resources. 


To sign up for Healthy Beginnings, call 866-442-5052 


weekdays, from 8:00 a.m. to 5:00 p.m. 


CARE MANAGEMENT: WE’RE HERE TO HELP 


Did you know that you can talk to a registered nurse 


about your concerns? We off er support for members 


with chronic health conditions, including educational 


materials and follow-up phone calls to help you manage 


your condition.


We specialize in the following conditions, among others:


Wellness


To talk to a nurse care manager about your urgent 


or ongoing needs, call 800-442-5305.


> Allergies and rhinitis


> Asthma


> Cancer


> Chronic Obstructive


Pulmonary Disease


(COPD)


> Depression


> Diabetes


> Heart disease


> High blood pressure


> High-risk pregnancy


WELLNESS RESOURCES 


SelectHealth Healthy Living® Program
Our online platform engages members 


with wellness activities that work. For more 


information about the Healthy Living program, 


visit selecthealth.org/wellness-resources.


Tobacco Cessation Program
Our partnership with the Quit for Life® program 


can help members quit smoking and is covered 


by most SelectHealth plans. 


Idaho Weight Management and 
Diabetes Prevention Program
We’ve teamed up with the Treasure Valley YMCA 


to bring their Weight Management and Diabetes


Prevention Program to these communities:


> Boise


> Caldwell


> Eagle, Meridian


> Nampa


> Twin Falls
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UTAH


Your plan also includes in-network benefits in Utah 


through the SelectHealth Med network. Visit 


selecthealth.org/providers and choose 


SelectHealth Med from the network drop-down to 


find providers. When you need specialty care, Salt 


Lake facilities like Huntsman Cancer Hospital, 


Primary Children's Hospital, and the Moran Eye 


Center are in-network, as are thousands of 


specialists within the Intermountain Healthcare® 


physician group.


OUTSIDE OF YOUR SERVICE AREA 


In-network benefits apply when you receive services 


for emergency conditions or urgent conditions 


from a participating provider. In-network benefits 


also apply for urgent conditions when rendered by 


a nonparticipating provider located more than 40 


miles away from any participating provider.


SAVE MONEY WHEN TRAVELING


To reduce your medical out-of-pocket expenses 


while traveling, our contracted networks, MultiPlan 


and PHCS, are contracted to charge you a set  


amount for covered services. That means you will 


not be responsible for excess charges when using 


providers on these networks.


Remember: Always present your ID card when you 


visit a MultiPlan or PHCS provider or facility. The 


logos on the back of the card give you access to 


the networks.


To find MultiPlan and PHCS providers or  


facilities, call MultiPlan at 800-678-7427 or  


visit multiplan.com/selecthealth. For the greatest 


savings, search for PHCS providers first. You can  


also search for providers and facilities at 


selecthealth.org/providers. 


OUTSIDE OF THE COUNTRY


If you are traveling outside of the country and need 


urgent or emergency care, visit the nearest doctor 


or hospital. You may need to pay for the treatment 


at the time of service. If you do, keep your receipt 


and submit it along with a Claim Reimbursement 


Form, which can be found on selecthealth.org. 


On the Move?


WEB 
multiplan.com/selecthealth; 
selecthealth.org/providers


PHONE 


800-678-7427; 800-538-5038


NEED MORE INFORMATION?
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Your Network of Doctors and Hospitals


St. Luke’s McCall 
Memorial Hospital


Steele Memorial Hospital


Cassia Regional Medical Center


Oneida County Hospital


 


Syringa 
General 
Hospital


St. Luke’s Magic Valley 
Medical Center


Minidoka Memorial Hospital


St. Luke’s Elmore 
Medical Center


Franklin County Medical Center


St. Luke’s Jerome


Portneuf Medical Center


Bingham 
Memorial 
Hospital


Bear Lake 
Memorial Hospital


Kootenai 
Medical 
Center


Weiser 
Memorial 
Hospital


North Canyon Medical Center


 


Ada County
   St. Luke’s Regional Medical 
   Center–Boise


   St. Luke’s Regional Medical 
   Center–Meridian


   St. Luke’s Rehab Hospital


    St. Luke’s Eagle Urgent Care


   Primary Health Medical 
   Group Urgent Care Clinics


Canyon County
   St. Luke’s Nampa
   Emergency Department


   West Valley Medical
   Center–Caldwell


   St. Luke’s Clinic–Nampa


   Saltzer Quick Care


   Primary Health Medical 
   Group Urgent Care Clinics


Madison Memorial 
Hospital


Hospitals and Medical Centers


Urgent Care Facilities


First Choice Urgent Care


St. Luke’s 
Quick Care


Eastern Idaho Regional
Medical Center


Kootenai 
Urgent 


Care


Idaho Urgent Care


St. Luke's 
Clinic—Family 


Medicine: Fruitland


Valor Health


Urgent Care of Twin Falls


Portneuf Convenient Care
Caribou Memorial
HospitalRiverview Urgent Care


St. Luke’s Wood River
Medical Center


Power County Hospital


Teton Valley Hospital


You have in-network benefits at hospitals, doctors, and healthcare professionals throughout Idaho. You can 


use St. Luke’s nationally recognized hospitals, facilities, and physicians through the St. Luke’s Health 


Partner’s network.* In addition, you have access to providers on the BrightPath network. Altogether, you can 


see more than 6,000 providers and healthcare professionals, and 45 hospitals, surgery centers, and skilled 


nursing facilities statewide. We've listed some of the more prominent facilities on the map below.


* Truven Health Analytics, 2018


NEED MORE 
INFORMATION?


WEB 


selecthealth.org/provider  


multiplan.com/


selecthealth


PHONE 


800-538-5038


You also have in-network benefits in Utah through the SelectHealth Med 


network. This includes thousands of specialists within the Intermountain 


Healthcare® physician group and specialty hospitals like Primary Children’s 


Hospital and the Huntsman Cancer Hospital for cancer treatment. Use our 


provider search tool at selecthealth.org/provider to see which doctors and 


facilities are included in your network. Additional First Choice Health 


providers are available in Northern Idaho. You can find providers by visiting 


multiplan.com/selecthealth. Remember to choose the First Choice Health 


Network before searching.  As always, our Member Services team is 


available to help. Call 800-538-5038 if you have questions. 


32







© 2019 SelectHealth. All rights reserved. 9284944 07/19


Outside of Idaho on the SelectHealth Network
PLUS OUT-OF-NETWORK BENEFITS


To find providers on the Beech Street, First Choice Health, or PHCS/MultiPlan networks, visit 


multiplan.com/selecthealth. When searching online, identify your network by checking the box next 


to the logo that matches the one on your ID card. You can also visit selecthealth.org/providers or 


call our Member Advocates 800-515-2220. They can help you find in-network providers or facilities 


in your state.


WEB 


multiplan.com/selecthealth; 


selecthealth.org/providers


PHONE 


800-515-2220


NEED MORE INFORMATION?


 	IDAHO 


Brightpath or St. Luke’s 


Health Partners


 	UTAH 


SelecHealth Med®


 	ALASKA AND 
NEVADA 


Beech Street


 	MONTANA AND 
WASHINGTON 


First Choice Health/  


Multiplan


 	ALL OTHER STATES 


PHCS/MultiPlan


SELECTHEALTH NATIONAL NETWORK


With our national network, you have nationwide access through our network partnerships:


PHARMACY COVERAGE


You have nationwide coverage at most major 


pharmacy chains, including places like Walgreens, 


Walmart, and CVS. To find an in-network  


pharmacy, visit selecthealth.org and click on  


the Pharmacy tab. 
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CONNECT CARE


Whenever and Wherever You Need It


CONVENIENT, HIGH-QUALITY CARE


A skilled clinician is just a swipe or click away. With 


Intermountain Connect Care®, you can use your 


smartphone, tablet, or computer to get basic 


healthcare. Log in and speak face-to-face with an 


Intermountain caregiver through on-demand video.


MOBILE APP OR WEB 


With a smartphone or tablet, you can get access 


through the Connect Care mobile app. Use the app 


and start your visit in minutes. If you’d rather use a 


larger screen, you can access Connect Care using a 


video-capable computer at your home or office.


YOUR VISIT


Most visits take less than ten minutes. Your clinician 


will review your history, answer questions, 


diagnose, treat, and even prescribe medication.


COVERAGE


Connect Care visits are just $49 and the amount 


you pay may be less, depending on your 


SelectHealth® plan. For details, call Member 


Services at 800-538-5038.


WEB  


Download the app on  
Android or iOS, or visit 
intermountainconnectcare.org 
to register for free. 


PHONE  


800-538-5038


NEED MORE INFORMATION?
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To reach a nurse, call 844-265-7648.


St. Luke’s Nurse Line 
A phone call could save you money—and an emergency room visit. 


Instead of relying on the internet for self-diagnosis, you can pick up the 


phone and talk to a registered nurse any time. This new 24/7 service 


is available through St. Luke’s nurse line, which is staffed by registered 


nurses. St. Luke’s nurse line is free for SelectHealth members and can 


help you make sense of your symptoms and determine how and where 


to get the best care. 
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Step into the gym—or just get steps—and earn money back from 


your health plan. Get rewarded for your gym membership or for 


participating in activities like swimming, walking, dancing, and more. 


Wellness Rewards
Idaho Gym Membership and  


Physical Activity Rewards Program
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EARN UP TO $200 PER PERSON OR 
$400 PER FAMILY, PER YEAR*


WHO’S ELIGIBLE?


 > Eligible members must be on a Large Employer (51 or more  
employees), Small Employer (50 or less employees), or an 
Individual and Family plan. 


 > Eligible members must be age 18 or older.


 > Eligible members must agree to and follow the Program Terms  
and Conditions. 


If you’re on an employer plan you may want to talk to your HR team or 
call Member Services to find out if you’re eligible. Call us at 800-538-5038.


 
HOW THE PHYSICAL ACTIVITY REWARD WORKS


If you don’t already have an account, visit selecthealth.org and  
select Member Login to register for one.


1. Select Membership Rewards from the Member Checklist on the 
Dashboard and accept the Program Terms and Conditions.


2. On the Membership Rewards page, select Create a Virgin Pulse  
Account and sign in—this is how you’ll track your steps.


3. On the Virgin Pulse website, choose 7,000 Steps for 20 Days in  
the same calendar month. Or convert the activity of your choice  
to steps using the Add a Workout feature.


4. Start tracking your activity using the website tracking tool  
or mobile app, or sync a wearable device or smartphone to  
your account.


5. Complete 20 days or more of 7,000 steps or the  
equivalent in non-stepping exercise in a calendar 
month and the 7K Steps for 20 Days Badge will  
appear in your Virgin Pulse Trophy Case. 


6. To claim your reward(s), select Membership Rewards from your 
Member Checklist and link to Redeem Rewards to choose from 
several gift card options, including a VISA® Cash card.
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HOW THE GYM MEMBERSHIP REWARD WORKS


1. If you don’t already have an account, visit selecthealth.org and  
select Member Login to register for one.


2. Select Membership Rewards from the Member Checklist on the 
Dashboard and accept the Program Terms and Conditions.


3. Join any gym you like or find low rates through the Virgin Pulse  
network. There are over 12,000 gyms and fitness clubs nationally.


4. To join or try one week at a network gym, log in to  
selecthealth.org and select Membership Rewards from your 
Member Checklist.


5. On the Membership Rewards page, select Find Discounts on 
Gyms and Fitness Clubs in the Virgin Pulse Network—this is 
where you’ll find a list of gyms and other fitness discounts.


6. When you receive your gym receipt(s), log in to selecthealth.org 
and select Membership Rewards from your Member Checklist, 
then upload your receipt(s) to the Membership Rewards page. 


7. To claim your reward(s), select Membership Rewards from your 
Member Checklist and link to Redeem Rewards to choose from 
several gift card options, including a VISA Cash card.
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Take it a Step Further with a Virgin Pulse Online 
Health Check® Assessment


Although completing the online health assessment is 


optional, we strongly encourage all members participating 


in a fitness program to do so. Our health assessment can 


help you discover connections between daily lifestyle 


choices and your long-term health. 


Other questions?


We’re happy to help—for Program Terms and Conditions 


and more information on how the program works, visit  


selecthealth.org/getfit or call Member Services at  


800-538-5038.


*Amounts received may be considered income and are subject to tax. 
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Start at our mobile friendly 
website:
www.bpahealth.com/eap-
home


• Search for local 
providers with 
which to schedule 
an appointment


• Login to see details 
of your plan and to 
access the online 
resources


Before attending a 
counseling appointment, 
or if you want to talk to a 
lawyer or financial 
advisor:


Call 800-726-0003
Our support center will set 
everything up for you


Extra support is there 
24/7 in a time of urgent 
need. Call any time if 
you or someone you 
know is in harm’s way.


LIFE HAPPENS


• Counseling visits with a qualified provider, in person or via video
• Legal advice or consultation
• Financial planning and advice
• Online tools for everything life throws at you


• Strengthen troubled relationships
• Increase job satisfaction
• Decrease stress
• Have better overall health


• Experience personal fulfillment
• Find success at work
• Strengthen your community


Life affects everyone. These services are there for you 
AND your eligible family members!


It’s free - All of these resources are provided at no cost to 
you by your employer


AND it’s confidential – nothing is reported to your 
employer that will identify you or your family


(800) 726 0003
8050 W. Rifleman Street #100
Boise, ID 83704 USA


College of Southern Idaho


4


Employee Assistance Program (EAP)
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My Work-Life Resources 
provides support for all of 
life’s challenges 


BPAHealth.com 
Resources for all of life’s crossroads 


Online seminars 
 A new topic each month and archived library


 On demand and easy to access


 Many topics on health, parenting, finances and career development


Skill Builders e-learning courses 
 On demand visual presentations can be completed in 15 to 20 minutes


 Receive a certificate of completion


 Topics that support all areas of personal improvement such as health, career


and time management.


Savings Center 
 Discount shopping


 Up to 25% savings on name brand, practical and luxury items


Accessing BPA Health My Work– Life Resources is easy at BPAHealth.com 
Questions call:  1-800-726-0003 


Connect. Improve. Achieve. 


 Raising a family  Finding a day care provider


 Preparing a will  Help with elder care


 Pet services  Building your career


 Buying or selling a home  Making healthy choices


 Creating a budget  Becoming more active
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BPAHealth.com  
Easy to access & mobile friendly 
The BPA Health Website is available to you when and where you need it. 


This is how you access My Work-Life Resources: 


BPA Health is a Boise, Idaho company that connects people to make individual lives 
better, organizations more effective and communities stronger.  BPA Health 
professionals help individuals confront everyday challenges and address the uniquely 
personal problems that impact their job performance, health and overall well-being. 


Connect. Improve. Achieve. 
CS-91-2/2/2016 


Go to BPAHealth.com and 
enter the following information: 
Login:  College of Southern  
             Idaho 
Password:  8007260003 


Select the My Work-Life 
Resources button and you 
will be connect to the 
resource web portal. 


View or download work- life 
resources including webinars, 
forms, informational 
documents and educational 


You can access on demand 
archived seminars when and 
where you need to. 


Use this handy search tool to 
locate a child care provider or 
find a pet sitter.  Use the older 
adult services locator to find 
a professional who provides 
elder care services. 


The Skill Builders section 
helps you to improve work 
and personal relationships. It 
is easy to log in and take a 
course.  Try “Eating Your Way 
to Wellness” today! 
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#1 – Video Counseling: 
As of January 1, 2019 


Please note that our website 
will be updated as of this 
date to reflect video 
counseling as an option. 


#2 - Visit and Choose:  
bpahealth.com/eap-home 


Search for video counselors 


#3 - Call BPA Health:  
Call 1-800-726-0003 to 
request an authorization 
prior to seeing a Provider 


Note:   
All approved Providers use 
HIPAA compliant systems to 
protect your privacy 


Questions? 
Log in to the website, or call 
us, as listed above. 


380 Parkcenter Blvd., #300 
Boise, ID 83706 USA 











Employee Assistance Program (EAP) 
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When a legal issue, financial matter, or an instance of identity fraud disrupts your life,  
it can create substantial stress for you and your family. To help minimize the impact, 
your employee support program will assist you with managing the many complexities 
of these events. Through professional consultation, these programs can save you  
time, while providing valuable information and peace of mind. 


LEGAL AND FINANCIAL 


LEGAL ASSIST 


Free half-hour consultation with 
an attorney on most legal issues.  
In most cases, discounted rates 
are available if further legal 
representation is required.  


FINANCIAL ASSIST 


Free telephonic consultation  
with a financial professional  
on common topics such as 
 Avoiding, responding 


to, and correcting 
identity theft


 Budgeting
 Buying a home
 Managing credit
 Saving for special purchases


or life events (car, holidays,
college, wedding)


LEGAL/FINANCIAL CENTER 


Easy access to vital legal  
and financial information, 
downloadable and  
customizable legal forms,  
and online resources to  
free credit monitoring  
and personal finance 
management tools. 


Employee Assistance Program 


TOLL-FREE: 800-726-0003 
WEBSITE: www.bpahealth.com 
USERNAME: College of Southern Idaho 
PASSWORD: 8007260003 
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deltadentalid.com


Benefit Summary
GENERAL BENEFIT PLAN SUMMARY


College of Southern Idaho


Group Number: 3300


Contract Effective Date: 07/01/2020


Benefit Overview PPO Premier Non-Participating


Excluding Diagnostic, Preventive, Orthodontic 
services per benefit year


Per Person Deductible $50 $50 $50


Excluding Diagnostic, Preventive, Orthodontic 
services per benefit year


Family Deductible N/A N/A N/A


Maximum Benefit $1,000 $1,000 $1,000
Per eligible person per benefit year


Maximum Benefit Rollover $2,500* $2,500* $0


Services You pay the % below


Preventive & Diagnostic Services 0% 20% 20%
Examinations, X-rays, teeth cleaning


30%30%20%Basic Services
Fillings, root canals, extractions, oral surgery


60%60%50%
Crowns, implants, onlays, bridges, dentures
Late enrollee waiting period is 12 months


Major Services


50%50%50%
Eligible under age 26; Maximum orthodontic lifetime 
benefit is $1000; Replacement of orthodontic 
appliance is not covered; 
Late enrollee waiting period is 12 months


Orthodontic Services Child Only


If the dentist is a PPO or Premier participating dentist, Delta Dental will base payment on the lesser of the Submitted Amount 
or the Contract Fee. Delta Dental will send payment to the participating dentist and the subscriber will be responsible for any 
co-payment and/or any non-covered services.


If the dentist is a non-participating dentist, Delta Dental will base payment on the lesser of the Submitted Amount or Delta 
Dental's non-participating dentist Fee. It is the subscriber's responsibility to make full payment to the non-participating 
Dentist. For dental services rendered by an out-of-state dentist, Delta Dental will base payment on the lesser of the Submitted 
Amount or the Contract Fee in that area, if the out-of-state dentist is a participating dentist with a Delta Dental plan in the 
state in which the service is rendered.


PARTICIPATING AND NON-PARTICIPATING DENTISTS


* See back page for benefits and limitations


Delta Dental of Idaho
555 E Parkcenter Blvd
Boise, ID 83706-6503


Customer Service
(208) 489-3580
(800) 356-7586


Page 1DDI Ben Book 0318
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  Plan Name


  Network Type


  Preventive & Diagnostic


  Basic


  Major**


  Deductible*


Annual Maximum
based on a plan year, July 1 - June 30


Maximum Rollover


  Annual Threshold Amount


  Maximum Rollover


Child Orthodontia**


  Lifetime Maximum


PPO Premier


CategoriesCategories Delta Dental PPO


in total paid claims


Getting the most from Rollover Max


• When you receive a preventive service (such as a dental cleaning or dental exam)
within the calendar year, you will be eligible for the rollover benefit.


• You are eligible for the $2,500 maximum rollover benefit when you obtain ALL
dental services from a PPO or Premier dentist.  


• If you receive care from a non-participating dentist at any time during
the benefit year, you will not accrue the rollover benefit for that year.


• You will lose your rollover balance if you dis-enroll or have a break in coverage.


• The maximum rollover amount does not apply to any services with
a lifetime maximum. (such as orthodontics or implants).


College of Southern Idaho
Dental Benefits
Rollover Max– PPO 50 $1,000


PPO 50 Rollover Max


100% 80%


80% 70%


50% 40%


$50 $50


$1,000 $1,000


$2,500 $2,500


$500 $500


$250 $250


Max Fact


With Rollover Max, when you use less than the
$500 threshold amount in total paid PPO or 
Premier dental claims during the year, a 
portion of your benefitdollars will automatically 
rollover for future years when you may need it 
most. It’s a fantastic benefit you can put to 
work in many ways tobenefit your dental health.


50% 50%


$1,000$1,000
*Deductible applies per person to Basic and Major Services only


** Late-entrants will have a 12-month waiting period to both Major and Orthodontic
Services. See additional details regarding waiting periods on the back.


$250 rolls over
to next year


$250 rolls over
to next year


$250 olls over
to next year


$250 rolls over
to next year


$1,000
Annual


Maximum


$400 paid
dental claims


$1,250
Maximum
Rollover


$450 paid
dental claims


$1,500
Maximum
Rollover


$300 paid
dental claims


$1,750
Maximum
Rollover


$1,300* paid
dental claims


$1,450*
Maximum
Rollover


$250 paid
dental claims


$1,700
Maximum
Rollover


$300 paid
dental claims


* In year 4, no rollover was accrued because total paid claims exceeded the annual threshold amount. In year 5, $300 was deducted from the maximum 
rolloveramount because paid claims in year 4 exceeded the $1,000 annual maximum by $300 .
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deltadentalid.com


Benefits and Limitations


Class I Preventive and Diagnostic Services


Examinations once every 6 months.


Cleanings once every 6 months (restricts against periodontal maintenance within the same time period).


Fluoride two times in any 12 consecutive month period for dependent children under age 19.


Full mouth series or panoramic X-rays once every 5 years.


Bitewing X-rays once every 12 months.


Class II Basic Services


Periodontal maintenance is allowed 4 times in 12 months if patient has had previously treated periodontal 
disease.


Scaling and root planing covered once per quadrant every 24 months. Periodontal surgery is payable once 
per quadrant in any 3 year period.


Fillings restricted to same tooth/surface once every 24 months.


Class III Major Restorative Services- Late enrollee waiting period is 12 months*


Crowns, build-ups, stainless steel crowns, onlays, or bridges on same tooth once every 7 years.


Porcelain, porcelain substrate, and cast restorations are not payable for children less than 12 years.


Partials, or dentures 1 time per arch every 7 years, eligible for partials at age 16.


 Implants- Late enrollee waiting period is 12 months


Implants are a covered benefit per tooth with a maximum lifetime benefit of $1,200 or the plan's annual maximum, 
whichever is less (Ages 19 and over).


 


 


 


 


 


 


 


Dependents Eligible children must be under age 26.
*Late enrollee waiting period will be waived for employees transferring from Willamette during open enrollment only.


GENERAL PLAN INFORMATION


1. Optional treatment: If the subscriber or eligible dependent selects a more expensive service than is
customarily provided. For example, if teeth can be restored satisfactorily with amalgam or composite
material, the cost of inlays, onlays and crowns are not covered and the cost difference between the covered


and the non-covered procedure is to be borne by the patient.


2. Payment provisions: The following guidelines will be used to determine the date on which a service shall be
paid:


a. Full dentures or partial dentures: On the date the final impression is taken.


b. Fixed bridges, crowns, and onlays: On the date the tooth or teeth are prepared.


c. Root canal therapy: On the date the root canal is initiated.


  3. Processing Policies may limit benefits. Processing Policies applied to a claim are noted on the Explanation of 
Benefits (EOB).


Delta Dental of Idaho
555 E Parkcenter Blvd
Boise, ID 83706-6503


Customer Service
(208) 489-3580
(800) 356-7586


DDI Ben Book  07_2020


      Class IV Orthodontic Services Child Only- Late enrollee waiting period is 12 months*


Maximum orthodontic lifetime benefit is $1,000; Replacement of orthodontic appliances is not covered.
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Here’s [HOW] you can 
maximize your oral health 
at no additional cost.


A healthy mouth is a vital part of your overall health, and Delta Dental of Idaho cares about 
yours. That’s why we’re introducing Health through Oral Wellness® (or, HOW® for short). HOW 
is a unique, patient-centered program that adds additional benefits to your dental plan, based  
on your individual oral health needs. By having your dentist perform a simple risk assessment, 
you may have access to additional preventive and health-sustaining benefits.


If you have questions or would like to contact us for more information about the Health through Oral 
Wellness program, please contact us by phone at (208) 489-3580 or toll-free at (800) 356-7586 or by email 
at customerservice@deltadentalid.com.


BELOW ARE JUST SOME OF THE BENEFITS THAT MAY BE COVERED
BASED ON RISK SCORES


HOW
TO GET
STARTED: Second, simply request 


a free Health through 
Oral Wellness (HOW) 
risk assessment at the 
beginning of your  
dental visit.


Third, if you qualify 
based on your results,  
Delta Dental of Idaho  
will release, or ’unlock’  
specific additional benefits  
without an increase in premium.


First, check with your 
employer to make  
sure your company  
is participating in  
the HOW program.


All enhanced benefits are subject to the patient meeting their plan’s annual maximum and other limitations.  A risk assessment must be performed at every 
routine re-care visit to occur at least once in the plan year.  Enhanced benefits and standard policy requirements, including coinsurance percentages, 
copayments and plan maximums, may be subject to changes. 


 Oral hygiene instruction, nutritional     
counseling, or tobacco cessation 
counseling


 Additional cleanings


 Fluoride (child and adult)


 Additional sealants (child and adult)


 Periodontal maintenance 
(gum disease treatment)


 Drugs or medicaments dispensed in 
the office for home use
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Instructions for your dentist:
At Delta Dental of Idaho, we understand that some patients need more dental care than 
others. That’s why we offer our Health through Oral Wellness® (HOW®) program. Many 
Delta Dental of Idaho patients who are at risk for certain conditions may be eligible for 
additional preventive benefits at no additional cost to them.* To assess their risk level, they 
need your help! They need you to complete an oral health risk assessment using a clinical risk 
evaluation tool powered by PreViser®. This tool is provided to you by Delta Dental of Idaho at 
no charge. The risk assessment is quick and easy and may provide your patients with 
additional preventive benefits such as extra cleanings, extra periodontal maintenance, fluoride, 
sealants and more. You can perform this risk assessment on your patients immediately.


HOW
TO GET
STARTED: First, simply create your PreViser 


account at go.deltadentalid.com/
PreViser and follow the registration 
steps.


Second, begin your PreViser oral health 
risk assessment for your patient. If your 
patient is high-risk for a certain condition, 
Delta Dental of Idaho will “unlock” 
additional preventive benefits immediately. 


If you have questions or would like to contact us for more information about the new Health through Oral 
Wellness program, please contact us by phone at (208) 489-3580 or toll-free at (800) 356-7586 or by email 
at customerservice@deltadentalid.com.


BELOW ARE JUST SOME OF THE BENEFITS THAT MAY BE COVERED
BASED ON RISK SCORES


*Additional preventive benefits are subject to the provisions of your patient’s Delta Dental of Idaho policy. All enhanced benefits are subject to the patient 
meeting their plan’s annual maximum and other limitations.  A risk assessment must be performed at every routine re-care visit to occur at least once in the
plan year.  Enhanced benefits and standard policy requirements, including coinsurance percentages, copayments and plan maximums, may be subject to 
changes. 


 Oral hygiene instruction, nutritional     
counseling, or tobacco cessation 
counseling


 Additional cleanings


 Fluoride (child and adult)


 Additional sealants (child and adult)


 Periodontal maintenance 
(gum disease treatment)


 Drugs or medicaments dispensed in 
the office for home use


52







Who is Eligible?
All members and their eligible dependents enrolled in a Delta Dental of Idaho dental plan that 
does not include an orthodontic benefit are eligible for Delta Dental’s value-added Orthodontic 
Discount Program.  


How Does the Discount Program Work?
Delta Dental members will experience substantial savings because Idaho orthodontists in the 
Orthodontic Discount Program agree to discounted fees.  Members simply call and schedule 
a visit with a Delta Dental of Idaho Discount Program orthodontist and present their Delta 
Dental of Idaho ID card at the time of their appointment.   The discount amount is based on the 
length of treatment. Members will know their total out-of-pocket costs prior to the beginning of 
treatment, so there will be no surprises!  See the fee schedule above for details.  


Is There a Cost for this Orthodontic Program?
No. Delta Dental of Idaho’s Orthodontic Discount Program is a value-added service and is not 
insurance.


Please see the back of this flyer for a list of orthodontists in the Discount Program.
For more information, please call (208) 489-3580 or email: CustomerService@deltadentalid.com


Value-Added 
Orthodontic  


Discount Program
Delta Dental of Idaho members no longer have 
to ‘brace’ for the cost of orthodontic care. Delta 
Dental’s value-added Orthodontic Discount 
Program provides Idaho members and their 
eligible dependents a discounted fee for adult and 
child orthodontia if they obtain care from a Delta 
Dental of Idaho Discount Program orthodontist.


$4,050


$4,450


$4,850


12 to 17 months


18 to 24 months


25+ months


Number of Treatment Months Fee Schedule Based on Length of Treatment


Delta Dental of Idaho
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Aberdeen
Shane Schvaneveldt, DDS


(208) 734-4600


Ammon
C. Jared Randall, DDS, MS


(208) 523-3380


Arco
C. Jared Randall, DDS, MS


(208) 527-3472


Blackfoot 
C. Jared Randall, DDS, MS


(208) 785-3310


Michael Summers, DDS, MS
(208) 232-0464


Boise
Scott Alexander, DMD


(208) 331-5080


(208) 377-0252


Steven Gilman, DMD 
(208) 375-5012


Jacob R. Jarvis, DMD, MS
(208) 383-0100


John Kalange, DDS
(208) 342-0212


(208) 342-0678


(two Boise locations)


Laura Lineberry, DDS, MS
(208) 658-9470


Marcus Lowry, DDS
(208) 377-0410


Jon Miler, DDS, MS
(208) 323-4800


Anthony D Mongillo, DMD
(208) 739-4275


John Slattery, DDS, MS


(208) 433-1122


Sam Smith, DMD, MS
(208) 321-7006


Brendon Swenson, DDS
(208) 649-5721


Terrell Tingey, DDS, 
(208) 375-0631


Travis Tingey, DDS, MS
(208) 375-0631


Christopher Kelson, DMD
(208) 378-1300


Burley
Shane Schvaneveldt, DDS


(208) 734-4600


Caldwell
Brendon Swenson, DDS


(208) 649-5721


Eagle
Jacob R. Jarvis, DMD, MS


(208) 383-0100


Sam Smith, DMD, MS
(208) 321-7006


Emmett
Kelsey Peterson, DMD


(208) 365-6800


John Slattery, DDS, MS
(208) 433-1122


Fruitland
Jason R Howell, DMD, MS


(208) 452-4444


Idaho Falls
Dwight D. Baker, DDS


(208) 524-0644


Jordan Hillam, DDS
(208) 524-1800


Matthew J Elison DDS
(208)522-9600


Phillip David Lowder, DDS
(208) 524-1404
Ryan L Wood DDS


(208)522-9600


Bret E. Mooso, DDS, MS
(208) 522-4552


Jerome
Shane Schvaneveldt, DDS


(208) 734-4600


Lewiston
Brendon Swenson, DDS


(208) 746-0479


McCall
John Slattery, DDS, MS


(208) 433-1122


Meridian
Brandon Fowler, DDS


(208) 893-5440
(208) 895-8555


(208) 887-1053
(in three locations)


Michael L. Gold, DMD
(208) 376-2422


Greg Guymon, DDS
(208) 898-0000


Jason R. Howell, DMD, MS
(208) 893-5151


Jacob Jarvis, DMD, MS
(208) 585-9200


Marcus Lowry, DDS
(208) 855-5045


John Slattery, DDS, MS
(208) 433-1122


Terrell Tingey, DDS, 
(208) 375-0631


Travis Tingey, DDS, MS
(208) 375-0631


Montpelier
Jeffrey W. Johnson, DDS


(208) 529-3500


Moscow
David L. Wilkinson, DDS


(208) 746-0479


Mountain Home
Steven Gilman, DMD 


(208) 587-3010


Provider List 
Value-Added Orthodontic Discount Program


deltadentalid.com


Delta Dental of Idaho members and their eligible dependents can receive a discounted fee on adult and child orthodontia 
treatment. Members simply call and schedule a visit with an orthodontist from the list below and present their 
Delta Dental of Idaho ID card at the time of their appointment. This is a value-added service and is not insurance.


Providers periodically change, so please visit go.deltadentalid.com/orthodontic-discount for the latest provider list. 


Updated 3/5/2020


If your orthodontist is not currently a participating provider in the Discount Orthodontic Program, please have them contact Delta 
Dental of Idaho at (208) 489-3580 or customerservice@deltadentalid.com. Delta Dental of Idaho complies with applicable Federal 
civil rights laws and does not discriminate on the basis of race, color, national origin, age, disability, or sex. ATENCIÓN:  si habla 
español, tiene a su disposición servicios gratuitos de asistencia lingüística.  Llame al 1-(800) 356-7586. 注意：如果您使用繁體中文，您可以
免費獲得語言援助服務。請致電 1-(800) 356-7586.


Laura Lineberry, DDS, MS
(208) 587-4422


Nampa
Marcus Lowry, DDS


(208) 461-5459


Patrick Niland, DDS, MS
(208) 467-5259


John Slattery, DDS, MS
(208) 433-1122


Brendon Swenson, DDS
(208) 649-5721


Payette
Jason R. Howell, DMD, MS


(208) 893-5151


Pocatello
Rufus Van Dyke, DDS


(208) 237-3330


Michael Summers, DDS, 
MS (208) 232-0464
Post Falls
Patrick Rickheim, DDS


(208) 777-1010


Rexburg
 Jared Randall, DDS, MS


(208) 356-3012


Andrew W. Summers, 
DDS (208) 356-3621
Matthew J Elison DDS


(208)356-3300
Ryan L Wood DDS


(208)356-3300


Rigby
Phillip David Lowder, DDS


(208) 745-7407


Rupert
Shane Schvaneveldt, DDS


(208) 734-4600


Salmon
Phillip David Lowder, DDS


(208) 524-1404


Shoshone
Shane Schvaneveldt, DDS


(208) 734-4600


Sugar City
Phillip David Lowder, DDS


(208) 745-7407


Terreton
C. Jared Randall, DDS, MS


(208) 663-4830


Twin Falls
Shane Schvaneveldt, DDS


(208) 734-4600
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WHAT CAUSES HEARING LOSS?
• Excessive noise exposure is the leading cause of


hearing loss in the United States in adults


• Ototoxic drugs can cause hearing loss, tinnitus or
balance disorders. There are over 200 known
medications including: NSAIDS, antibiotics, diuretics,
some cardiac medicine, and more.


• Aging is also a cause of hearing loss. Over time, our
ears change and the tiny hair cells that help us hear
become damaged and cannot re-grow.


• Various illnesses and diseases can be associated
with hearing loss. Some include Meningitis,
Heart Disease, Diabetes, Ménière’s disease and
Alzheimer’s, among others.


• Other factors can lead to a higher risk of hearing loss
as well, such as obesity, birth defects, head injuries,
family history, smoking, and more


HOW CAN I PREVENT HEARING LOSS?
Simple tips to protect your hearing:


• Wear hearing protection and limit the time you’re
exposed to noise


• Turn down the volume – keep music and TV volume
at 50% or less


• Maintain a healthy lifestyle to avoid conditions such
as high blood pressure and diabetes which contribute
to hearing loss


• Avoid ototoxic medications – talk to your healthcare
professional when drugs are prescribed


HOW COMMON IS HEARING LOSS?
Hearing loss affects people of all ages. The graphic below 
shows percentages of hearing loss by age. 


.3%-Newborn


3%-School Age


6.5%-18-44


18%-45-60


33%-65-74


50%-75+


Even mild hearing loss can negatively affect  
key areas of your life, including: mental health,  
physical health and income. Additionally, untreated hear-
ing loss is usually more noticeable to other people than 
the actual hearing aids.


DO I REALLY NEED HEARING AIDS? 
My hearing isn’t THAT bad...


WHEN SHOULD I GET MY 
HEARING CHECKED?
Hearing loss can come on gradually. You may not even 
notice it’s happening. As a rule of thumb, if your hearing 
test reports your hearing is OK, stick to once every three 
to five years. You should test your hearing annually if you 
are 55 or older or are experiencing any of the following:


• Consistent exposure to loud noises
• Difficulty understanding in noisy environments or in


groups
• Hearing mumbling or feeling as though people are


not speaking clearly
• Ringing in your ears
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ARE HEARING AIDS AFFORDABLE?
Hearing aids are an investment, but don’t let the price tag scare you away from getting the treatment you deserve. A few ways 
to find cost savings while purchasing hearing aids, including: 


THE AMPLIFON HEARING HEALTH CARE PACKAGE


DO HEARING AIDS REALLY WORK? WHICH BRAND IS BEST?
Hearing aids and the technology behind them have advanced considerably! They have bluetooth capabilities, automatic volume 
control, and can help reduce background noise to make sounds more clear. Did you know that 95% of people with hearing 
loss can be successfully treated with hearing aids? 


There is no one right brand, everyone is different. However, we do offer discounts on the 10 top brands. Each brand has a 
different level of technology for varying types of hearing loss. A hearing care professional can help you determine which option is 
right for you.


Types of Hearing Aids


Invisible in 
the Canal 


(IIC)


Completely 
in the Canal 


(CIC)


Canal
(ITC)


Full Shell 
(ITE)


Behind 
the Ear 
(BTE)


Receiver 
in Canal 


(RIC)


Hearing Aid Brands


For more information, call or visit:


To learn more, call or visit:


The Amplifon Program - With 
Amplifon, you have access to 
substantial savings on hearing 
devices and services


Financing - Amplifon offers 
interest free financing to 
those who qualify


HSA, HRA, FSA - You can use 
your pre-tax dollars from your 
health savings accounts to help 
pay for hearing aids


Custom hearing solutions - we find the solution 
that best fits your lifestyle and your budget from 
one of the top brands.


Hearing aid low price guarantee* - if you find the 
same product at a lower price, bring us the local 
quote and we’ll not only match it, we’ll beat it by 5%!


Continuous Care - 1-year free follow-up, 2 years 
of free batteries, and a 3-year warranty.**


Risk-free 60-day trial - 100% money-back 
guarantee if not completely satisfied. 


1-8 4793-129-66  or
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Summary of Benefits
Group Number: ID471 
Effective Date: July 1, 2020 


College of Southern Idaho 


Annual Maximum No Annual Maximum* 
Deductible No Deductible 
General or Orthodontic Office Visit You pay $15 per Visit 


DIAGNOSTIC AND PREVENTIVE SERVICES 
Routine and Emergency Exams Covered with the Office Visit Copay 
X-rays Covered with the Office Visit Copay 
Teeth Cleaning Covered with the Office Visit Copay 
Fluoride Treatment Covered with the Office Visit Copay 
Sealants (per Tooth) Covered with the Office Visit Copay 
Head and Neck Cancer Screening Covered with the Office Visit Copay 
Oral Hygiene Instruction Covered with the Office Visit Copay 
Periodontal Charting Covered with the Office Visit Copay 
Periodontal Evaluation Covered with the Office Visit Copay 


RESTORATIVE DENTISTRY 
Fillings You pay a $25 Copay 
Porcelain-Metal Crown You pay a $350 Copay** 


PROSTHODONTICS 
Complete Upper or Lower Denture You pay a $400 Copay** 
Bridge (per Tooth) You pay a $350 Copay** 


ENDODONTICS AND PERIODONTICS 
Root Canal Therapy - Anterior You pay a $175 Copay 
Root Canal Therapy - Bicuspid You pay a $225 Copay 
Root Canal Therapy - Molar You pay a $250 Copay 
Osseous Surgery (per Quadrant) You pay a $175 Copay 
Root Planing (per Quadrant) You pay a $95 Copay 


ORAL SURGERY 
Routine Extraction (Single Tooth) You pay a $20 Copay 
Surgical Extraction You pay a $120 Copay 


ORTHODONTIA TREATMENT 
Pre-Orthodontia Treatment You pay a $150 Copay*** 
Comprehensive Orthodontia Treatment You pay a $2,400 Copay 


DENTAL IMPLANTS 
Dental Implant Surgery Implant benefit maximum of $1,500 per calendar year 


MISCELLANEOUS 
Local Anesthesia Covered with the Office Visit Copay 
Dental Lab Fees Covered with the Office Visit Copay 
Nitrous Oxide You pay a $40 Copay 
Specialty Office Visit You pay $30 per Visit 
Out of Area Emergency Care Reimbursement You pay charges in excess of $100 
*Benefits for implant surgery have a benefit maximum, if covered.
**Dental implant-supported prosthetics (crowns, bridges, and dentures) are not a covered benefit.
***Copay credited towards the Comprehensive Orthodontia Treatment copay if patient accepts treatment plan.


Underwritten by Willamette Dental of Idaho, Inc. 6950 NE Campus Way, Hillsboro, OR 97124 
Presented are just some of the most common procedures covered in your plan. Please see the Certificate of Coverage for 
a complete plan description, limitations, and exclusions. 
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This is only a summary. The certificate of coverage contains a complete description of the limitations and exclusions. 


Exclusions 
 Bone grafting.
 Bridges, crowns, dentures, or
prosthetic devices requiring multiple
treatment dates or fittings if the
prosthetic item is installed or delivered
more than 60 days after termination of
coverage.
 The completion or delivery of
treatments or services initiated prior to
the effective date of coverage.
 Cone beam CT X-rays and
tomographic surveys.
 Dental implant-supported prosthetics
or abutment-supported prosthetics
(crowns, bridges, and dentures).
 A dental implant surgically placed
prior to the member’s effective date of
coverage that has not received final
restoration or a dental implant for
treatment of a primary or transitional
dentition.
 Endodontic services, prosthetic
services, and implants that were
provided prior to the effective date of
coverage.
 Endodontic therapy completed more
than 60 days after termination of
coverage.
 Eposteal, transosteal, endodontic
endosseous, or mini dental implants.
 Exams or consultations needed
solely in connection with a service not
listed as covered.
 Experimental or investigational
services and related exams or
consultations.
 Full mouth reconstruction, including
the extensive restoration of the mouth
with crowns, bridges, or implants; and
occlusal rehabilitation, including
crowns, bridges, or implants used for
the purpose of splinting, altering
vertical dimension, restoring occlusions
or correcting attrition, abrasion, or
erosion.
 General anesthesia, moderate
sedation and deep sedation.


 Hospital care or other care outside of
a dental office for dental procedures, 
physician services, or facility fees. 
 Maintenance, repair, replacement, or
completion of an existing implant
started or placed by a non-participating
provider without a referral from a
Willamette Dental Group provider.
 Maintenance, repair, replacement, or
completion of an existing implant
started or placed prior to the member’s
effective date of coverage.
 Maxillofacial prosthetic services.
 Nightguards.
 Orthognathic surgery.
 Personalized restorations.
 Plastic, reconstructive, or cosmetic
surgery and other services, which are
primarily intended to improve, alter, or
enhance appearance.
 Prescription and over-the-counter
drugs and pre-medications.
 Provider charges for a missed
appointment or appointment cancelled
without 24 hours prior notice.
 Replacement of lost, missing, or
stolen dental appliances; replacement
of dental appliances that are damaged
due to abuse, misuse, or neglect.
 Replacement of sound restorations.
 Services and related exams or
consultations that are not within the
prescribed treatment plan or are not
recommended and approved by a
Willamette Dental Group dentist.
 Services and related exams or
consultations to the extent they are not
necessary for the diagnosis, care, or
treatment of the condition involved.
 Services by any person other than a
licensed dentist, denturist, hygienist, or
dental assistant.
 Services for the diagnosis or
treatment of temporomandibular joint
disorders.
 Services for the treatment of an
occupational injury or disease,
including an injury or disease arising
out of self-employment or for which


benefits are available under workers’ 
compensation or similar law. 
 Services for treatment of injuries
sustained while practicing for or
competing in a professional athletic
contest.
 Services for treatment of intentionally
self-inflicted injuries.
 Services for which coverage is
available under any federal, state, or
other governmental program, unless
required by law.
 Services not listed as covered in the
contract.
 Services where there is no evidence
of pathology, dysfunction, or disease
other than covered preventive services.


Limitations 
 If alternative services can be used to
treat a condition, the service
recommended by the Willamette Dental
Group dentist is covered.
 Services listed in the contract, which
are provided to correct congenital are
covered for dependent children if
dental necessity has been established.
 Crowns, casts, or other indirect
fabricated restorations are covered
only if dentally necessary and if
recommended by the Willamette Dental
Group dentist.
 The retreatment of root canal therapy
performed by a Willamette Dental
Group dentist will be covered as part of
the initial treatment for the first 24
months. The retreatment of root canal
therapy performed by a non-
participating provider will be subject to
the applicable copays.
 The services provided by a dentist in
a hospital setting must meet the
requirements in the contract to be
covered.
 The replacement of an existing
denture, crown, inlay, onlay, or other
prosthetic appliance is covered if the
appliance is more than 5 years old and
replacement is dentally necessary.
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Dental Cleanings – 
How Often Do I Need Them?


It’s a common question, with a simple answer – it’s personal!


The Recommendation The Evidence
The ideal frequency of professional dental 
cleanings has been a subject of debate for 
decades, with a similar conclusion—dental 
cleaning frequency should be based on 
each patient’s personal oral health care 
situation rather than a tradition based on 
marketing or perceived value.


Based on the most recent evidence, the 
practice philosophy of Willamette Dental 
Group offers treatment plans that customize 
dental cleaning schedules to the need of 
each patient. 


Risk is determined based on their oral 
health, diagnosed by comprehensive risk 
assessments for dental disease. 


“Prevention reduces tooth loss, but little evidence supports 


biannual preventive care for all adults. A personalized 


medicine approach ... may be useful in resource allocation 


for preventive dentistry.”


Giannobile, W., Braun, T. et al
Michigan Center for Oral Health Research


This groundbreaking study found “persons having 


dental examinations at intervals longer than 6 months 


were not at a disadvantage. ” 


Sheiham, A.
The Lancet


At Willamette Dental Group, our insurance 


products include as many cleanings as 


are prescribed by your Willamette Dental 


Group dentist—whether that’s one time a 
year or four times a year. 


Most dental insurance plans only cover 


two cleanings per year. If a high-risk 


patient needs more than two cleanings, 


they typically are required to pay  


full fees out-of-pocket.


“The ADA wants to remind 


consumers that the frequency of 


their regular dental visits should be 


tailored by their dentists to accommodate for their current 


oral health status and health history.”


The tradition of the six-month 
cleaning schedule 
all started with a 
TV commercial 
in the 1950s 
for Pepsodent 
Toothpaste!


Fun Fact!


Did You Know?


Periodontal Disease Risk


3 mos 1 year


High Low


Patient Cleaning Frequency


©Pepsodent
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Schedule that annual eye exam and know you’re doing 
good for your body, and with this coverage it won’t hurt 
your wallet. And if you need glasses or contacts, you’ll find 
hundreds of options at affordable prices. You can even 
choose from some of the latest designer frames. 


• Eligibility Requirement
If you are a full-time active employee working a
minimum of 20 hours per week, you will be
covered with these benefits.


• Who pays for the coverage?
Vision Insurance premium is paid by you, the
employee, through payroll deduction.


• Trusted network
The VSP network provides world-class services
from high-caliber doctors. You also pay little out of
pocket when you see an in-network eye doctor.


o Network: VSP Choice Network


How the Plan Works 


For College of Southern Idaho 


LifeMap Choice Vision Insurance 
In partnership with VSP® 


Benefit Description Copay 


WellVision 
Exam 


• Focuses on your eyes and
overall wellness


• Every 12 months
$0 


Frame 


• $150 allowance for a wide
selection of frames


• 20% off amount over
allowance


• Every 12 months $25 
For frame 
and lenses 


Lenses 


• Single vision, lined bifocal,
and lined trifocal lenses


• Polycarbonate lenses for
dependent children


• Every 12 months


Elective 
Contacts 
(Instead of 
glasses) 


• $150 allowance for
contacts and contact lens
exam (fitting and
evaluation)


• 15% off contact lens exam
(fitting and evaluation)


• Every 12 months


$0 


Additional 
Coverage • Low vision testing


Extra 
Savings 
and 
Discounts 


Additional Glasses and Sunglasses 
20% off from any VSP doctor  


Retinal Screening 
Guaranteed pricing on retinal screening as 
an enhancement to your WellVision Exam 


Laser Vision Correction 
• Average 15% off the regular price or 5%


off the promotional price; discounts only
available from contracted facilities


• After surgery, use your frame allowance
(if eligible) for sunglasses from any VSP
doctor


Benefits Summary 
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Visit vsp.com for details if you plan to see an eye doctor 
outside the VSP network. 


Exam up to $45 Lined Trifocal 
Lenses up to $65 


Frames up to $70 Elective 
Contacts 


up to 
$105 


Single Vision 
Lenses up to $30 Low Vision Test up to 


$125 
Lined Bifocal 
Lenses up to $50 


Limitations & Exclusions 


No benefits will be provided for any of the following 
conditions, treatments, services, supplies, or 
accommodations, including any direct complications or 
consequences that arise from them, as follows: 


• Select lens options or coatings
• Corrective vision treatment of an Experimental


Nature.
• Costs for services and/or materials above the


Allowed Amount.
• Expenses incurred prior to the Member’s Effective


Date under this Policy or after coverage under this
Policy terminates.


• Medical or surgical treatment of the eyes.
• Orthoptics or vision training and any associated


supplemental testing.
• Plano lenses (less than a ± .50 diopter power).
• Replacement of lenses and frames furnished


under this Plan which are lost or broken, except at
the normal intervals when services are otherwise
available.


• Two pair of glasses in lieu of bifocals.


Coverage Outside the VSP Choice Network 
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**This benefit is provided at NO COST to you through LifeMap.** 


Benefit: 
Amount: 


Life
1 times Annual Earnings ($20,000 Min/$250,000 Max)


Monthly Rates Per $1,000 of Coverage 


Age Rate
Under 25 $0.08 


25 to 29 $0.08 


30 to 34 $0.08 


35 to 39 $0.12 


40 to 44 $0.17 


45 to 49 $0.27 


50 to 54 $0.43 


55 to 59 $0.77 


60 to 64 $1.04 


65 to 69 $1.59 


70 to 74 $2.27 


75 to 79 $3.43 


80 & Over $5.11 


Voluntary Supplemental Life:  2020
LifeMap - 100% Employee Paid


Supplemental GroupTerm Life Insurance is available on a voluntary basis for 
eligible employees only. This coverage is in addition to the employer paid 
amounts and the costs are 100% employee paid through payroll deduction. 


Please see Certificate of Coverage summary for more detailed benefit information. 


Benefit: 
Amount: 
Benefit: 
Amount: 


 Spousal Life  Child Life
 $2,000  $1,000


Accidental Death & Dismemberment
1 times Annual Earnings ($20,000 Min/$250,000 Max) 


Voluntary Supplemental  Life 


Employee Voluntary Life Increments of $10,000


New Employee Guarantee Issue $300,000 


Employee Maximum Lesser of $300,000 or 5x Annual Earnings
Employee Minimum $10,000 


Life and AD&D: 2020
LifeMap - 100% Employer Paid 
Life insurance provides your named beneficiary(ies) with a benefit 
in the event of your death. 


Accidental Death and Dismemberment (AD&D) insurance provides 
specified benefits to you in the event of a covered accidental bodily 
injury that directly causes dismemberment (i.e., the loss of a hand, 
foot or eye). In the event that your death occurs due to a covered 
accident, both the life and the AD&D benefit would be payable. 
Conversion Option:  Upon termination or retirement you may 
convert this policy into an individual policy without proof of 
insurability - must be done within 31 days.


*Age Reduction Schedule:   If you are still working the required
number of hours to be eligible for this insurance at age 70, your 
benefits will reduce to 75%  and to 50% at age 75.


Step-Up Guarantee: If you enroll for at least $10,000 when you are first 
eligible for coverage, you may increase your benefit amount during Annual 
Enrollment, up to $300,000, in increments of $10,000, on a guarantee issue 
basis.
Each applicant must complete a LifeMap Voluntary Life Enrollment Form. Insurance 
will become effective for those who enrolled during open enrollment on July 1, 
2020 and all New Hires will be the first of the month following your date of hire. 
Benefits terminate upon retirement, however, Supplemental Life offers
'Conversion' and 'Portability' rights. Enrollment forms are available from Human 
Resources.


Age Reduction Schedule:   If you are still working the required number of hours to be eligible for this 
insurance at age 70, your benefits will reduce to 75%  and to 50% at age 75.
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  Voluntary Life Insurance 


Plan Benefits 


Employee Life 
Insurance 


$10,000 increments  
to a maximum of $300,000 or 5 
times your annual earnings, 
whichever is less 


Guarantee Issue Amount 
Employee $300,000 


Plan Features 


Accelerated Benefit 


A covered employee who is 
diagnosed as terminally ill may 
receive a portion of the life 
insurance benefit before death. 
Remaining benefits are reserved 
for the member’s beneficiary. 


Conversion 


Voluntary Life may be converted 
to an individual policy, without 
proof of insurability, within 31 
days of loss of eligibility. 


Portability 


Voluntary Life may be ported 
without proof of insurability within 
31 days of loss of eligibility. If 
elected, portability coverage will 
end the earliest of when you 
reach age 65 or when this 
master policy terminates. 


Waiver of Premium 


Life coverage may be continued 
without payment of premium if a 
covered employee becomes 
totally disabled prior to age 60 
(proof of disability required). 
Coverage may be continued up 
to age 65. 


Reduction Schedule 


If you are still working the required number of hours to be 
eligible for this insurance at age 70, your benefits will reduce 
to 75% at age 70 and to 50% at age 75. 


Benefits Summary 


Life is full of many twists and turns. LifeMap Voluntary Life 
coverage protects your family’s future, no matter what life 
may throw your way. 


• Eligibility Requirement
If you are a full-time active employee working a
minimum of 20 hours per week, you will be
eligible for these benefits.


• Who pays for the coverage?
Voluntary Life Insurance premiums are paid by
you, the employee, through payroll deduction.


• Guarantee Issue
Enroll within 31 days of your initial eligibility date
and with no questions asked, you will be covered
for up to $300,000 in Life insurance.


• Step-Up Guarantee: If you enroll for at least
$10,000 when you are first eligible for coverage,
you may increase your benefit amount during
Annual Enrollment, up to $300,000, in increments
of $10,000, on a guarantee issue basis.


How the Plan Works 


For College of Southern Idaho 
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To calculate your monthly payroll deduction, use the 
formula below:  


 


 
 


Monthly Premium Calculation 


Desired 
Benefit 


Rate 
(from table left) 


÷ X 1,000 


Estimated Monthly 
Payroll Deduction: 


Life: Suicide, intentionally self-inflicted injury; or any 
attempts to injure oneself are excluded during the first 
two years of coverage or increase of coverage.  


UniTobacco, per $1,000 of Benefit 
Age Employee 


24 and under $0.080 
25-29 $0.080 
30-34 $0.080 
35-39 $0.120 
40-44 $0.170 
45-49 $0.270 
50-54 $0.430 
55-59 $0.770 
60-64 $1.040 
65-69 $1.590 
70-74 $2.270 
75-79 $3.430 


80 and over $5.110 


Monthly Rates 


Limitations & Exclusions 
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High Deductible Health Plan (HDHP) with Health Savings Account (HSA) 
Educational Information (3/27/20)


2019 IRS HSA maximum contribution amounts:  Individual $3,500; Family $7,000 
2020 IRS HSA maximum contribution amounts:  Individual $3,550; Family $7,100 


Benefits to employees: 
• Employer and employee may contribute to the HSA up to the total individual or family IRS maximum


amounts per year.  The IRS determines the annual amounts and they are often increased by a small
amount annually.


• Money in the HSA account can be used by the employee to help meet their medical or dental
deductibles; vision copays; and to help pay for qualified medical expenses determined by the IRS. (You
may locate a list of qualified medical expenses through the IRS website.)


• IRS rules state that HSA’s can be funded when an employee is insured on a HDHP.  You (or your
employer) cannot contribute to your HSA account  if you are enrolled  on a non-HDHP (traditional type
health plan on your own or enrolled with your spouse.)  If you or they do so, penalties will apply.


• You can use HSA funds to pay for all tax dependents expenses whether or not they are enrolled on
the HDHP.


• You can contribute the Family IRS amount as long as there are 2 or more individuals enrolled on your
HDHP.


• Money in the employee’s HSA account is owned by employee and goes with employee if employment
is terminated.


• Money in an HSA account carries forward from year to year.  (It’s not use it or lose it like medical FSA.)
• Money in an HSA grows tax-deferred and is withdrawn tax-free as long as money is used for a


qualified medical expenses.
• Contributions that the employee chooses to make are made pre-tax from the employee’s pay. (Any


contributions to employee HSA account by employer is also pre-tax.)
• Money may also earn interest as the funds in the account grows. (HealthEquity website includes info.)
• Employee can make a one-time transfer from IRA to HSA subject to specific limit (as of 2008).
• There is a $1,000 per year ‘catch up’ amount allowed at age 55 and older.
• Employee may also use the money in the HSA account to pay COBRA insurance premiums; Long


term care insurance premium (subject to IRS mandated limits based on age and adjust annually); Long
term care services and decisions; Health care coverage while  receiving unemployment compensation
under federal or state low; Medicare and other health care coverage if you were 65 or older (other than
premiums for a Medicare supplemental policy, such as Medigap.)


• HDHP medical plans help individuals become better consumers as it makes them more
responsible for medical care purchases and medical decisions.  We learn to ‘shop’ for our
care and needs like we do when purchasing a car or other items.


Items to be sure employees understand: 
• HDHP medical deductible must be met before plan will pay benefits.  (Exception preventive care and


preventive medications – see below.)
• HDHP’s office copay’s are eliminated.  You must pay for visits until you meet your deductible.


(Medical deductible must be met first.)
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• HDHP’s prescription drug copay’s are eliminated  You must pay full cost for prescription until you
meet your deductible.  Exception: ‘preventive maintenance medications’ that are used to treat high
blood pressure, diabetes, cholesterol, etc.  (See list of specific drugs from specific insurance carrier.)


• HDHP’s may benefit all employees.  Important to review the plan design verses a traditional/standard
plan offering and to consider how often you use the office visit copays and prescription usage.


• You are unable to use HSA funds to pay for dependent child or adult care.
• If the plan year of HDHP does not start 1/1, divide the single or family amount by 12 and only contribute


up to the amount of months remaining in the calendar year.  Example, plan date is 6/1, only contribute
half of the single or family amount unless employee knows for sure they will still continue on the HDHP
for the full 12 months of the following year.


• IRS does not allow you to contribute new funds to a HSA savings account if you are enrolled in
Medicare.  If you had HSA prior to age 65 and Medicare, you can keep the HSA and use up the
money but no new contributions can be made to the HSA account.


• If employee is enrolled on HDHP and spouse is enrolled in Medicare, employee can add spouse to
HDHP and contribute the family amount.  (Spouse can’t open own HSA account.)


• IRS does not allow you to contribute to an HSA if you are claimed as dependent on someone else’s
taxes.


• Medical flexible spending account:  If enrolled in HDHP, you are unable to contribute (or anyone else
contribute for you) to an HSA account if you (or your spouse) are enrolled in or have funds in a
Medical Flexible Spending Account. The Flexible Spending account would have to be a separate
limited plan for vision and dental only.  You may still enroll in the dependent care plan. (IRS rules for
spouses – one or the other as far as FSA or HSA, not both.)


• Use up remaining FSA money ASAP by end of FSA plan date and don’t re-enroll in the FSA
medical plan.  (If money is remaining in your FSA account at FSA plan date expiration, you are
considered re-enrolled and unable to open HSA account.)


• Employer hires third party administrator to oversee the HSA accounts for employees.  The employee
authorizes the account to be opened in their own name. (Spouse must open their own account if they
would like to contribute additional $1,000 catch-up, if applicable.)


Miscellaneous Information: 
 Keep receipts in case you are audited.
 Mistaken distributions can be returned to HSA account.
 If death occurs, the spouse becomes owner of the HSA account.  If spouse is not beneficiary, the


money in the account will become taxable to the dependent.
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Section A.  Employee Information 


Last Name First Name M.I.


Date of Birth Social Security Number Sex: □ M    □ F


Marital Status:  □ Single □ Legally Married


Mailing Address 


City  State  Zip Phone 


Section B.  New Enrollment Change or Cancellation 


□ New Enrollment Date of Hire Effective Date: 
□ Add Dependent(s)   Name(s)
□ Cancel Spouse – Name Signature of Spouse 
□ Cancel Dependent(s) Name(s)


Event: □ Birth/adoption □ Marriage □ Loss of other coverage □ No longer eligible □ Divorce □ Open enrollment


□ Death □ Other:


Section C. Health Plan Options 


HDHP Plan Willamette Dental Delta Dental Vision 
Employee Only     0.00 0.00 0.00 0.00 


Employee/Spouse  183.27 12.10 12.23 2.36 


Employee/Child (1)     39.51 7.15 7.22 2.68 


Employee/Child (2+)  166.26 14.52 14.67 2.68 


Employee/SP/Child (2+)  332.67 24.20 24.45 5.69 


Traditional Plan Willamette Dental Delta Dental Vision 
Employee Only 105.66 6.05 6.11 1.17 


Employee/Spouse  310.65 17.91 18.34 3.29 


Employee/Child (1)     149.85 12.97 13.33 3.61 


Employee/Child (2+)  291.63 20.33 20.78 3.61 


Employee/SP/Child (2+)  477.69 30.01 30.56 6.62 


Total monthly premium (HR to complete) $__________ 


Insurance Benefits 
Enrollment/Change Form 
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Section D. Dependent/s Information 


A valid marriage certificate is required to add a spouse and birth certificate for dependents. 
Name SSA# Date of Birth Relationship 


Spouse 


Children 


Children 


Children 


Children 


Children 


□ Yes □ No   I am also maintaining additional coverage; i.e., spouse’s insurance throughout the year.


□ I hereby apply for enrollment, change or cancellation of coverage as indicated above.  I understand any coverage
will be under the master contract between the carriers below and CSI, SelectHealth, Willamette Dental, Delta
Dental or LifeMap VSP Vision.
□ I agree to have my salary reduced on a pretax basis to pay the premiums offered by my employer for medical
and hospitalization insurance, major medical insurance, dental insurance, vision insurance, and/or other qualified
benefits under Section 125 for myself and my eligible family members.  If my employer uses the evergreen method
of enrollment, I will remain enrolled in Premium Payment Component until I notify my employer in writing that I
do not wish to have my share of the premiums deducted on a pretax basis.


Employee Signature: Date: 


Rev: 4/19 


70







LifeMap Voluntary Benefits 
Employee Enrollment and Change Form 


. 


Please complete using dark ink. 
Employer Name 
College of Southern Idaho 


Group Number 
ID03873I 


  New Enrollment – Date of Hire/Rehire (mm/dd/yyyy) ______________________________    Change of Existing Enrollment 


Employee’s Name (Last, First MI)   Date of Birth  M 


 F 


Social Security Number 


Occupation Annual Salary 


Home Address (Street, City, State and Zip) Telephone Number 


(         )


Within the past 2 years have you used cigarettes or other tobacco products?   Employee  Y    N   


If for any coverage you select an amount OVER the Guarantee Issue Amount or are making application for any coverage AFTER 
your initial 31-day eligibility period, you must also complete and submit a LifeMap Evidence of Insurability Form. 


Please indicate the total amount of voluntary coverage you wish to have for initial enrollment or when making changes to coverage. 


Voluntary Life Insurance 


Select Amount in $10,000 increments from a minimum of $10,000 to a maximum of $300,000, or 5 times annual earnings, whichever is less. 


Employee $ _______________ 


The beneficiary designation made for Basic Life Insurance, if provided, will apply unless you complete a separate beneficiary designation for 
Voluntary Life.   


Please continue application on the following page. 
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IMPORTANT: Your application for coverage is not complete if this page is not signed, dated and returned. 


I request to be insured and authorize payroll deductions to cover the cost of coverage. Information in this application is given 
to obtain insurance, and the statements and answers are represented, to the best of my (our) knowledge and belief, to be true 
and complete. I (we) understand that (a) the insurance applied for shall not take effect until the application is approved and I 
will be notified of the insurance Effective Date; and (b) all insurance is subject to the eligibility provisions of the Policy; and (c) 
I must be Actively at Work (as defined in the Group Policy) to be insured. If I am not Actively at Work on the date my (our) 
coverage would become effective, my (our) coverage will not begin until the day I return to work. 


Insurance Fraud Warning:  


Unless specific state language is provided below, the following general fraud notice applies: Any person who knowingly 
provides false, incomplete, or misleading information to an insurance company for the purpose of defrauding the company may 
be guilty of a crime.  Penalties may include imprisonment, fines, and denial of insurance benefits. 


For residents of Washington:  It is a crime to knowingly provide false, incomplete, or misleading information to an insurance 
company for the purpose of defrauding the company. Penalties include imprisonment, fines, and denial of insurance benefits.  


If your answers on this application are incorrect or untrue, LifeMap Assurance Company has the right to deny benefits or 
rescind your coverage for up to two years from the date coverage becomes effective. 


 __________________________________________________________  _______________________________
Employee Signature Date Signed
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Employee HSA payroll deduction form 
Return completed forms to: 


Company name: College of Southern Idaho


Attn: 


Fax: ___________________________________________________________ 


Email address: 


Annual employer contribution information 


For mid-year enrollees, contact your HR department for your pro-rated employer election amount. 
Notes 


HSA contribution limits and contribution calculator 


*Catch-up contribution (age 55+): additional $1,000/year *Catch-up contribution (age 55+): additional $1,000/year 


Total annual contribution 


$ 
- 


(MINUS) 


Total annual employer contribution 
= 


Total eligible amount 


$  


Total eligible amount 


$  


/ 
(DIVIDED) 


Enter number of pay periods remaining 
in the year from form submittal date = 


Per-pay period max withholding 


$ 


Eligibility and contribution limits to your health savings account (HSA) are determined by the effective date of your high-deductible health plan 
(HDHP). If you’re covered as of December 1, you’re considered an eligible individual for the entire year and you’re not required to pro-rate your 
contributions. If you cease to be an eligible individual during the next calendar year, any funding over the prorated amount is considered an 
excess contribution and subject to a penalty and income tax. For further information or to review eligibility, please contact HealthEquity 
Member Services at 866.346.5800. 


Employee information and authorization 
Employee name Last 4 of SSN or employee ID 


Please withhold $ from my (weekly/bi-weekly/monthly) payroll and apply the funds to my HealthEquity HSA. 
Signature Date 


HealthEquity.com 866.346.5800 
Employee_HSA_payroll_deduction_form_20170616 


Self-only Family Other (optional) 


2019 annual HSA contributions 


Coverage type Total annual contribution* Per month 
Self-only $3,500 $291.67 


Family $7,050 $586.33 


2020 annual HSA contributions 


Coverage type Total annual contribution* Per month 
Self-only $3,550 $295.83 


Family $7,100 $591.67 


REQUIRED FORM IF YOU ENROLL IN PLAN 2: HIGH DEDUCTIBLE HEALTH PLAN
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Online Tutoring  
Information for Students







Accessing Your  
Account
• CSI Online Tutoring provides its services using Zoom software. If you are a  


CSI student, your CSI Zoom account has already been created. All you need  
to do is go to csi.zoom.us click “Sign In” and you will have access to your  
account. If asked, use the same CSI credentials that you use to sign into My 
CSI.


*If you are having issues signing into your account please contact the Helpdesk.



https://helpdesk.csi.edu/support/home?_ga=2.209135826.1348121122.1584397977-1217478579.1580744424





Accessing
CSI Drop-In 


Online  
Tutoring


As you are watching this  
Power Point, you have  
already found our  
location at My CSI. Your  
next steps are as follows.


Locate the Subject area  
schedule for the subject in  
which you wish to be  
tutored.


Once you have found your  
desired subject area  
schedule, find a tutor who  
tutors your class and confirm  
the days and times that the  
tutor is working.


Next, click on the tutor’s 
name at the day  and time 
that the tutor is  working that 
is convenient  for you. Each 
tutor’s name is  hyperlinked 
to their Zoom  Personal 
Meeting Room.







Possible  
Outcomes


• When joining the tutoring meeting there are multiple situations that  may
occur:


• The session connects.
• you will be placed  into a waiting room. The tutor will confirm 


that  you are indeed a CSI student and allow you to join  their meeting
room.


• After entering the password, you will be placed  into a waiting room.
The tutor will confirm that  you are indeed a CSI student and allow you 
to join  their meeting room


• You are placed into the Zoom virtual Waiting Room.  The tutor will 
confirm that you are a CSI student and admit you to their meeting room.


• Once in the Meeting Room, virtually raise your hand.
• When it is your turn, the tutor will move you into a breakout room and 


help you.
• If the tutor happens to be absent, you will see the Whiteboard when 


joining the meeting indicating that the tutor is unavailable. Check the 
subject schedule to find another day and time that is convenient for you.


• The session does not connect
• The tutor may not have the meeting  room open yet and you 


will need to try  again in a few minutes.


• Should you not be able to connect, the tutor  may be unavailable and 
did not set up the  Whiteboard. We apologize if this happens,  
however you will need to either wait for  another tutor to be 
available or look for  another source to help you. If you would like to  
inform Molly Hamblen, Learning and Tutoring  Commons Coordinator, 
of any sessions that a  tutor has not opened and has not explained  
their absence on the session whiteboard,  please send an email to
mhamblen@csi.edu.



mailto:mhamblen@csi.edu





Meeting Behavior


• When joining a tutor’s session, there are a few things to note:


• You should be muted when entering, this will allow the meeting space to be less  
distracting to everyone in the meeting.


• To catch the tutor's attention, you will need to “raise your hand.”
• After raising your hand, a tutor will invite you to join a Breakout Room when they are  


available. Please be patient if there are several students in the meeting room.
• Accept the invitation to receive tutoring


• Please do not unmute yourself in the main meeting room.
• When the tutor invites you into a room, you are more than welcome to unmute yourself.







How to “Raise your Hand”
• To “raise your hand” you need to click the participants tab on the tool  


bar located across the bottom of the screen. On the righthand side of  
the screen a side bar section will appear. Click the blue hand near the  
bottom to “raise your hand.” A blue hand will show up next to your  
name.







Room  
Invitation


When you have raised you hand and the tutor is ready to work  
with you, you will see a popup stating, “The host is inviting you  
to join a Breakout Room: Breakout Room 1”. In order to receive  
tutoring you will need to join that room. The tutor will work with  
you individually in the Breakout room. Unmute yourself in the  
Breakout Room. When the tutor has finished working with you,  
you will return to the meeting room, so that the tutor can assist  
the next student. Raise your hand again should you have further  
questions.







Whiteboard  
Room


• If you find yourself in this room upon entering a tutor’s
meeting room, the tutor has been unable to open the
scheduled session as expected.


• There should be a description explaining the situation


• If there is a link to another tutor’ssession  
provided, a replacement tutor has been
secured. Click that link to obtain tutoringfrom
another tutor.


• If the tutor only explains being absent anda
replacement tutor has not been securedand
listed, you will need to try again with adifferent
tutor or at anothertime.


• If there is not a message on the whiteboard,  
please let Learning and Tutoring Commons  
Coordinator, Molly Hamblen know. 
mhamblen@csi.edu



mailto:mhamblen@csi.edu





Inappropriate Behavior- The CSI  
Code of Conduct will apply in all online tutoring  
meetings. Respect for all participants is required.


Consequences of  
inappropriate behavior  
in a tutoring meeting  


room may result in the  
following:


Having microphone  
placed on mute


Removal from meeting  
room into waiting room


Learning and Tutoring  
Coordinator contacted


A CSI Report of Concern  
completed


Other decision made by
Dean of Students







Any Problems?


Should you have any problems trying to figure 
out how to use a feature on Zoom, or are 


having any technical issues, you can contact 
the Helpdesk.


Should you have any issues regarding student 
behavior, tutoring questions, or other issues, 


please contact Molly Hamblen at 
mhamblen@csi.edu. 



https://helpdesk.csi.edu/support/home?_ga=2.209135826.1348121122.1584397977-1217478579.1580744424

mailto:mhamblen@csi.edu






 


 


 


 







 







 







 


 


 


 








 
 


 


 


PACE Executive Meeting Agenda 
Location: Meyerhoeffer Conference Room 
Date: January 20, 2021 2 pm 
Attendees: Co-Chairs: Naysa Shepherd , Rosey Alberdi 
                    Secretary/Recorder: Justin Vipperman 
                    Treasurer: Carolyn Brock 
                    Representatives: Nelle Hacking, Shantel Dolecheck, Chelsea Bickers 
In Attendance:  
Call to Open  
Call to Close  


Agenda Items 
 


I. Approval of minutes-  
a. Motion for approval –  
b. Second approval -  


 


II. Old Business 
a. Mentoring employees – Rosey: 
b. Stress Relief for Staff – Justin and Shantel : 


 
 


III. New Business 
a.  


 
IV. Additional Items 


a.  
  







 
 


 


 


 Action Items Owner(s) Deadline Status 


   In progress  


Complete 


   In progress 


Complete 


   In progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In progress  


Complete 





		PACE Executive Meeting Agenda

		Status

		Deadline

		Owner(s)

		Action Items






 
 


 


 


PACE Executive Meeting Minutes 
Location: Zoom 
Date: January 20, 2021 2 pm 
Attendees: Co-Chairs: Naysa Shepherd , Rosey Alberdi 
                    Secretary/Recorder: Justin Vipperman 
                    Treasurer: Carolyn Brock 
                    Representatives: Nelle Hacking, Shantel Dolecheck, Chelsea Bickers 
In Attendance:  
Call to Open  
Call to Close  


Agenda Items 
 


I. Approval of minutes-  
a. Motion for approval – Carolyn 
b. Second approval - Nelle 


 


II. Old Business 
a. Mentoring employees – Rosey: will call Judy to get things started. 
b. Stress Relief for Staff – Justin and Shantel: Judy would like us to help staff events 


when we get back to doing that. As for now she would like us to use our email to 
send information 


 
 


III. New Business 
a. Holiday Vouchers: Only 110 given out, 300 still left. Table this until February 


meeting 
 


IV. Additional Items 
a. Spring General meeting 
b. Work on advancement opportunities 
c. Invite Cindy Flowers to Feb. Meeting 


  







 
 


 


 


 Action Items Owner(s) Deadline Status 


Talk to Judy about 
Pace mentoring 
possibilities 


Rosey Feb. 15 In progress  


Complete 


Invite Cindy Flowers to 
Feb. Meeting 


Naysa Feb. 1 In progress 


Complete 


   In progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In Progress 


Complete 


   In progress  


Complete 





		PACE Executive Meeting Minutes

		Status

		Deadline

		Owner(s)

		Action Items






 
  EDUCATION/CERTIFICATION 


 
Idaho State University 
2016-2019: MS – Human Resource Development 
2011-2013: BAS – Organizational Learning and Performance 
 
College of Southern Idaho 
2018-2020: CSI Leadership Institute 
2010-2012: AA – Liberal Arts 
2011-2012: Core Certification 
2005-2010: AAS – Administrative Assistant 
 
2014-2016: CPR Certified 
 


 
KIMBERLEE 


LAPRAY 
 


PUBLIC INFORMATION OFFICER 
 
 


PROFILE 
Mastering good leadership skills has 
been a forefront goal in my career for 
several years. Using leadership along 
with learned methods and tactics for 
effective communication is imperative 
when tasked with getting the right 
message, to the right people, at the right 
time. Beyond clear and concise 
communication, I value supporting my 
team in all manners to ensure excellent 
customer experiences whether tasks are 
completed by myself or my team.   
 


CONTACT 
 
PHONE: 
208-732-6299 
 
EMAIL: 
klapray@csi.edu 
 
 


References upon request. 


 WORK EXPERIENCE 
 


College of Southern Idaho [Public Information Officer] 
September 2017– Current 
 
College of Southern Idaho [Public Information Specialist] 
July 2014 – August 2017 
  
College of Southern Idaho [Office Specialist] 
May 2008 – June 2014 
  
YMCA of Twin Falls [Front Desk Lead] 
November 2007 – May 2008 
 
Jerome County Judicial Annex [Deputy Clerk] 
November 2006 – November 2007 
 
Thompson Motorsports [Secretary/Pit Crew Member] 
April 2004 – November 2006 
 


 VOLUNTEER WORK/AWARDS 
 


 


 


 
 


 Fundraiser Volunteer Work 
2008-Current: CSI Fall Fest Dinner Auction 
2017: Magic Valley Trail Enhancement Dinner Auction 
2008-2016: CSI Black and Gold Ball  
2008–2015: CSI Fun Runs 
2012: Fly Like an Eagle Golf Tournament 
2008: 3 on 3 Basketball Tournament 
 
Committee Volunteer Work 
2019-Current: AAWCC Chapter President 
2018-Current: Hispanic Youth Leadership Summit Member  
2017-Current: Idaho (PIER) Team Member 
2017-Current: NCMPR District 7 Executive Board Member 
2015-Current: CSI P20 Educator Conference Member 
2015-2019: AAWCC Chapter Celebrate Chair 
2015-2017: NCMPR Medallion Coordinator 
2014-Current: Local Public Information Officer Member 
2014-2016: CSI PACE Rep at Large 
 
Awards 
2019: AAWCC 40 Under 40  
2016: NCMPR Rising Star  
2016 & 2017: NCMPR Paragons (Radio and TV Ads) 



mailto:klapray@csi.edu
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February 19, 2021 
 
Dear College of Southern Idaho Colleague: 
 
As I write this week’s communication to the College community, I am reminded of how 
fortunate we are. Our enrollment situation during the 2020-2021 academic year has been so 
much better than most, and despite the tight budget situation for the current year, we’ve 
navigated it without the need for large-scale layoffs or furloughs. Even during this past week, 
despite our Northern latitude, our weather has been far more temperate than most of the rest 
of the nation. Yes, I know it’s been cold (and windy!)— but nothing like the extreme cold that 
has been experienced in the Midwest. As many of our fellow Americans have struggled with 
storms, very low temperatures, and strains on the electric grid, we have been fortunate to 
avoid such weather extremes. I trust we all have great empathy for our fellow Americans who 
are coping with the pandemic, weather extremes, and a partial collapse of the electric grid. I 
captured the following windchill map earlier this week, just to provide a sense of how profound 
the weather disruptions have been: 
 


 
 


I continue to field questions about Online Idaho and its potential impact on CSI. Dean Tiffany 
Seeley-Case has been our “point person” on many of the meetings tied to this new platform as 
it is being rolled out. Beyond the basic framework that I shared in last week’s edition of 







President’s Notes, much of the rest of the business model is still under construction and there 
are many details left to be worked out. That said, from a purely economic standpoint, Online 
Idaho will position community colleges well. Simply put, a course from a community college will 
obviously compare well from a “price point” when displayed against the per-credit cost of the 
same course at a university. If you have specific questions about the courses and programs that 
CSI will have on the Online Idaho portal, I encourage you to connect with the appropriate 
department chair or instructional dean. 
 
At Monday’s Board of Trustees’ meeting, Vice President Jeff Harmon and Chief Information 
Officer Kevin Mark will be presenting an update on Project Polaris. I’m advised that a contract is 
nearly complete and will be advanced to the Board at their March 2021 meeting. Dean Chris 
Bragg will also be presenting the new Strategic Plan, Student Commitment Statement, and Peer 
Institution List to the Board for review along with a request for ratification. Our next phase of 
activity related to the plan will be operationalizing it through tactical planning, and by 
establishing success metrics and allocating resourcing to support the execution of the plan. 
Other agenda items at Monday’s meeting will include an update on Early College and on 
campus enrollment initiatives from Student Access Dean Jonathan Lord; a discussion of some 
initiatives being undertaken to improve FAFSA verification and completion led by Vice President 
Michelle Schutt and Financial Aid Director Jennifer Zimmers; and the standard operational 
reports from Head Start Director Ruby Allen and from Vice President Harmon.  
 
I would invite each of you to join the virtual Board meeting next week since we will also be 
recognizing two of our colleagues and celebrating their exemplary work. During the meeting, 
we will announce the two winners of the 2020 PACE Employee of the Year Awards. Please join 
us to find out who the winners are and to help us celebrate their work. We also plan to find 
other occasions in the coming months to further recognize them and others from the College 
community. Look for the debut this spring of the “Gilbies,” (in honor of our mascot Gilbert) a 
new way to recognize our colleagues, and to celebrate their achievement and success. Stay 
tuned! 
 
Dean Bragg attended a South Central Public Health District/St. Luke’s COVID Town Hall meeting 
earlier this week while I was virtually attending the Idaho State Board of Education meeting.  
Some highlights from the Town Hall: 
 


● Dr. Josh Kern, Vice President for Medical Affairs at St. Luke’s, spent time discussing the 
processes used by the scientific community to develop the current vaccines; he stressed 
that the vaccine development was not “rushed” and that rigorous protocols were 
followed. The Food and Drug Administration is currently reviewing the medical evidence 
for the Johnson & Johnson vaccine. If approved, the J & J vaccine has the potential to 
speed up the vaccine rollout, as it requires only standard refrigeration and is a one-dose 
protocol.   







● South Central Public Health District (SCPHD) staff stressed a few items during the Town 
Hall: 


○ States are entirely dependent upon the federal government for vaccine supply. 
○ SCPHD is distributing the vaccine based on proportionality of population through 


the counties within the public health district. 
○ On average, SCPHD is receiving 2,500-3,000 doses of vaccines each week to 


distribute throughout the eight counties it serves. As a reminder, the current 
vaccines in the distribution system require two doses. 


○ As one might suspect, demand currently far exceeds supply. SCPHD is not 
currently supporting mass vaccine events at any locations in its public health 
district due to the limited supply of vaccines.   


○ SCPHD isn’t considering mass vaccine events until at least late March through 
June, and that timeline is likely dependent on the J & J vaccine providing some 
additional supply. To reiterate, the College has emphasized to SCPHD personnel 
that the we stand ready to host and assist with mass vaccinations whenever 
there is an adequate supply to warrant such events. 


● St. Luke’s reported relatively normal operational levels at present. Put bluntly, that’s 
good news — but let’s not allow ourselves to become complacent. So as a reminder, 
#MaskUpCSI. 


 
 


Since last week, I’ve received many questions about the free community college initiatives that 
have dominated some national discussions. To help add some background and context, you 
might find it useful to invest some time in a quick read of a Forbes article about tuition-free 
college programs that already exist. As you’ll learn from this article, there are several of them, 
with some dating back to the 1990s. Here is a link to that article: 
 


https://www.forbes.com/sites/robertfarrington/2020/03/25/these-states-offer-tuition-free-
community-college/?sh=1d74ef2e14cf 


 
The Biden Administration, Speaker Pelosi, and Majority Leader Schumer have all indicated their 
support for some type of a free community college initiative. First Lady Dr. Jill Biden has also 
signaled her support for the federal government finding a path forward for a tuition-free 



https://www.forbes.com/sites/robertfarrington/2020/03/25/these-states-offer-tuition-free-community-college/?sh=1d74ef2e14cf

https://www.forbes.com/sites/robertfarrington/2020/03/25/these-states-offer-tuition-free-community-college/?sh=1d74ef2e14cf





community college education. As I suspect most of you know, the First Lady is a strong 
advocate of the important role that community colleges serve in the higher education 
landscape. For many years she has served as a full-time faculty member at Northern Virginia 
Community College, and she continues to do so today.  
 
But even with all of this support, the Biden administration will face significant challenges as 
they try to establish a framework for a free community college initiative. As I shared last week, 
we can fully expect that universities and private institutions will vigorously oppose a free 
community college initiative and will exert lobbying efforts against any such program as it 
would likely erode their market share. In fact, one model from higher education researchers 
suggests that a tuition-free community college program would result in an 18 percent increase 
in matriculation to America’s two-year institutions.  
 
As an alternate, some university leaders are proposing that the government double the size of 
the federal Pell Grant and then allow students to choose where they attend. There is no doubt 
that the buying power of the Pell Grant has diminished over time. If you would like to dive 
deeper into this issue, I encourage you to examine this report form the Congressional Research 
Service: 
 


https://crsreports.congress.gov/product/pdf/R/R42446/12 
 
For additional perspective on how the buying power of the Pell Grant has eroded since its 
inception (originally known as the Basic Education Opportunity Grant), the following chart from 
the report noted above provides a vivid display. 


 



https://crsreports.congress.gov/product/pdf/R/R42446/12





You can rest assured that the buying power has continued to erode since Award Year 2013-
2014. As I have shared with you in past messages, I encourage each of you to invest in the 
“habits of the mind.” As I identify emerging issues, I’ll be sure to share. At the same time, I 
encourage you to share what you’re discovering in your own research as you scan the rapidly 
changing higher education landscape. 
 
I mentioned earlier that Project Polaris is moving forward. Attached to this message is a 
memorandum that was recently distributed to the Cabinet and to members of the Project 
Polaris Transition Team (now being renamed as Implementation Team). The composition of the 
Implementation Team will be reviewed by the Cabinet at its next meeting to ensure that it 
accurately represents the College’s stakeholders. The memorandum also details a framework 
for implementation that will primarily rely upon the College changing its business processes to 
match Anthology’s configuration, rather than engaging in any customization of Anthology. We’ll 
have many occasions during the implementation process to adapt to our new ERP, as we move 
away from Jenzabar and the multitude of “bolted on” software items that we have attached to 
that system over the past two decades. The true beauty of our new ERP is that it will truly be an 
integrated system. If you have questions regarding the attached memorandum, please let CIO 
Mark know. 
 
As I have previously discussed, there has been much progress in the last decade in the 
development and identification of open education resources (OER). One way we can 
individually and collectively work to mitigate costs to our students is to explore how we can use 
OER rather than simply expecting our students to purchase often shockingly expensive texts. To 
learn more about OER, please explore the OER Commons at https://www.oercommons.org/. I 
would also invite you to explore OpenStax. Funded through a variety of philanthropic sources 
and managed by Rice University, https://openstax.org/ provides open source textbooks in a 
wide array of subjects — peer-reviewed and authored by well-qualified academics. Suffice it to 
note, there are many open source ways we can reduce costs to our students. Let’s aggressively 
explore those because it’s the right thing to do. Speaking of OER, Idaho Open Education Week is 
a free virtual series that will run from March 1-5. I encourage you to examine their website for a 
description of the events offered. Here is the link:  
 


https://sites.google.com/isu.edu/open-ed-week-2021-id/home 
 
The virtual series is primarily being led by the State Board and Idaho State University — but all 
of Idaho’s public institutions are playing a role. I encourage you to explore and learn more 
about OER. 
 
Before I detail some recent CSI Athletics news, I want to reiterate my appreciation for the work 
of our colleagues in that department. As you might recall, seasons that are normally spread out 
across the year are now layered literally on top of each other, making everything about spring 
sports even more challenging than normal. Our colleagues are doing well — but the activity 



https://www.oercommons.org/
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level is quite high for them at present. I want to thank all of members of the CSI Athletic 
Department — coaches, players, support staff, maintenance workers, and everyone else — for 
their hard work and dedication.  
 
Since last week’s edition of President’s Notes, our teams have continued to perform well. Our 
Women’s Basketball team handily defeated both the College of Southern Nevada and Utah 
State University Eastern last weekend here at home. Last night however, the Golden Eagles fell 
to Snow College on the road in Ephraim, Utah, by a score of 67-53. They will round out the 
weekend by hosting Colorado Northwestern College at 1pm on Saturday. 
 
The Men’s Basketball team was also undefeated at home last weekend, beating both the 
College of Southern Nevada and Utah State University Eastern. Last night, the Men’s team 
extended its winning streak, beating 19th-ranked Snow College on the road, 79-67. The Men’s 
team will be back on the court Saturday when they will host Colorado Northwestern 
Community College at 3 pm. Deng Dut, a member of the Men’s Basketball team, was also 
recognized as the Scenic West Athletic Conference Player of the Week last week.  
Congratulations, Deng! 
 


 
 
The Volleyball Team lost its conference home opener to 16th-ranked Salt Lake City Community 
College on Wednesday night but will look to rebound when they host 3rd-ranked Utah State 
University Eastern next Wednesday. CSI Baseball and Softball both had last weekend off, and 
are competing in tournaments in Henderson, Nevada this weekend. The Baseball team split its 
two games yesterday — defeating Community Christian College (CA) 12-0 before falling to 
Southern Nevada 8-0. Finally, our Distance Track Teams will be in Caldwell this weekend 
competing at the College of Idaho.  Good luck to all of our teams!  
 
As has been noted in previous messages, please follow CSI Athletics social media channels or 
check directly with the Athletic Department regarding the availability of tickets for home 
events. While our focus is on prioritizing access for students, families of players, and season 
ticket holders, there may be additional tickets available for some events. That said, we will 
continue to respect the public health district limits on the capacity for our various venues.  
 
The current rankings for our teams: 







● Men’s Basketball — Ranked 12th in the NJCAA Division I 
● Women’s Basketball — Ranked 17th in the NJCAA Division I 
● Softball — Ranked 17th in the NJCAA Division I 


 
As you will recall from previous weeks, I have shared reports from Complete College America, 
the Community College Research Center, and the University of Wisconsin System, all of which 
have demonstrated that momentum and student success are significantly enhanced when 
students are encouraged to pursue at least 30 credits per year. Our internal efforts around this 
campaign has been dubbed Finish on Time. We’ll have a College-wide conversation on March 
12, 2021 from 3:00 pm to 4:30 pm about this initiative. More details will follow, but I encourage 
you to review the research that has been shared with you prior to the Summit. I want our 
Summit to be anchored in data, not anecdotes. As I have shared recently, and based on the 
research that I continue to review, this initiative will advance our equity efforts as well.  
 


 
 
Senior Research Analyst Thomas Sharpe from our Office of Institutional Effectiveness and 
Communication has completed some research specific to this initiative and its potential impact 
on our students. Thomas reviewed the patterns of success that we have seen historically with 
CSI students. In short, for full-time students, the more credits they take the better they tend to 
do (e.g. 2.39 GPA at 12 credits, 2.65 GPA at 15 credits). Please consider the following: 
 


 







 
As the number of credit hours taken in a term increases (x-axis), you’ll notice the arc moves 
toward improved grade point averages. The circles in the graph represent the number of 
students in each category. Emotionally and reactively, many of us might rationalize that 
“better” students will simply do “better.” We might also rationalize that those of our students 
from the lowest socioeconomic situations cannot handle the increased load. But using Pell 
Grant eligibility as a proxy for socioeconomic status, consider the following: 
 


 
 
 
Our students from lower socioeconomic circumstances (those who qualify for the Pell Grant) 
are also more successful as more hours are attempted. Similarly, there is a positive effect for all 
dimensions of student readiness, including those with lower overall high school grade point 
averages.  Please see below: 
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You’ll note that high school grade point average is segmented along the right vertical axis. 
Regardless of the previous high school grade point average, taking more hours had a positive 
effect on achievement, with no deleterious effect for any student group when segmented for 
GPAs. I’ll re-emphasize what I shared last week from the Community College Research Center 
— it is the right thing for us to encourage. As a part of an equity agenda we should be more 
concerned about students who take fewer hours — not more hours. 
 
An enrollment update is provided on the next page, excluding dual enrollment. Please note that 
the snapshot controls for changes in the way teacher professional development courses are 
being handled, as referenced in previous messages: 
 


 







 
Our overall current enrollment for Spring 2021, including dual enrollment and also controlling 
for teacher professional development, is captured in the following snapshot: 
 


 
 
One quick policy update. A revised — and final — Staff Emeritus policy will be shared with the 
College community early next week. 
 
Finally, a historical note is in order (from my perspective). Tomorrow, February 20, is the 
anniversary of Friendship 7 — the United States’ first manned flight into space. John Glenn 
became that first American in space — and it’s worth reflecting on how far we’ve come in a 
lifetime in technology. Here’s a quick look at Friendship 7: 
 


 
 


And yesterday, just two days shy of 59 years later, the Mars Perseverance Rover successfully 
landed on the red planet after traveling almost 300 million miles. Here’s a photo of the 
Perseverance Rover.  
 







 
 


Isn’t it amazing to see how far we have come? 
 
As always, please feel free to let me know if you have questions or concerns. 
 
Sincerely, 


 
Dr. L. Dean Fisher 
President 
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Curriculum vitae 
Todd Schwarz, Ph.D. 


3318 Longbow Drive | Twin Falls, ID 83301 | tschwarz@csi.edu  


Summary of Qualifications 


Chief Executive Officer | Legislative and Government Liaison in Education | Chief Academic Officer Career 
and Technical Education | Economic Development | Instructional Program Design and Development | 


Grant Development and Management | Fiscal Administration 


A visionary leader with an entire career built on the foundation of the community college experience, first 
as a student, then an instructor, and finally an administrator. Influence and leadership recognized by 
appointment to current position of Executive Vice President and Chief Academic Officer, College of 
Southern Idaho and prior appointment as State Administrator of the Idaho Division of Professional-
Technical Education. 


Postsecondary Education 


1978-1980 Undergraduate studies Advertising Design Boise State University 
1980-1981 Associate of Applied Science Drafting Technology College of Southern Idaho 
1989-1996 Bachelor of Science Vocational Education University of Idaho 
2000-2002 Master of Science Educational Technology Boise State University 
2004-2008 Doctor of Philosophy Education University of Idaho 


Employment History 


2014-present College of Southern Idaho Provost 
(Executive Vice President | Chief Academic 
Officer) 


2012-2013 Idaho Division of Professional-
Technical Education 


State Administrator 
Responsible for Idaho system of secondary, 
postsecondary, and adult career and technical 
education according to Idaho Code §33-2205. 


2007-2012 College of Southern Idaho Instructional Dean, liaison to the Idaho State 
Division of Professional-Technical Education 


1988-2007 College of Southern Idaho 
Twin Falls, Idaho 


Hired as Instructor of Drafting Technology (11 
years) 


Created and taught Internet Technologies 
program and served as the first Department Chair 
of Information Technology 


Before appointment to Dean, was also the Chair 
of the Trade & Industry Department 
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1984-1988 Scott-Polar Corporation 
Twin Falls, Idaho 


Drafter, designer, construction coordinator for 
regional industrial package refrigeration 
manufacturer 


Credentials | Certificates | Accomplishments | Affiliations 


• Idaho Education Credential: Advanced Vocational Specialist, Drafting 


• Idaho Education Credential: Advanced Vocational Specialist, Networking Technologies 


• Idaho Education Credential: PTE Administrator 


• Past member, Association for Career and Technical Education (ACTE) 


• Past member, Career and Technical Educators of Idaho (CTEI) 


• Idaho PTE New Professional Vocational Education Teacher Award, 1991 


• Presenter, National Science Foundation Conference, Multimedia for the Classroom, 1992 


• Idaho VICA Advisor of the Year, 1996 


• Taught first online technical course at the College of Southern Idaho, Introduction to AutoCAD, 1996 


• Instructional website noted in national magazine, Catalyst, April 1997 


• College of Southern Idaho Technical Educator of the Year, 1999 


• Idaho PTE Postsecondary Instructional Program of the Year, Drafting Technology, 1999 


• Nominated, National Trade and Technical Teacher of the Year, 1999 


• Microsoft Certified Professional, Windows NT Server 4.0, 2000 


• Microsoft Certified Professional, Internet Information Server 4.0, 2000 


• Prosoft Certified Internet Webmaster, Professional Site Designer, 2000 


• CompTIA i-Net+ Certification, 2000 


• Idaho PTE Postsecondary Short Term Training Program of the Year, PC Prep, 2002. PC Prep was the 
workforce training element prompted by the recruitment of Dell Computer Corporation. 


• Appointed CSI Information Technology Department Chair, 2003 


• Co-PI, NSF ATE Grant (first in Idaho) Linking Academic Information Technology to Workplaces in Rural 
Idaho, 2004-2007 


• Nominated and selected for Idaho PTE Leadership Institute, 2003 


• Appointed CSI Joint Department Chair, Information Technology and Trade & Industry, 2005 


• Presentation to Idaho House and Senate Education Committees regarding residential construction 
training activities, 2006 


• Appointed CSI Instructional Dean, 2007 


• Grant Administrator, College of Southern Idaho, Workforce Innovations in Regional Economic 
Development (WIRED), U.S. Department of Labor 2007-2010 


• Member, Southern Idaho Workforce Development Alliance, 2008 
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Credentials | Certificates | Accomplishments | Affiliations (continued) 


• Speaker, Southern Idaho Economic Development Organization Summit, Recruiting Strategies: Feeding 
the Pipeline, September 2007 


• Idaho Technical College Leadership Council member, 2007-2012 


• Dissertation: Process and Influence: A Phenomenological Study of Career Decision Making Among 
Community College Students, May 2008 


• Completed undergraduate, masters, and doctoral degree while working full time in the Idaho PTE 
system. Graduate GPA: 4.0. 2000-2008 


• Presentation to Idaho House and Senate Education Committees regarding renewable energy training 
activities, 2006 


• General session speaker, Idaho Professional-Technical Educators Summer Conference, Diffusion of 
Innovation, June 2009 


• Project Manager, FIPSE Congressionally Directed Grant, 2009, 2010, 2011 


• Project Manager, DOLETA Congressionally Directed Grant, 2010, 2011 


• Speaker, Southern Idaho Economic Development Organization Summit, Workforce Training for the 
Next Big Thing, September 2010 


• Appointed Evaluator for accreditation activities of the Northwest Commission on Colleges and 
Universities, 2011 


• Appointed Administrator of the Idaho Division of Professional-Technical Education by the Idaho State 
Board of Education, 2012 


• Idaho representative to the National Council of State Directors of Community Colleges, 2012-2-14 


• Member, Idaho Higher Education President’s Council, 2012-2014 


• Member, Idaho Education Alliance, 2012-2014 


• Opening session speaker, Idaho Professional-Technical Educators Summer Conference, Start With 
Why, June 2012 


• Member, National Association of State Directors of Career and Technical Education Consortium, 
2012-2014 


• Budget development and presentation to Idaho Joint Finance and Appropriations Committee and 
DPTE presentations to House and Senate Education Committees 


• Frequent presenter for and participant in Idaho State Board of Education meetings and proceedings 


• Representative of the College of Southern Idaho and the Idaho Division of Professional-Technical 
Education in regional economic development, recruiting, business retention and expansion, and 
workforce training activities, including Dell Computer Corporation, C3 Customer Contact Channels, 
WEL Logistics, AgroFarma (Chobani), Clif Bar, and True West/AgriBeef (2001-present) 


• Appointed by Governor C.E. “Butch” Otter to the Idaho Education Attainment Task Force. Co-chaired 
System Improvement Subcommittee with Jamie McMillan, Executive Director, Albertson Foundation 


• Opening session speaker, Idaho Professional-Technical Educators Summer Conference, Beyond Why, 
June 2013 
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• Presented to Idaho Legislative Interim Committee on K12 Education, November 2013 
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College of Southern Idaho 


Student Code of Conduct 


 


 
Last Updated/Revised: 09/13/2019 


 


 


This Student Code of Conduct has been approved by the College of Southern Idaho Board of 


Trustees. The statutory authority and the enumerated general powers and duties of the Board 


of Trustees of a junior (community) college district are established in Sections 33-2101, 33- 


2103 to 33-2115, Idaho Code. 


 


The Board has the authority and may modify or change the Student Code of Conduct at any 


time and without advanced notice. In addition, the College reserves the right to, at any time 


and without advance notice, change the procedures contained in the Student Code of Conduct. 


Changes shall go into force whenever the proper authorities so determine. Reasonable effort 


will be made to notify those impacted by the changes by publishing the changes on the CSI 


Website. 
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Introduction 


The mission of the College of Southern Idaho is to provide quality educational, 


social, cultural, economic, and workforce development opportunities that meet the diverse 


needs of the communities it serves. CSI prepares students to lead enriched, productive, and 


responsible lives in a global society. 


The College of Southern Idaho promotes behavioral standards that create a positive 


environment in which students can learn, work, and live. The Student Code of Conduct is 


intended to help create and preserve this positive environment in support of the 


institution’s mission, educational philosophy, purposes, and functions; to foster students’ 


educational and civic development; and to protect the people, properties, systems, and 


processes that support the College. 


Attending college is optional and voluntary. Students voluntarily assume 


obligations of performance and behavior established by the College. At the College of 


Southern Idaho, student members of the College community are expected to uphold and 


abide by certain standards of conduct that form the basis of the Student Code of Conduct. 


These standards are embodied within a set of core values that include integrity, fairness, 


respect, community, and responsibility. The College reserves the right to take necessary 


and appropriate action to protect the safety and well-being of the College community and 


maintain order and discipline on College property. Each member of the College 


community is expected to assume responsibility for self-conduct and to assume reasonable 


responsibility for the behavior of others. The College does not assume parental 


responsibility for the conduct of its students. Membership in the College community does 


not provide immunity from the laws and standards of local, state or federal jurisdictions.3 


All CSI students are responsible for having read and abiding by the provisions 


of the Student Code of Conduct. 


It is the intent of the College to treat all students with equal care, concern, dignity, 


and fairness. Students should be aware that the student conduct process is different from 


criminal and civil court proceedings. The College disciplinary process does not intend to 


use criminal law concepts, and criminal law concepts or technical judicial hearing rules, 


like rules of evidence, do not apply to student discipline. Procedures and rights in student 


conduct proceedings do not include the same protections of due process afforded by the 


courts. When more severe sanctions such as suspension beyond ten (10) days or expulsion 


from the College are imposed for violation of the Student Code of Conduct, fair process 


within the College disciplinary procedures, assures notice and an opportunity to be heard. 


In cases involving less severe sanctions students are entitled to a different kind of due 


process, with fewer procedural protections. The nature of the procedures depends upon the 


circumstances of each particular case.2,3 
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All students of the College have certain responsibilities and obligations to the institution and 
to members of the College community. Student responsibilities and obligations include: 


a. The responsibility to be fully acquainted and comply with all published College 


policies and procedures. 


b. The obligation to comply with state, federal, and local laws and regulations. 


c. The responsibility for assuming the consequences of one's own actions and 


reasonable responsibility for the behavior of others. 


d. The responsibility to recognize that their actions reflect upon the entire College 


community. 


e. The obligation to respect the rights and property of others, including other students, 


faculty, staff, administration, and the College. The obligation to refrain from 


conduct that violates or adversely affects the rights of other members of the College 


community and/or the institution. 


f. The responsibility to provide proper identification upon request from College 


officials. 


g. The responsibility to cooperate with College officials in the performance of their 


duties. 


h. The responsibility to ensure that the conduct of persons who come to visit them at 
the College complies with the rules and regulations of the College. 


 
  Applicability  


 


The Student Code of Conduct and the student conduct process apply to the conduct of 


individual students and student organizations. The Student Code of Conduct shall apply to 


conduct that occurs on College premises, at College-sponsored activities, and may also apply 


to off-campus conduct when the off-campus conduct affects a substantial College interest. A 


substantial College interest is defined to include:3 


 
• Any action that constitutes a criminal offense as defined by federal or state law; 


• Any situation where it appears that the student may present a danger or threat to the 


health or safety of him/herself or others; 


• Any situation that significantly impinges upon the rights, property or achievements of 


self or others or significantly breaches the peace and/or causes social disorder; 


• Any situation that is detrimental to the educational interests of the College.3 


 


The President of the College and/or designee(s) shall decide whether the Student Code of 


Conduct shall be applied to conduct occurring off campus, on a case-by-case basis, in 


his/her sole discretion.3 


The Student Code of Conduct applies to conduct from the time of application for 


admission through the actual awarding of a degree/certificate, transfer to another school, or 


Student Responsibilities 
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withdrawal/discontinuing attendance, even though conduct may occur before classes begin or 


after classes end, during intra-semester breaks and between semesters, as well as during the 


academic year and during periods between terms of actual enrollment. The Student Code of 


Conduct shall apply even if the student withdraws from the College while a disciplinary matter 


is pending.  The Student Code of Conduct also applies to misconduct that occurs prior to but is 


not reported until after the offending student graduated, transferred or stopped attending, as 


long as the misconduct is reported within six months of its occurrence. Otherwise, there is no 


time limit on reporting of violations of the Student Code of Conduct, as long as the offending 


student is still enrolled at the College. However, the longer someone waits to report an alleged 


offense, the harder it becomes for the College to make a determination regarding alleged 


violations. Those who are aware of misconduct are encouraged to report it as quickly as 


possible, in writing, to the Dean of Students. Further, the Student Code of Conduct applies to 


guests of College community members, whose hosts may be held accountable for the 


misconduct of their guests. Visitors to and guests of the College of Southern Idaho are also 


protected by the Student Code of Conduct and may initiate grievances for violations of the 


Student Code of Conduct committed by members of the College community against them.3 


 


  Definitions  
 


1. The term “College” and “institution” mean the College of Southern Idaho (CSI). 


 
2. The term “student” includes all persons taking courses at the College, either full-time or 


part-time, as well as those participating in all outreach programs, off-campus programs, 


and such other activities as may be sponsored by the College. Persons who withdraw 


after allegedly violating the Student Code of Conduct, who are not officially enrolled for 


a particular term but who have a continuing relationship with the College or who have 


been notified of their acceptance for admission are considered “students” as are persons 


who are living in College residence halls, whether or not enrolled at the College. This 


Student Code of Conduct does apply at all locations of the College.4 


3. The term “faculty” means any person employed by the College to conduct classroom or 


teaching activities (including labs, clinicals, tutoring, etc.) or who is otherwise 


considered by the College to be a member of its faculty.4 


4. The term “College official” includes any person employed by the College, performing 
assigned administrative or professional responsibilities.4 


5. The term “member of the College community” includes any person who is a student, 


faculty member, College official or any other person employed by the College. A 


person’s status in a particular situation shall be determined by the Dean of Students.4 


6. The term “College premises” includes all land, buildings, facilities, and other property 


in the possession of or owned, used, rented, leased, controlled or supervised by the 


College (including adjacent streets and sidewalks).4 


7.  “College-sponsored activity” means any activity on or off-campus that is initiated, 


aided, authorized, or supervised by the College. 
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8. The term “organization” means any number of persons who have complied with the 


formal requirements for College recognition.4 


9. The term “Student Conduct Officer” means any person authorized by the Dean of 


Students to resolve Student Code of Conduct violation complaints including 


investigation, meeting and administering sanctions. The Dean of Students may serve in 


the role of a Student Conduct Officer. 
 


10. The term “Student Conduct Administrator” means a College official authorized by the 


College to impose sanctions upon any student(s) found to have violated the Student 


Code of Conduct. The Dean of Students is that person designated by the Vice President 


of Student Services to serve as the Student Conduct Administrator and be responsible 


for the administration of the Student Code of Conduct.4 


11. The term “policy” means the written regulations of the College applicable to students 


published in print or electronically on the College website, including but not limited to, 


the Student Code of Conduct, Non-Discrimination Policy, Sexual Harassment Policy, 


Drug-Free and Alcohol-Free Campus Policy, Smoke-Free Campus Policy, Residence 


Hall Handbook, Computer Use Policy, and Copyright and Intellectual Property Policy.4 


12. The term "complaint" means a signed written statement, alleging a violation of the 


Student Code of Conduct or other published College policy or rule applicable to 


students, submitted to the Student Conduct Administrator or the Vice President of 


Student Services. Information submitted by other means will be reviewed and may, at 


the College's discretion, be acted upon but will not be treated as a formal complaint. 


 


13. The term “complainant” means any person who submits a charge alleging that a student 


violated the Student Code of Conduct or other published College policy or rule 


applicable to students. When a student believes that he/she has been a victim of another 


student’s misconduct, the student who believes he/she has been a victim will have the 


same rights under this Student Code of Conduct as are provided to the complainant, 


even if another member of the College community submitted the charge itself.4 
 


14. The term “accused student” means any student accused of violating the Student Code of 


Conduct or other published College policy or rule applicable to students. 


 
15. The term “offender” means any student found to have violated the Student Code of 


Conduct or other published College policy or rule applicable to students.7 


16. “Preponderance of Evidence” is the standard of evidence the College of Southern Idaho 


uses in college disciplinary proceedings. This standard of evidence asks decision- 


makers to consider whether it  is more likely than not that a violation of policy 


occurred. This standard is lower than “beyond a reasonable doubt” which is typically 


seen in criminal systems.14 


17. Title IX of the Education Amendments of 1972 protects people from discrimination 


based on sex in education programs or activities that receive Federal financial 
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assistance. Title IX states that: “No person in the United States shall, on the basis of 


sex, be excluded from participation in, be denied the benefits of, or be subjected to 


discrimination under any education program or activity receiving Federal financial 


assistance.” Title IX requires all colleges to promptly respond to allegations of sex 


discrimination, including sexual violence and sexual harassment; limit its effects; and 


prevent its recurrence. Title IX prohibits all forms of sex and gender-based 


discrimination including sexual harassment and sexual violence. 


View CSI’s Unlawful Discrimination and Harassment policy here: 


http://www.csi.edu/studentHandbook/nonDiscrimination-policy.asp 


View CSI’s Title IX webpage and campus reporting information here: 


http://www.csi.edu/TitleIX/ 
 


18. Consent is the affirmative, informed, unambiguous and voluntary mutual agreement to 


engage in a specific sexual activity. Consent can be limited to certain acts and revoked 


at any time. If coercion, intimidation, threats, or physical force are used there is no 


consent. If a person is mentally or physically incapacitated or impaired so that such 


person cannot understand the fact, nature or extent of the sexual situation, there is no 


consent; this includes impairment or incapacitation due to alcohol or drug consumption, 


or being asleep or unconscious. There is no consent when there is force, expressed or 


implied, or use of duress or deception upon the survivor. Silence does not necessarily 


constitute consent. Past consent to sexual activities does not imply ongoing future 


consent.1,14 


19. Dating and Relationship violence: Violence by a person who has been in a romantic or 


intimate relationship with the victim. Whether there was such relationship will be 


gauged by its length, type, and frequency of interaction.19 


20. Domestic violence includes asserted violent misdemeanor and felony offenses 


committed by the victim's current or former spouse, current or former cohabitant, 


person similarly situated under domestic or family violence law, or anyone else 


protected under domestic or family violence law.19 


21. Sexual assault is any type of sexual contact or behavior that occurs without the explicit 


consent of the recipient. Sexual assault includes rape, attempted rape, fondling, incest 


and statutory rape.12 


22. Rape: The penetration, no matter how slight, of the vagina or anus with any body part 


or object, or oral penetration by a sex organ of another person, without the consent of 


the victim.12 


23. Fondling: The touching of the private body parts of another person for the purpose of 


sexual gratification, without the consent of the victim, including instances where the 



http://www.csi.edu/studentHandbook/nonDiscrimination-policy.asp

http://www.csi.edu/TitleIX/
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victim is incapable of giving consent because of his/her age or because of his/her 


temporary or permanent mental incapacity.12 


24. Incest: Sexual intercourse between people who are related to each other within the 


degrees wherein marriage is prohibited by law.12 


25. Statutory Rape: Sexual intercourse with a person who is under the statutory age of 


consent.12 


26. Sexual Violence: Sexual acts perpetrated against a person’s will where consent is not 


obtained or where a person is incapable of giving consent due to his/her use of alcohol 


or other drugs or other incapacitation.19 


27. Sexual Coercion: Using pressure, force, alcohol or other drugs to have sexual contact 


with someone against his/her will is considered sexual coercion and is considered 


sexual violence.19 


 


  Violations  
 


While it is not possible to define each instance of misconduct, the following examples 


are intended to convey offenses which might result in student conduct action - any student 
found to have committed the following misconduct may be subject to disciplinary sanctions 


outlined in the Student Code of Conduct: 


 
1. Obstruction/Disruption – Unduly disruption, interference with, or obstruction of the 


mission and/or orderly processes, procedures, or functions of the College. Behavior 


that is disorderly, unduly disruptive, disturbs the peace, impedes any College official in 


the lawful performance of his/her duties, or impedes a student in the lawful pursuit of 


his/her educational activities. Use of restraint, abduction, coercion, physical or verbal 


abuse, harassment, or intimidation, or when force and violence are present or 


threatened. Willfully denying the lawful freedom of movement of students, College 


officials, employees, and visitors on College premises. Participating in a 


demonstration, riot or activity that unduly disrupts the normal operations of the College 


and/or infringes on the rights of other members of the College community. Inciting 


others to disrupt scheduled and/or normal College activities.5 


2. Noncompliance/Complicity – Violation of law or College Policy. 


 
a. Violation of any College policy, procedure, or regulation applicable to students 


and published in hard copy or available electronically on the College website, 


including but not limited to: 


i. Non-Discrimination Policy (covers discrimination and harassment) 


ii. Sexual Harassment Policy – sexual misconduct includes but is not 


limited to: 
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A. sexual harassment 


B. non-consensual sexual contact 


C. non-consensual sexual intercourse 


D. indecent exposure 


E. sexual exploitation 


iii. Violations of Title IX 


iv. Drug-Free and Alcohol-Free Campus Policy 


v. Smoke-Free Campus Policy 


vi. Firearms, Explosives, and Weapons Policy 


vii. Gambling Policy 


viii. Residence Hall Policy 


ix. Computer Use Policy 


x. Copyright and Intellectual Property Policy 


xi. Student Government/Organizations Policies and Regulations 


b. Intentionally aiding, influencing or attempting to influence another in the 


commission of any offense(s) listed in the Student Code of Conduct. 


c. Failure to comply with directions of College officials or law enforcement 


officers acting in performance of their duties and/or failure to identify oneself 


to these persons when requested to do so.5 


d. Willfully refuse or fail to leave College premises upon being requested to do 


so, with reasonable cause, by law enforcement personnel or Campus Security 


personnel. 


e. Violation of federal, state or local law if the underlying behavior impacts or 


affects the interests of the College or the College community. 


Note: 


 


   Academic Integrity – It is very important that students become familiar 
with academic integrity policies and procedures. Academic 
dishonesty/misconduct incidents and violations of other academic 
policies and procedures are handled through the Office of Instruction. 


   CSI Parking and Traffic Regulations- Parking and traffic incidents and 
violations are generally handled through Campus Security. 


   Within the College, entities such as departments or divisions have 
developed policies that outline standards of conduct governing their 
constituents and that sometimes provide procedures for sanctioning 
violations of those standards. This Code does not replace those 
standards; nor does it constrain the procedures or sanctions provided by 
those policies. The Student Code of Conduct will be used to address 
violations of these policies and procedures when the violation warrants 


a process or sanction beyond what is available in these policies. 16 


3. Violence/Harm/Threat - Conduct which physically harms another person or threatens or 


endangers the health or safety of another person. 
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4. Safety/Emergency - Tampering with or misusing emergency equipment. Knowingly 


causing, making, or circulating a false report, warning, threat, fire, explosion, crime or any 


other emergency. 


5. Dishonesty/Fraud - Acts of dishonesty, including but not limited to the following: 


a. Making, possessing, using, or knowingly furnishing false, falsified, altered, 


fabricated or forged information, document, or record to any College official or 


office.13 


b. Misuse of any College document, record, account, or instrument of identification. 


c. Assuming another person’s identity or role through deception or without proper 


authorization. Communicating or acting, without proper authorization, under the 


guise, name, identification, account, signature, or indicia of another person, 


organization, entity, or unit.16 


d. Misuse or unauthorized use of College or organizational names and images. 3 


 
Note: Academic dishonesty/misconduct incidents and violations of other academic policies 


and procedures are handled at the course and department level through the Office of 


Instruction and are not covered under this Student Code of Conduct. For more information 
refer to the Academic Integrity Policy. 


6. Theft/Destruction of Property - Theft of and/or intentional or reckless destruction or 


damage to property of the College or property of a member of the College community or 


other personal or public property. Knowingly taking possession of stolen property.13, 18 


7. Unauthorized Access/Entry/Use - Misuse of access privileges to College premises or 
unauthorized entry to or use of College premises, including trespass. Unauthorized 


possession, duplication or use of means of access (keys, cards, etc.) to any College 
premises. Unauthorized use of College property or equipment.13 


8. Fire/Arson - Violation of state or local fire codes, or College fire policies and procedures, 


including but not limited to: 


a. Intentionally or recklessly causing a fire which damages College or personal 
property, or which causes injury to any member of the College community. 3 


b. Failure to evacuate during a fire alarm. Entering or re-entering a building during 


fire alarm without permission. 


c. Tampering with, damaging, or improperly engaging a fire alarm or other safety 


equipment on College premises. 


9. Lewd/Obscene Conduct - Conduct that is lewd or obscene. Behavior that would be 


considered lewd or indecent by a reasonable person. Examples include, but are not limited 


to, voyeurism, public urination/defecation, and public exposure of private body parts. 


10. Stalking - A course of conduct directed at a specific person that would cause a reasonable 


person to fear for her, his, or others' safety, or to suffer substantial emotional distress. 


Examples of behavior that could rise to the level of stalking includes repeatedly following, 


harassing, threatening, or intimidating another by telephone, mail, electronic 


communication, social media, or any other action, device or method that purposely or 







Page 11 of 24  


knowingly causes substantial emotional distress or reasonable fear of bodily injury or 


death.14 


11. Hazing - Endangering the mental or physical health or safety of a student, or destroying or 


removing public or private property, for the purpose of initiation, admission into, affiliation 


with, or as a condition for continued membership in, a group or organization. The express 


or implied consent of the victim(s) will not be a defense.4 


12. Unauthorized Solicitation/Sales/Postings – In furtherance of freedom of speech, CSI 


permits distribution of non-commercial informational material by students and the general 


community. Such material or its manner of distribution shall not: 


• Disrupt the orderly operation of the College; 


• Interfere with the educational process, for example, shall not disrupt classrooms; 


• Pose a campus safety or security risk; 


• Unduly block traffic or entrance to buildings; 


• Coerce; 


• Impede any passerby; 


• Harass an individual Harassment is defined as: 


a) Engaging or attempting to engage in any act for the purpose of 


injuring, threatening or unreasonably alarming another or for the 


purpose of unreasonably interfering with any person’s work, 


education, or the environment or activities surrounding one’s work or 


education. 


b) If a person has been advised not to engage in certain acts and 
subsequently does so, there shall be a rebuttable presumption that the 


subsequent acts were done for one or more of the purposes set forth in 


paragraph a). 


c) This section shall be strictly construed so as not to infringe upon the 


constitutional rights of free speech and expression of any person and 


shall apply only to those acts described in paragraph a).17 


 


Bulletin boards are provided for posting materials at campus locations convenient for use 


by students, employees and members of the public. All materials displayed on a bulletin board 


shall clearly indicate the author or group responsible for their production and shall be date 


stamped by the CSI Student Activities office. Materials may be displayed for a maximum of 20 


days. Materials must be removed after completion of the event or after the expiration of the 


date stamp. CSI will designate reasonable posting areas. Once stamped, individuals or groups 


may post that material in a manner that does not obstruct other posted materials. The person or 


group posting material must timely remove it. Individuals or groups posting material are 


entirely responsible for the statements made in the material and the CSI date stamp shall impose 


no responsibility on the College for such material. 


Postings are not allowed outside of designated areas. Prohibited posting locations 


include but are not limited to windows, interior and exterior walls, poles, trees, sidewalks and 
other physical plant structures. 
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Individuals or groups posting materials are entirely responsible for knowing current laws 


of libel, defamation, obscenity, fair labor relations, and other similar laws and regulations and 


shall not post material that violates the same. The individual or group posting material shall be 


solely responsible for its content and CSI does not assume any obligation or responsibility for 


the content of materials distributed or displayed. 


Commercial Activities 


Persons or organizations wishing to engage in commercial transactions or to display 


goods or services for sale on campus grounds may be granted permission to do so by the Dean 
of Students or the Dean’s designee in the Office of Student Affairs if the proposed activity aids 


achievement of the educational objectives of the campus and is conducted in accordance with 
the time, place, and manner regulations established below, unless such commercial transactions 


would be in violation of law or other CSI policies. 
 


Any advertising or promotional materials intended for distribution to the CSI community 


must clearly identify the person(s) or organization(s) to which permission has been granted to 


engage in commercial transactions. The College seal, logo, or other College identification in any 


advertising or promotional material may not be used without permission from the College. 


 


Commercial activity may not be conducted in competition with the usual business of the 


College or its departments, including the campus bookstore. Non-College vendors, enterprises, 


or individuals engaging in commercial activities on campus are responsible for paying any 


applicable tax for sales made on campus. 


 


Persons, organizations, or enterprises wishing to engage in commercial solicitation on 


campus grounds may be granted permission if the proposed activity is conducted in accordance 


with the time, place, manner, and permit regulations established below. 


 


TIME: On the required Application for Use of Facilities Form, non-CSI vendors, 


enterprises, or individuals must submit a request for the preferred date and time of its planned 


activity or event. Ordinarily, commercial solicitations are allowed Monday through Friday, from 


10 a.m. to 4 p.m. However, the College will consider each request in light of other requests and 


campus activities and priorities and will work with the applicant to identify a suitable date and 


time for the planned activity or event. 


 
PLACE: Non-college vendors, enterprises, or individuals will be assigned to a table or 


area(s) most commonly in or near the Student Union Building. The College may assign other 
areas of the campus, as long as the planned activity does not interfere with normal college 


functions. Non-College vendors, enterprises, or individuals must remain at the designated area. 


 


MANNER: Commercial transactions and commercial solicitation must be conducted in a 


manner that does not unreasonably interfere with classes or other normal college functions or 


obstruct the free flow of pedestrian and vehicular traffic. Commercial transactions and 


commercial solicitation must be carried out without voice amplification or other unduly loud 


noise, and without provocation, harassment, or undue disturbance of persons in the area. Any 


advertising or promotional materials, including all copies found on the ground within 30 feet of 
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the designated area must be collected and removed by the permitted individual or organization 


upon leaving campus. 


 


PERMIT: For approval to engage in commercial transactions or commercial solicitation 


on campus grounds, non-CSI vendors, enterprises, or individuals must complete the required 


Application for Use of Facilities Form found online at https://www.csi.edu/forms/facilitiesuse/15 
 


13. Abuse of Power/Position - Violations of positions of trust or authority within the 


College community.3 


14. Election Tampering - Tampering with the election of any College recognized student 


organization.13 


15. Abuse/Interference/Failing to Comply with Student Code of Conduct Processes – 


Abuse of, interference or failure to comply with the Student Code of Conduct system 


and processes, including but not limited to: 


a. Falsification, distortion, or misrepresentation of information before the Student 


Conduct Administrator, Student Conduct Officer, College official, or law 


enforcement personnel. 


b. Failure to provide, destroying or hiding information during an investigation of 


an alleged policy violation. 
c. Disruption or interference with the orderly conduct of disciplinary proceedings. 


d. Attempting to discourage an individual’s proper participation in, or use of, the 


student conduct system. 


e. Attempting to influence the impartiality of the Conduct Administrator, a 


member of a Student Conduct Officer, or other College official prior to, and/or 


during the course of, conduct proceedings. 


f. Harassment (verbal or physical) and/or intimidation of participants involved in 


the student conduct process. 


g. Failure to comply with the sanction(s) imposed or mediated agreements under 


the Student Code of Conduct process. 


h. Retaliation against any person filing a conduct complaint or against any person 


participating in disciplinary proceedings.11 


 


  Sanctions  


Sanctions are designed to promote the College’s educational mission. Sanctions may also 


serve to promote safety or to deter students from behavior which harms or threatens people 


or property. One or more of the following sanctions may be imposed upon any student 


found to have violated the Student Code of Conduct:16 


1. Educational Conversation – A verbal educational conversation conducted by a College 


official resulting from a student's misconduct, typically over misconduct deemed to be 


minor in affect and impact on the student community. 


 
2. Warning/Written Reprimand - A notice in writing to the student that the student is 


violating or has violated institutional policy. The letter informs the student that 



https://www.csi.edu/forms/facilitiesuse/
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continued misconduct will result in further conduct action. The notice can be e-mailed 


and/or mailed to the student’s campus or mailing address.2 


3. Educational Project - Completion of an educational and/or developmental project such 


as, but not limited to, the following: attending a specific workshop or program, writing a 


research paper on a specified topic, making an oral presentation to a campus group, 


participating in specified counseling/evaluation, work assignment, and/or service to the 


College or the community.2 


4. Disciplinary Probation - Probation is for a designated period of time during which the 


student is not in good standing with the College and includes the probability of more 


severe disciplinary sanctions if the student is found to violate any College policies, 
rules, or regulation(s) during the probationary period, whether or not this violation is 


related to the original violation for which conduct probation was imposed. Students on 
probation may be subject to additional restrictions and/or conditions.2 


5. Loss of Privileges - Denial of specified privileges for a designated period of time. 


Privileges that may be lost include, but are not limited to, the following: 


a. Restricted access: offender may be restricted from entering specified buildings 


or areas on campus, from attendance at specified campus events, or from use 


of specified equipment, facilities, resources, or services. 


b. Residence hall room transfer: reassignment of the offender to another 


residence hall room, subject to the availability of space and approval of the 


Dean of Students. 


c. Residence hall suspension: separation of the student from all residence hall for 


a definite period of time, after which the student is eligible to apply to the 


Dean of Students for readmission. Suspension includes all residence hall and 


visitation privileges (College owned housing property including residence hall 


and apartments and includes suspension of visitation privileges.) Conditions 


for readmission may be specified. Students suspended from housing are not 


eligible for a housing fee refund. 


d. Residence hall and/or apartments expulsion: permanent separation of the 


student from the residence hall and/or apartments. Expulsion includes the 


residence hall and apartments including expulsion of and visitation privileges. 


Students expelled from housing are not eligible for a housing fee refund. 


e. Barred from office: prohibition against holding office or leadership role in a 


student or College organization or activity; barred from representing the 


College in on- or off-campus events.2,6 


6. Fines - Previously established and published fines may be imposed. In addition, the 


College may put a hold on the student’s account, refuse to issue transcripts and/or grant 


degrees/certificates until such fine is paid.5 


7. Restitution – Reasonable compensation for loss, damage, or injury. This may take the 


form of appropriate service and/or monetary or material replacement. In addition, the 


College may put a hold on the student’s account, refuse to issue transcripts and/or grant 


degrees/certificates until restitution is complete.5 
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8. Withholding Degree - The College may withhold awarding a degree otherwise earned 


until the completion of the process set forth in this Student Code of Conduct, including 


the completion of all sanctions imposed, if any.3 


9. Revocation of Admission and/or Degree - Admission to the College or specific 


College program, and/or a degree awarded from the College may be revoked for fraud, 


misrepresentation, or other violation of College standards in obtaining admission or the 


degree, or for other serious violations committed by a student prior to graduation.6 


10. College Suspension - Separation of the student from the College and all privileges for a 


definite period of time. The offender may not be on College premises or involved in 


College-sponsored activities except for matters directly related to the suspension. In 


cases where suspension prevents course work, the student will be dropped or withdrawn 


from the course. There will be no refund of tuition or fees. Suspension requires 


administrative review and approval by the President and/or designee(s) and may be 


altered, deferred or withheld.3 


11. College Expulsion - Permanent separation of the student from the College. There will 


be no refund of tuition or fees, and a barring of the student from being present on 


College premises and at College-sponsored activities. Expulsion requires administrative 
review and approval by the President and/or designee(s) and may be altered, deferred or 


withheld. 


The following sanctions may be imposed upon groups or organizations: 


a. Those sanctions listed above. 


b. Deactivation. Loss of all privileges, including College recognition, for a 


specified period of time.13 


Other sanctions: other sanctions may be imposed instead of or in addition to those listed 


above. More than one of the sanctions listed above may be imposed for any single 


violation. 


 


  Procedures  
 


The College will use the following procedures to respond to behavior which goes against the 


values of the College community as defined in the Student Code of Conduct. The College 


considers the procedures for resolving disputes a part of its educational mission. The Student 


Conduct Administrator may make necessary and reasonable modifications to conduct 


resolution procedures. Resolution and appeal processes are administrative functions and are 


not subject to the same rules of civil or criminal proceedings. Because some violations of 


these standards are also violations of law, students may be accountable to both the legal 


system and the College. 


 
Initiating the Resolution Process 


 
Any member of the College community (including students, faculty, staff, administration, and 
visitors) may submit a complaint alleging a violation of the Student Code of Conduct. A 


student or College official may also submit a complaint based upon information reported to 


him/her. All complaints must be submitted to the Dean of Students, in writing and signed by 
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the individual making the complaint, preferable within ten (10) business days but no longer 


than six months of the incident(s) alleged in the complaint. The Dean of Students may waive 


the six-month limitation when a late submission is reasonable. 


 


The Student Conduct Administrator may dismiss the complaint at any stage if he/she 


reasonably believes that the complaint is baseless or otherwise unsupported by the available 


evidence, or that the underlying grievance or problem is better resolved in a different 


manner.16 


 
Resolution Process 


 
The Student Conduct Officer will conduct an inquiry to determine whether the complaint has 


merit as soon as possible. Accused students should know that: 


 
a. Any statement(s) made to a Student Conduct Officer may be considered in the Student 


Conduct process; 


b. Student disciplinary records are confidential to the extent permitted or required by law; 


c. The student may consult with his or her advisor before accepting responsibility. 


d. Students have the right to be considered not responsible for any violation(s) until 


responsibility is established through a preponderance of evidence standard.16 


 
Student conduct and/or dispute resolution methods may include, beginning with an initial 


meeting, the following: 


 


1. Initial Meeting – after an initial inquiry, a Student Conduct Officer will meet with a 


student to discuss an open case. In this initial meeting, a student has the option of 


Mutually Resolving or choosing a Hearing. 


 
2. Mutual Resolution - The accused student has the option of accepting responsibility for 


the alleged violation and accepting the sanction. 


 


3. Alternative Dispute Resolution (ADR) - If all persons personally and directly affected 


by the conflict agree to resolve the complaint through the alternative dispute resolution 


(ADR) process, and if the Student Conduct Administrator and/or designee(s) determines 


that ADR is an appropriate form of resolution in this particular case, then the Student 


Conduct Officer will make arrangements for the ADR to occur. 


 


ADR is a voluntary process which may or may not result in an agreement. When an 


agreement is reached by the parties, the case is resolved and parties are encouraged to 


use the Student Conduct Officer as a resource for future questions. 


 


If the mediator reports that ADR process has failed, the accused student has the choice 


of accepting responsibility or proceeding to a hearing.16 
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4. Hearing – After an initial meeting, the accused student may choose to have a hearing 


with the Student Conduct Administrator and/or designee(s). In cases which involve 


more than one accused student, the Student Conduct Administrator and/or designee(s) 


has the option of choosing whether they have the same or separate hearings at the 


unanimous request of all students involved. 


 


Each party may be accompanied at the hearing by one advisor at their own expense; 


however, the advisor may not participate directly in the proceedings, but may only 


advise the party. For example, the advisor may not question witnesses or make 


presentations. Any advisors from outside the College community must be pre-approved 


by the Student Conduct Administrator. 


 


At a hearing, the Student Conduct Administrator and/or designee(s) will be in charge of 


preparing and submitting information gathered during the investigation. The hearing 


shall be conducted in private however hearings may be recorded for further review. 


Admission to the hearing of any other person besides the Student Conduct 


Administrator and/or designee(s) and/or witnesses, complainant, the accused student, 


and their advisors shall be at the discretion of the Student Conduct Administrator and/or 


designee(s). To ensure the privacy of the parties and to maximize the educational 


potential of the process, both the claimant and the accused student must agree to the 


admission of any other people (except witnesses, hearing administrators or advisors) to 


the hearing. Upon request, both parties may have access to all written or other 


information that will be considered prior to the hearing.  Upon request, both parties 


have may have access to the names of witnesses providing information prior to the 


hearing. 


 


During the hearing, the Student Conduct Administrator and/or designee(s), accused 


student, complainant, may ask questions of the complaining and the accused student, 


and of any witnesses. Silence by the accused will not be used as evidence of 


responsibility for a charge. During the hearing the accused student may request a recess 


to consult with his or her advisor. Witnesses may be present in the hearing room only 


when they are presenting information. The accused student and the complainant may 


call any witness whose information is of value to the case, but the Student Conduct 


Administrator and/or designee(s) may exclude a witness if the witness is duplicative. 


The accused student, the complainant, witnesses, and the Student Conduct 
Administrator and/or designee(s) may also present written reports. 


 


If an accused student who was notified does not appear for the hearing, the information 


in support of the charges can be presented and considered even if the accused student is 


not present. 


 
The hearing is followed by deliberations. The accused student is presumed not 


responsible unless the information presented shows that more likely than not a violation 


of the Student Code of Conduct has occurred. The claimant, the accused student(s), 


their advisors, and witnesses are not allowed to participate in deliberations. At the 


conclusion of deliberations, the Student Conduct Administrator and/or designee(s) will 
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issue a written decision containing findings of fact, conclusions as to responsibility, and 


rationales for all sanctions recommended. The Student Conduct Administrator may 


accept or modify the recommendation(s). All program and/or College suspension or 


expulsion decisions require review and approval by the College President and/or 


designee(s).16 


 
Student Conduct Appeals 


 
Appeals may be filed for the following reasons: 


 


1. Proper procedures were not followed 


2. The evidence clearly does not support the finding(s) 


3. Sanctions are insufficient or excessive relative to the violation 


4. There is new evidence not reasonably available at the time of the hearing 


 
All appeals must be submitted in writing to the Vice President of Student Services and/or 


designee(s) within ten (10) business days after notification of the Vice President of Student 


Services and/or designee(s)’ decision to accept or modify the recommendations resulting 


from the hearing. The Vice President of Student Services and/or designee(s) may waive 


the ten (10) day limitation when a late submission is reasonable. The appeal will be 


reviewed by the Vice President of Student Services and/or designee(s) and possible 


outcomes are as follows: 


 


a. confirming the decision made through the hearing process, 


b. altering the sanction(s), 


c. striking the initial finding of responsibility and/or sanction(s) and remanding to the 


original factfinder for further consideration with corrective instructions from the Vice 


President of Student Services and/or designee(s), or 


d. ordering a new hearing before a new factfinder. 


 


All program and/or College suspension or expulsion decisions require review and approval by 


the College President or designee(s). The decision rendered by the President or designee(s) is 


final. 16 


 


  Special Procedures/Provisions  
 


A. Attempted Violations 
 


In most circumstances, the College will treat attempts to commit any of the violations listed in 


the Student Code of Conduct as if those attempts had been completed. 16 


 


B. College as Complainant 
 


As necessary, the College reserves the right to initiate a complaint, to serve as complainant, and 


to initiate conduct proceedings without a formal complaint by the victim of misconduct. 16 
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C. False Reports 
 


The College will not tolerate intentional false reporting of misconduct. It is a violation of the 


Student Code of Conduct to make an intentionally false report of any law or College policy or 


rule violation, and it may also violate state criminal statutes and civil defamation laws. 16 


 


D. Group Violations 
 


When members of groups, individuals acting collusively, or members of an organization act in 


concert in violation of any College policy or rule, they may be held accountable as a group, 


and a hearing may proceed against the group as joint accused students at the determination of 


the Student Conduct Administrator and/or designee(s). In any such action, however, 


determinations will be made with respect to the involvement of each accused individual. 16 


 
E. Selection of Mediators and Student Conduct Officers 


 


College mediators will be selected by the Student Conduct Administrator. The Student 


Conduct Administrator will try to identify College and non-College mediators who will serve 
parties at no charge or on a sliding fee scale. Student Conduct Officers are authorized by the 


Dean of Students.16 


 
F. Student Access to Records 


Records and documents that will be considered during a Student Code of Conduct hearing (or 


any other time) may be made available in advance to all parties but may be redacted to protect 


the privacy rights of individuals not directly involved in the resolution process. 16 


 
G. Parental Notification 


The College reserves the right to notify parents/guardians of dependent students regarding any 


conduct situation, particularly alcohol and other drug violations. The College may also notify 


parents/guardians of non-dependent students who are under age 21 and are charged with 


alcohol and/or drug law or Policy violations. Where a student is non-dependent, the College 


reserves the right to contact parents/guardians to inform them of situations in which there is a 


health and/or safety risk. The College also reserves the right to designate which College 


officials have a need to know about individual conduct complaints pursuant to the Family 


Educational Rights and Privacy Act (FERPA).3 


 


H. Violation of Law and College Discipline 
 


College disciplinary proceedings may be instituted against a student charged with conduct that 


potentially violates both the law and the Student Code of Conduct (that is, if both possible 


violations result from the same factual situation) without regard to the pendency of civil or 


criminal litigation in court or criminal arrest and prosecution. Proceedings under the Student 


Code of Conduct may be carried out prior to, simultaneously with, or following civil or 


criminal proceedings at the discretion of the College President and/or designee(s). 
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Determinations made or sanctions imposed under the Student Code of Conduct shall not be 


subject to change because criminal charges arising out of the same facts giving rise to 
violation of College rules were dismissed, reduced, or resolved in favor of or against the 


criminal law defendant. 


 
When a student is charged by federal, state, or local authorities with a violation of law, the 


College will not request or agree to special consideration for that individual because of his or 


her status as a student. If the alleged offense is also being processed under the Student Code 


of Conduct, the College may advise off-campus authorities of the existence of the Student 


Code of Conduct and of how such matters are typically handled within the College 


community. The College will attempt to cooperate with law enforcement and other agencies 


in the enforcement of criminal law on College premises and in the conditions imposed by 


criminal courts for the rehabilitation of student violators (provided that the conditions do not 


conflict with College policies). 


 


A student undergoing civil or criminal action for the same behavior which forms the basis of a 


complaint under this Student Code of Conduct may request a reasonable delay of the Code of 


Conduct process until external proceedings are resolved. In determining whether a request is 


reasonable, the Dean of Students will evaluate the unique circumstances of the case, including 


the length of the delay and the impact of delay on the complainant and community, in addition 


to protecting the integrity of the resolution process. The final decision on granting a request 


for a delay rests with the President of the College. In granting a delay, the Dean of Students 


may implement conditions on continued enrollment, as appropriate.16 


 


In some cases, it may be in the best interests of students accused of crimes to withdraw from 


the College until the criminal charges are resolved. The College has a procedure for voluntary 


withdrawals. The accused student who voluntarily withdraws from the College may not be 


present on campus or at College-sponsored activities without special permission. The accused 


student must comply with any and all College efforts at investigation that will not prejudice 


his or her defense in the criminal trial, and the accused student must agree that in order to be 


reinstated to active student status, he or she must first be subject to and fully cooperative with 


a hearing and must comply with any sanctions that are imposed.10 


 
I. Interim or Emergency Suspension 


 


When it has reasonable cause to separate a student from the College community, the College 


may suspend a student for a reasonable time pending the investigation of the violation of the 


Student Code of Conduct. Except in extraordinary circumstances a conduct meeting will be 


scheduled within two (2) business days. The student will be informed of the nature of the 


alleged violation, presented with available information, and given the opportunity to make a 


statement and present information. If the emergency suspension is continued, the student will 


be offered a hearing option as soon as practicable, preferably within ten (10) business days. 16 


 
The College reserves the right to exercise its authority of interim suspension upon notification 


that a student is facing criminal investigation and/or charges. The College will permit a 
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student who receives an interim suspension to request a meeting with the Student Conduct 


Administrator to show cause why an interim suspension is not merited. 3 


 
Interim suspension may be imposed to: a) to ensure the safety and well-being of members of 


the College community or preservation of College property; b) to ensure the student’s own 


physical or emotional safety and well-being; or c) if the student poses an ongoing threat of 


disruption of, or interference with, the normal operations of the College. 


 
During the interim suspension, a student shall be denied access to the residence halls and/or to 


the campus (including classrooms) and/or all other College activities or privileges for which 


the student might otherwise be eligible, as the Student Conduct Administrator may determine 


to be appropriate. 


 
The interim suspension does not replace the regular disciplinary process, which shall proceed 


on the normal schedule. However, the student will be notified in writing of this action and the 


reasons for the suspension. The notice should include the time, date, and place of a 


subsequent hearing at which the student may show cause why his or her continued presence 


on the campus does not constitute a threat (and at which he or she may contest whether a 


College rule was violated). 6 


 
J. Reports of Actions 


 


Statistical reports of actions taken through the Student Conduct process will be made available 


to administration following each academic term. These data will cover the number of 


complaints and the types of violations, resolutions, and sanctions. 16 


 
K. Notification of Outcomes 


The outcome of a student misconduct hearing is part of the education record of the accused 


student and is protected from release under FERPA. The College shall not disclose or release 
information contained in student education records other than as permitted or required by 


applicable federal and state laws, rules, and regulations. 


 
L. Student Disciplinary Records 


Other than College expulsion or revocation or withholding of a degree, disciplinary sanctions 


shall not be made part of the student’s permanent academic record but shall become part of 


the student’s disciplinary record. Cases involving the imposition of sanctions other than 


residence hall expulsion, College suspension, College expulsion or revocation or withholding 


of a degree shall be expunged from the student’s confidential record five (5) years after final 


disposition of the case. Upon graduation, the student’s disciplinary record may be expunged 


of disciplinary actions other than residence hall expulsion, College suspension, College 







Page 22 of 24  


expulsion, or revocation or withholding of a degree, upon request in writing submitted to the 


Student Conduct Administrator.18 


 


Records will be maintained by the Dean of Students with regard to actions taken under the 


Student Code of Conduct. Accordingly, records will be maintained by the Dean of Students 


of complaints, mediations, hearings, findings, and sanctions. For each case in which a 


complaint is issued, including cases where the student accepts responsibility, the record will 


include the facts of all conduct found or admitted to be in violation of the Student Code of 


Conduct with sufficient specificity to indicate that a violation of the Code occurred. 


Confidentiality of records will be maintained to the extent permitted and required by law and 


the College’s FERPA Policy (www.csi.edu/FERPA). While student disciplinary records are 


protected as education records under the Family Educational Rights and Privacy Act 


(FERPA), there are certain reports and other records created and maintained by Campus 


Security relating to a possible violation of law or College Policy are not considered education 


records subject to FERPA (unless the records were created exclusively for the purpose of a 


possible disciplinary action against the student for a Student Code of Conduct violation). 


Campus Security records are maintained separately from education records. The College may 


disclose information from Campus Security records, including but not limited to outside law 


enforcement authorities, without student consent. 16 


 


Campus Security may be given access to personally identifiable information from students' 


education records. Campus Security must protect the privacy of education records it receives 


and may disclose them only in compliance with FERPA. 


 


  Interpretation and Revision  
 


A. Disciplinary regulations at the College are set forth in writing in order to give students 


general notice of prohibited conduct. The regulations should be read broadly and are 


not designed to define misconduct in exhaustive or exclusive terms. 


B. Any question of interpretation or application of the Student Code of Conduct shall be 
referred to the Student Conduct Administrator. 


C. At any time, the College may consult with legal counsel about a case or procedure. 


 
D. The Student Code of Conduct shall be reviewed at least every five (5) years under the 


direction of the Student Conduct Administrator. 6 


 


Contact Information: 


 


Persons who have questions about the Student Code of Conduct should contact the Student 


Conduct Administrator. 


 


Dean of Students, (208) 732-6225 or jostrowski@csi.edu 



http://www.csi.edu/FERPA)

http://www.csi.edu/FERPA)

mailto:jostrowski@csi.edu
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https://www.ncherm.org/resources/model-code-project/download-the-code/

https://www.ncherm.org/resources/model-code-project/download-the-code/

http://cwidaho.cc/current-students/title-ix-information#key_terms

https://www.federalregister.gov/articles/2014/10/20/2014-24284/violence-against-women-act

https://www.federalregister.gov/articles/2014/10/20/2014-24284/violence-against-women-act

https://www.federalregister.gov/articles/2014/10/20/2014-24284/violence-against-women-act
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Using THE WRITE CLASS for English Composition Placement at CSI  
 
 
THEWRITECLASSCSI.COM  
 


1. To complete THE WRITE CLASS for CSI, students must be admitted and have a CSI ID#. 
2. The placement tool is a survey, not an exam.  


a. THE WRITE CLASS gathers information from students about previous writing 
experiences and gives students a clear set of expectations for each of the 
composition courses offered at CSI.  


b. Honest and careful completion of the tool results in a computer-generated 
placement after which students may enroll in the course.  


3. To complete the placement tool, students log in with name, DOB, email address, and CSI 
ID# at http://thewriteclasscsi.com 


4. English Language Learners (international students, etc.) are identified early in THE WRITE 
CLASS instrument.  


a. Some ESOL students will not complete the full placement instrument but will be 
advised to complete the ESL vocabulary and writing sample exams in the testing 
center and be referred to Clark Draney cdraney@csi.edu for final placement.  


5. After the completion of the placement survey, students’ placement results are entered 
into their student records within about 48 hours (often sooner). Thereafter a student 
may register for the course into which they placed online.  


a. In the case where a student’s record has not been updated to include the 
placement, registration may also be managed by the student selecting a section 
of that course from the online catalog and using their CSI email account to send 
name, CSI ID# and desired section to the Department of English, Languages, and 
Philosophy.  


b. Departmental designees are:  
Clark Draney cdraney@csi.edu  
Kim Madsen Dill kmadsen@csi.edu  


c. The department will verify placement and forward the email to the Registrar’s 
office and the course will be added to the student’s schedule (assuming there are 
open seats in that section).  


6. Questions may be directed to Dr. Clark Draney, Department Chair, English – 
cdraney@csi.edu, 208-732-6810, Shields 112E.  


 
 



https://csioffice-my.sharepoint.com/personal/cdraney_csi_edu/Documents/1_Chair/The%20WRITE%20Class/thewriteclasscsi.edu

http://thewriteclasscsi.com/

mailto:cdraney@csi.edu

mailto:cdraney@csi.edu

mailto:kmadsen@csi.edu

mailto:cdraney@csi.edu
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College of Southern Idaho 
UNIT DEVELOPMENT PLAN 


 
Submitted by:     Department:    Year:  


CSI VISION 
To improve the quality of life of those impacted by our services. 


 
CSI MISSION 


To provide quality educational, social, cultural, economic, and workforce development opportunities that meet the diverse needs of the communities we serve. 
 


CORE THEMES 
Community Success—Student Success—Institutional Stability 


ADDITIONAL DEPARTMENT/PROGRAM/OFFICE GOALS/OBJECTIVES (OPTIONAL) 


 


Goal 
(What do you want to 


accomplish?) 
 


Activity 
(How will you do it?) 


Resources Required 
(What resources will you 


need? [include budget 
estimate where applicable]) 


How does your goal/activity 
align with the CSI Strategic 
Plan and current Strategic 


Initiatives? 
(How does it help lead the 


College to mission 
fulfillment?) 


Outcome 
(What was the result?) 


[Should be left blank until end of 
this development cycle and the 


beginning of the next cycle] 


     


     


 



http://www.csi.edu/institutionalEffectiveness/planning/strategicPlan.asp

http://www.csi.edu/institutionalEffectiveness/planning/strategicPlan.asp






Jeffrey M. Harmon, CPA 
 


2765 Suncrest Circle (208) 358-2690 
Twin Falls, ID 83301 harmoncpa@cableone.net 


 


Current Position 
Vice President of Administration /CFO 


 
Career Profile 


• Certified Public Accountant (CPA) 
• 30 years of higher education administration with comprehensive experience in governmental 


and nonprofit accounting including financial statement preparation, IPEDS, and DFM annual 
budget requests. 


• Experience in management, budgeting, audits, taxation, internal control, inventory, accounts 
receivable, accounts payable, cash management, purchasing, and bid compliance. 


• Demonstrate proficiency in direct supervisory responsibilities over various programs, 
departments, and work groups. 


 
Work Experience 


 
Vice President of Finance & Administration / CFO                                    January 2016 – Current 
College of Southern Idaho, Twin Falls, ID 


• Member of Presidents Executive Vice President Council. 
• Member of Presidents Cabinet. 
• Secretary Treasure College of Southern Idaho Board of Trustees. 
• Executive Sponsor – Project Polaris. 
• Oversee all ancillary agencies: 


• Executive Director – CSI Headstart / Early Headstart 
• Executive Director – CSI STAR Motorcycle  
• Executive Director – Trans IV – Twin Falls public transportation system 
• CSI Refugee Resettlement Program  
• CSI Area IV Office on Ageing  


• Active member in Statewide Higher Education work groups representing the eight public 
Higher Education. 


• Active member of the Idaho Community College Equity Funding group. 
• Oversee physical plant operations including capital projects. 
• Oversee Payroll operations. 
• Risk Manager for the College. 
• Campus administrator in charge of legal contracts and negotiations 
• Preparation of the annual General Fund and Capital budgets. 


• Present Capital Budget request to Idaho Permanent Building Fund 
• Responsible for investing surplus funds and complying with investment policies. 
• Develop and continually update the five-year rolling budget. 
• Responsible for investing surplus funds and complying with investment policies. 
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Jeffrey M. Harmon, CPA 
 


 
Dean of Finance                                                                                        May 1991 – December 2015 
College of Southern Idaho, Twin Falls, ID 


• Responsible for general ledger, financial reporting, and financial records for the annual 
audit. 


• Supervised general ledger accountant, accounts receivable and accounts 
payable technicians. 


• Assisted with the preparation of the annual General Fund Budget. 
• Prepared annual budget requests for the Idaho Department of Financial Management. 
• Developed and continually update the five-year rolling budget. 
• Directly responsible for operations of the Information Office, Bookstore, and Copy 


Center. 
• Served as the college administrator for the STAR and Trans IV programs. 
• Conducted annual employee performance evaluations for ten employees who 


report directly to me. 
• Prepared and present the semiannual report to the CSI Dormitory Housing Commission. 
• Assisted Human Resource Office and Payroll Manager with year-end tax reporting. 
• Provided advice regarding compliance with IRS and Idaho State Tax Commission rules 


and regulations. 
• Responsible for investing surplus funds and complying with investment policies. 
• Served as project manager for construction project. 
• Administered bids and request for proposals to assure compliance and competitiveness. 


 
Public Accountant May 1983 – May 1991 


• 8 years public accounting experience with regional accounting firm. 







Jeffrey M. Harmon, CPA 
 


 
 


Education and Certifications 
Certified Public Accountant CP-2154 


 
University of Idaho, Moscow, ID May 1996 
Master of Education, Educational Administration 


 
Boise State University, Boise, ID May 1983 
Bachelor of Business Administration, Accountancy 
Bachelor of Business Administration, Information Science 


 
College of Southern Idaho, Twin Falls, ID May 1981 
Associate of Arts, Business 


 
College Committee Work 


• Accreditation evaluator - Northwest Commission on Colleges and Universities 2003 – Current 
• Executive Member of CSI accreditation team 2020 
• Member of CSI Strategic Planning Committee Current 
• Member of CSI President’s Council Current 
• Member of Polaris Taskforce Current 
• Health insurance carriers and benefits selection teams 
• Various special task committees 
• Various hiring committees 


 
Community Volunteer 


• Executive member/treasurer of local nonprofit radio stations 
• Coordinator for various fundraising events 
• Past scout/cub master 
• Past board member/treasurer of local nonprofit school 
• Past member of the Twin Falls Cover the Pool Committee 





		Current Position

		Career Profile

		Work Experience

		Education and Certifications

		College Committee Work

		Community Volunteer






Curriculum Vitae 
Michelle K. Schutt, Ph.D. 


 
mkschutt@outlook.com                (307) 460-1684 


 
College of Southern Idaho    Vice President    2017-Present  
Twin Falls, Idaho                        Student Services     
 
                  Associate Vice President    2015-2017 
                                Student Services       
 
College of Southern Idaho is a two year, rural, comprehensive Hispanic serving institution (HSI) offering 
transfer and professional technical programs, dual credit, and workforce development training. Five campuses 
located throughout southern Idaho. Annual enrollment of 13,130 (4133 FTE), including 6528 dual credit high 
school students. The Twin Falls location offers on-campus housing and seven NJCAA athletic teams.   
 
Key Accomplishments 
 
Enrollment & Retention 
Increased enrollment for fall 2020 semester from -15% in June 2020 to +3% at fall 2020 census. Proposed and 
implemented mandatory new student orientation and applied a proactive advising model, implemented advising 
for all degree-seeking students, resulting in: Hispanic student enrollment increasing from 17.8% in 2015-2016 
to 26.3% in 2019-2020, an increase in graduation rate (IPEDS 150%) from 20% in 2016 to 34% in 2020, an 
increase in the Community College Survey of Student Engagement (CCSSE) Overall Satisfaction rate from 
87% in 2015 to 93% in 2018, and a decrease in median credits earned at graduation from 77 in 2015 to 71 in 
2019. 


 
Wrap Around Services  
Allocated and distributed $1.5 million in CARES funds to eligible students. Procured CampusLogic, a financial 
aid verification platform, to improve financial aid workflow. Facilitated the development of student learning 
outcomes for Student Affairs programming. 
 
Diversity Equity and Inclusion 
Recruited and hired bi-lingual staff members for each area of Student Services. Lobbied to the Board of 
Trustees for gender neutral bathrooms on campus. Developed and offered “Parent College” in both English and 
Spanish. Established the Gay-Straight Alliance student group. Advocated for and hired the campus’ first full-
time Veterans’ Coordinator. Created a pipeline with community agencies to support the matriculation of 
individuals aging out of foster care.  
 
Assessment and Accreditation 
Facilitated a multi-year, multi-departmental Division of Student Services Comprehensive Program Review 
process in concert with the Council for Advanced Standards and the College of Southern Idaho’s strategic plan, 
ensuring fiscal responsibility, transparency, and alignment with nationally recognized best practices. 
 
Fundraising 
Co-wrote the Stop the Bleed Grant, (Twin Falls Health Initiative Trust), $20,000, 2018-2019 and the Suicide 
Prevention Project Grant, (Twin Falls Health Initiative Trust), $10,000, 2019-2020. 
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General Responsibilities  
 


• Oversee student services operations at all locations including enrollment management, student affairs, 
Dean of Students, Registrar, financial aid, academic advising, counseling services, career services, 
campus security, disability services, veterans services, new student orientation, and Title IX 


• Allocate and monitor fiscal resources for all student services areas, totaling $9 million 
• Introduce, facilitate, and support creativity and growth within student services  
• Provide leadership, advocacy, and support that enables the student services area to fulfill its mission as it 


relates to the college's overall strategic goals and mission  
• Facilitate the development of an atmosphere of trust, open communication, teamwork, ownership, and 


pride  
• Continually assess student support mechanisms, staffing levels, service, and retention efforts 
• Collaborate with the Provost, Vice President of Administration, Foundation Director, and Public 


Information Officer in order to ensure the creation of an effective marketing and recruitment model as 
well as an enrollment management strategies that maximizes college and program enrollment, improves 
services, and promotes responsiveness to continuing and prospective students 


• Foster an environment of advanced planning and ongoing assessment  
• Oversee the college's student conduct matters  
• Serve as Title IX Coordinator and develop annual Title IX training for all employees 
• Collaborate on various campus construction and renovation committees. Projects have included Campus 


Welcome Center, Counseling Center, Disability Services, Campus Dining, Bookstore, and Residence 
Hall  


• Co-chair of the campus’ first faculty-staff Equity & Inclusion committee 
• Represent Student Services at Instructional Council and Curriculum Committee  
• Nurture ongoing collaboration and communication with college faculty and staff 
• Ensure compliance with federal and state regulations and policies  
• Pursue grant opportunities that support the College's goals and strategic priorities  
• Conduct presentations before the Board of Trustees and the Foundation's Executive Committee 
• Represent the college in the community and at statewide meetings and annual conferences 


 
 
Penn State University    Director of Student Affairs     2012-2015 
Scranton, Pennsylvania 
 
A small, urban commonwealth campus, part of the Pennsylvania State University system. Enrollment of 1,200 
students in associate, bachelors, and master’s degree programs. 
             
Key Accomplishments  
 
Student Retention 
Created a comprehensive new student orientation program resulting in an 11.6% increase fall to fall retention.  
 
Human Resources  
Served as a member of the chancellor search committee, as appointed by the Vice President for Commonwealth 
Campuses of Penn State (Madlyn Hanes) and the Penn State President (Eric Barron). 
 
Wrap Around Services  
Created and co-chaired the campus’ first Behavioral Threat Management Team and established a campus food 
bank. 
 
General Responsibilities  
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• Provided strategic direction, oversight, and operational management for campus life, career services, 


conduct standards, new student orientation, health services, financial aid, student leadership 
development, student government, student activities, veteran student services, disability support 
services, and counseling services 


• Senior campus student affairs officer, serving on the Chancellor’s cabinet  
• Member of the campus senior administrative leadership team engaged in strategic planning, decision 


making, policy development, and problem solving for campus-wide issues 
• Fostered a climate of proactive engagement and collaboration between students, faculty, staff, and the 


local community  
• Served as campus Title IX coordinator 
• Developed and administered various budgets totaling $300,000 
• Represented Penn State Scranton on various committees within the University and the Commonwealth  


 
Additional Administrative Experience  
 
University of Wyoming   Assistant Director of Residence Life     2007-2012 
Laramie, Wyoming 
 
University of Wyoming   Area Coordinator, Senior; Academic Enhancement  2004-2008 
Laramie, Wyoming 
 
Hanover College    Assistant Dean of Students & Assistant Dir. of Housing 2003-2004  
Hanover, Indiana  
 
St. Cloud State University  Residence Hall Director      2000-2003 
St. Cloud, Minnesota  
 
Education 
 
Colorado State University  Ph.D.  Education and Human Resource Studies 2013 


 
St. Cloud State University  MS  Social Responsibility    2006 


 
Emporia State University   MS   Master Teacher     2000 


 
Upper Iowa University  BA    English Education    1998 
 
Harvard University     Institute for Educational Management  2019 
 
Teaching  
 
2003-Present  Adjunct instructor (in-person and online appointments at the College of Southern Idaho, Upper  
  Iowa University, Penn State University, University of Wyoming, and St. Cloud State University  
  in following subjects: 


• English 
• General Education  
• Higher Education (Masters’ level courses) 
• Student Development & Leadership 


 
 







Doctoral Student Supervision  
 
2017 Supervised a Ph.D. practicum on appreciative advising for student  Idaho State University 
 Catrina Chapple          Pocatello, Idaho 
2017 Supervised a Ph.D. practicum on Title IX for student Hallie Star  Idaho State University 
            Pocatello, Idaho 
 
Selected Professional Conference Presentations  
 
Nov. 2020 Panelist, Life in and after Housing 
 Association of Intermountain Housing Officers (AIMHO) Senior Housing Institute, virtual conference 
Nov. 2019 Presenter, Change Management: When You Can Plan for It and When You Can’t 
  National Association of Student Personnel Administrators (NASPA) Western Regional   
  Conference, Portland, OR 
July 2019 Presenter, Title IX & Dual Credit: What You Need to Know 
  Panelist, Behavior Intervention Team Essentials 
  P20 Conference, College of Southern Idaho, Twin Falls, ID 
April 2018 Presenter, Women in Leadership 
  Kimberly School Girl Power Conference, Kimberly, ID  
Nov. 2016 Presenter, Initiating New Student Orientation at a Community College 
  Entering Student Success Institute, San Antonio, TX 
July 2016 Panelist, Conversations with Executive Women in Higher Education  


College of Southern Idaho Chapter of American Association for Women in Community 
 Colleges (AAWCC), P20 Conference, College of Southern Idaho, Twin Falls, ID 


August 2013 Presenter, Totally Wicked! Rocking Out with the Wizard of Oz, Applying the Oz Principal to Student 
Leadership 
Penn State Summer Leadership Conference, State College, PA  


March 2007 Presenter, Ending Hate on Campus 
  Matthew Sheperd Symposium on Social Justice; Laramie, WY  
Oct. 2006 Presenter, Positive Connections: How the University of Wyoming has Developed, Assessed, and 


Improved Living and Learning Communities 
Living Learning Communities and Residential Colleges Conference; Syracuse, NY 


Nov. 2005 Presenter, Creating and Assessing Successful Living Learning Communities    
  Association of Intermountain Housing Officers (AIMHO) Regional Conference; Jackson, WY 
March 2005 Presenter, Emerging Leaders in a Diverse World  
  Matthew Sheperd Symposium on Social Justice; Laramie, WY   
 
Professional Service 
 
April 2021 Evaluator 
 Evaluation of Institutional Effectiveness visit (Year 7 evaluation) of Spokane Falls Community 


College for the Northwest Commission of Colleges and Universities  
2015-2020 Program Reviewer  


National Association of Student Personnel Administrators (NASPA) Annual Conference 
2016-2018 Association for Student Conduct Administration (ASCA) Idaho State Coordinator  
2015-2018 Contributed to CSI campus program accreditation reviews by the Accreditation Commission for  
  Education in Nursing (ACEN), American Veterinary Medical Association (AVMA), and HVAC  
  Excellence  
2013  Program Reviewer 


2014 Annual Association for Student Conduct Administration (ASCA) Conference 
 
Specialized Training and Certifications 



http://www.google.com/search?hl=en&sa=X&oi=spell&resnum=0&ct=result&cd=1&q=Matthew+Shepherd+symposium&spell=1
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June 2020 Association of Title IX Administrators Annual (ATIXA) Conference 
  Title IX Coordinator and Administrator Level One Training & Certification Course 
  2020 Title IX Regulations Implementation Training & Certification Course 
  Title IX Coordinator and Administrator Training & Certification Level Three Course 
  Title IX Compliance & Athletics Training & Certification Course 
  Trainer Training: What Title IX Coordinators Need to Know About Advocacy, Prevention &  
  Trauma 
  Title IX Coordinator and Administrator Training & Certification Level Four Course 
Oct. 2019 Association of Title IX Administrators Annual (ATIXA) Conference; Title IX Coordinator and  
  Administrator Level 4 Training & Certification 
June 2019  Institute for Educational Management, Harvard University, Cambridge, MA 
Nov. 2017 National Behavioral Intervention Team Association (NaBita) Certification 
June 2017 Association of Title IX Administrators (ATIXA) Civil Rights Investigator Training & 


Certification and Title IX Coordinator Level 5 Certification 
June 2016 Association of Title IX Administrators (ATIXA) Title IX Coordinator Level 3 Certification  
June 2015 Association of Title IX Administrators (ATIXA) Title IX Coordinator Level 1 and Level 2 


Certification 
 
Community Service  
 
2019-present RISE Charter School Board President, Kimberly Public Schools, Kimberly, ID 
2017-2019 School Transition & Planning Team member, Kimberly Public Schools, Kimberly, ID 
2014-2015 School Board President, Abington Christian Academy, Clarks Green, PA 
2012-2015 Member of the Greater Scranton Chamber of Commerce   
2008-2014 Troop Leader & Parent Volunteer, Girl Scouts USA, Clarks Summit, PA; Laramie, WY 
2004-2015 Habitat for Humanity volunteer, Hanover, IN; Laramie, WY; Clarks Summit, PA 
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WE ARE THE GOLDEN EAGLES


HEADCOUNT


IDAHO STUDENTS 
BY COUNTY


STUDENT PROFILE


EAGLES FROM AROUND THE GLOBE


Mascot: Gilbert the Golden Eagle
Colors: Gold and Black
Founded: 1965
Location: Twin Falls, Idaho 
 with centers in Jerome, Gooding, Burley, and Hailey


SOURCE: INTERNAL CSI 
REPORTING, ACADEMIC 
YEAR	2017-18


BASED	ON	DEGREE-SEEKING	STUDENTS						SOURCE:	CSI	INTERNAL	REPORTING,	2018


SOURCE: CSI INTERNAL REPORTING, 2018


Australia
Belgium
Brazil
Canada
Chile
Ecuador


Germany
Guatemala
Hungary
Italy
Japan


Kenya
Montenegro
Rwanda
Russia
Saudi Arabia
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STUDENT TO STUDENT


Hello, my name is Sammi Sanchez 
and I am currently serving as the 
CSI Student Body President. I 
am from Nampa, Idaho and am 
majoring in Political Science and 
Criminal Justice. 


I chose to come to CSI because of 
its unique environment. Although 
this is a community college, it feels 
more like a university campus. I love 
how bustling and active CSI feels. 
We also have the same resources 
and opportunities available as the 
larger schools I toured, but at a 
fraction	of	the	cost.	Our	on-campus	
housing and athletics play a huge 
role in promoting an active campus. 
CSI has a great combination of 
affordable	and	quality	education	
opportunities!


To learn more about CSI, follow our 
social media channels or schedule a 
campus tour today!  
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LIBERAL ARTS
Create	a	degree	plan	that	reflects	your	
own individual interests, then go on to 
join	the	workforce	or	transfer	to	a	four-
year institution.


CAREERS:
• This degree provides 


foundational knowledge 
beneficial	to	many	career	paths


BUSINESS MANAGEMENT/ENTREPRENEUR
Got a great business idea? Do you have a 
knack for leading others? Turn your dream 
into reality as you learn to own and operate 
your own business or pursue a career in 
management. 


CAREERS:
• General or Operations Manager
• Business Owner


HEALTH CARE PROGRAMS
Calling all heroes! With a wide variety 
of	health	care	fields	to	choose	from,	our	
health	care	programs	offer	the	skills	you	
need	to	excel	in	your	chosen	field.


CAREERS:
• Doctor
• Nurse
• Surgeon
• Physical Therapist


• Dental Hygienist
• EMT/Paramedic
• Radiologic 


Technologist
• And more!


DIGITAL MEDIA
Put your creative mind to work as you design engaging 
content	for	print,	web,	multimedia,	and	video.	Hands-
on	projects	give	you	real-world	experience	for	this	in-
demand career.


CAREERS:
• Graphic Designer
• Multimedia Artist
• Animator
• Videographer


EDUCATION
Those who can, teach. Learn to educate 
and inspire the next generation, 
whether your passion is early childhood, 
elementary, or secondary education.


CAREERS:
• Preschool teacher
• Elementary school teacher
• Middle or high school teacher


DIESEL TECHNOLOGY
Learn maintenance, inspection, and 
troubleshooting	in	this	highly	hands-on	
program.	Certified	instructors	prepare	you	
to graduate ready to work!


CAREERS:
• Bus Mechanic
• Truck Mechanic
• Diesel Engine Specialist


GENERAL BUSINESS
This degree is specially designed to 
prepare	you	to	pursue	a	four-year	
business degree, giving you the head 
start you need to excel in the business 
world.


CAREERS:
• Manager (General, Operations, or Sales)
• Management Analyst
• Accountant


PRACTICAL NURSING
Become a Licensed Practical Nurse (LPN) 
to	put	your	skills	to	use	in	long-term	care	
facilities,	hospitals,	doctor’s	offices,	and	
home health practices. 


CAREERS:
• Licensed Practical Nurse (LPN)


CRIMINAL JUSTICE
This	exciting	and	rapidly	growing	field	
needs people like you to help bring justice 
and safety to your country and community.


CAREERS:
• Law enforcement
• Correction	officer
• Security	officer


ACCOUNTING/BOOKKEEPING
This versatile degree will prepare 
you to apply your math and 
organizational skills to a variety of 
business settings.


CAREERS:
• Bookkeeper
• Tax Preparer
• Clerk (Bookkeeping, Accounting, Auditing, 


Payroll, Timekeeping, Brokerage)
• Statistical Assistant


BECAUSE DEMANDOUR
PROGRAMS


ARE IN
HIGH
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BECAUSE
YOUR


SHOULD BE YOUR


CSI’s unique programs put you on the path to the career of your dreams.


PASSION


CAREER


Renewable Energy Systems Technology


Equine Studies


Aquaculture


Food Processing Technology
(Now available as a Bachelor’s!)


Law Enforcement


Veterinary Technology
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Agribusiness c 


Agriculture
Animal Science 


Aquaculture c


Equine Studies c
Food Processing Technology* co
Geospatial Technology 


Horticulture co
Natural Resource Management
Veterinary Technology
Water Resource Management c


AGRICULTURE


Biology 


BIOLOGY


Accounting/Bookkeeping 


Administrative Assistant c


Baking & Pastry Arts c
General Business o
Business Management/Entrepreneur co


Computer Support Technician c


Culinary Arts c
Cybersecurity & Programming
Economics o
Hospitality Management c
Network Systems Technician


BUSINESS


Early Childhood Education co


Education 


EDUCATION


American Sign Language 


English 


Spanish


ENGLISH, LANGUAGE & PHILOSOPHY


Liberal Arts o
Outdoor Recreation Leadership c


GENERAL & LIBERAL STUDIES


Certified	Nursing	Assistant
Dental Assistant c
Dental Hygiene 


Emergency Medical Services c
Health Science
Medical Assistant c
Practical Nursing c


Registered Nursing 


Physical Therapist Assistant 
Radiologic Technology
Surgical/Central Sterile Processing Technology c


Surgical Technology 


Surgical First Assistant 


HEALTH SCIENCES & HUMAN SERVICES


Library and Information Science o


LIBRARY & INFORMATION SCIENCE


Mathematics 


MATHEMATICS


Chemistry 


Computer Science
Engineering
Geology
Pharmacy (Pre)
Physics 


Science, Technology, Engineering & Math (STEM)


c Certificate	Available
o Available Online


ENGINEERING, PHYSICAL, & 
COMPUTER SCIENCES


Anthropology
Communication
Criminal Justice o 


History o
Law Enforcement c
Political Science 
Psychology
Social Work
Sociology


SOCIAL SCIENCE


Air Conditioning, Refrigeration & Heating c
Automation Engineering Technology c


Automotive Service Educational Program (ASEP)
Cabinetmaking/Woodworking c
Collision Repair Technology c


Diesel Technology
Drafting Technology c
Heavy Equipment Ag Technology c


Industrial Systems Maintenance Technology c


Renewable Energy Systems Technology
Machining & Manufacturing Technology c


Welding Technology c


TRADE & INDUSTRY


Art-Visual
Dance
Digital Media c
Music
Theatre


VISUAL & PERFORMING ARTS


Fire Service Technology


SPECIAL PROGRAMS


DEGREES & CERTIFICATES


*Now also available as a Bachelor’s


ASSOCIATE DEGREES 
are designed to transfer


TECHNICAL DEGREES 
are designed to enter the workforce
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BECAUSE
COLLEGE IS MORE
THAN JUST GOING TO CLASS
CONNECT WITH OTHER STUDENTS WHO SHARE YOUR PASSION


STUDENT SERVICES
CAREER SERVICES
careers.csi.edu/careercenter


The ASCSI Student Senate is a group of students 
elected by the student body with the mission to 
fully represent CSI.  As senators, we work together 
to advocate for the student body on the issues 
they care about, and to create a positive learning 
environment through educational, cultural, social, 
and recreational opportunities.


Program Board strives for its members to develop 
as leaders, which is done by providing them 
leadership development opportunities. Program 
Board coordinates activities at the College of 
Southern Idaho’s Main Campus with the purpose of 
creating a positive atmosphere and building social 
relationships outside of the classroom.


The Ambassador Council is established to enhance 
the college’s image by promoting student services 
and partaking in activities that are related to the 
betterment of the college. Ambassadors serve as a 
liaison between new students and their instructors, 
and are helpful to perspective students in selecting 
a college. 


The College of Southern Idaho’s Sustainability 
Council is working to make sustainable practices a 
priority and cultural norm in our community.
We	are	faculty,	staff,	administrators,	and	students	
who have come together to promote sustainable 
practices	on	campus	and	community-wide.


COUNSELING SERVICES
csi.edu/counseling-services


CHILD CARE
csi.edu/childCare


TUTORING CENTER
csi.edu/tutoring


CAMPUS SAFETY
csi.edu/security


PHYSICIANS IMMEDIATE CARE CENTER
picctf.com


MULTICULTURAL STUDENT SERVICES
Jason Ostrowski, 208.732.6225, jostrowski@csi.edu


VETERANS SERVICES
csi.edu/veterans


STUDENT DISABILITY SERVICES
csi.edu/disabilities


ASCSI STUDENT SENATE


PROGRAM BOARD SUSTAINABILITY COUNCIL


AMBASSADOR COUNCIL
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COME VISIT US!
SCHEDULE A TOUR


1-208-732-6221
WWW.CSI.EDU/TOURS


BUILDINGS


PARTNER AGENCIES


1.	 TAYLOR-ADMINISTRATION


2. STUDENT UNION


3. FINE ARTS


4. MEYERHOEFFER/LIBRARY


5. GYM/REC CENTER


6. EVERGREEN


7. DESERT


8. CANYON


9. HEPWORTH


10. SHIELDS


11. ART COMPLEX


12. EAGLE RESIDENCE HALL


13. PRESCHOOL LAB


14. OUTDOOR RECREATION


15. NORTH VIEW APARTMENTS


16. HEALTH SCIENCES &  
 HUMAN SERVICES


17. APPLIED TECHNOLOGY &  
 INNOVATION CENTER


18. HERRETT CENTER FOR ARTS  
 & SCIENCES


19. EXPO CENTER


20. VET TECH


21. EARLY LEARNING CENTER


22. CAMPUS SAFETY &  
 MAINTENANCE


29. THE TOWER


30. ROSE GARDEN


31. GREENHOUSES


32. TENNIS COURTS 


33. SOFTBALL COMPLEX


34.	BRECKENRIDGE	FARM


35. DISC GOLF COURSE 


36. FITNESS TRAIL


37. CHALLENGE COURSE


38. FRONTIER FIELD


23. NATIONAL GUARD  
 ARMORY


24. BOYS & GIRLS CLUB


25. HEALTH DEPARTMENT


26. HEAD START OFFICE


27. OFFICE ON AGING


28. QUALITY ASSURANCE  
 LAB


POINTS OF INTEREST


1


2
3


4


5


6


7


8


9


10


11
12


13
To Eagle View
Apartments


Falls Avenue


North College Road
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17
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19


20


21


22


23


24


25


26


27 28


29


30


31


32


33


34


35


36


37
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DIAMOND OF 
THE GEM STATE


FAMOUS POTATOES:
IDAHO GROWS ABOUT 


13 BILLION LBS OF 
POTATOES EACH YEAR


BASE JUMPING FROM THE 
PERRINE BRIDGE IS YEAR 


ROUND


IDAHO IS #7 IN VOGUE 
MAGAZINE’S 10 HOTTEST 


TRAVEL DESTINATIONS OF 
2017 (IN THE WORLD!)


SHOSHONE FALLS
“NIAGARA FALLS OF THE 
WEST” SPILLS OVER A 212 


FOOT DROP


IDAHO HAS OVER 50 
PUBLIC HOT SPRINGS


IDAHO IS HOME TO THE 
HAGERMAN HORSE 


FOSSIL DISCOVERED IN 
1928 IN HAGERMAN (ONE 
OF THE OLDEST HORSE 


SPECIES)


TWIN FALLS IS NAMED 
AFTER A WATERFALL 


NEARBY	ON	THE	SNAKE	
RIVER


THE	SNAKE	RIVER	IS	OVER	
1,000 MILES LONG


OFF-CAMPUS	CENTERS
CSI	provides	access	to	higher	education	throughout	South	Central	Idaho	by	offering	classes	and	
student	services	at	off-campus	centers	in	Burley,	Gooding,	Jerome	and	Hailey.	The	off-campus	
centers provide convenient locations for students in rural areas to work toward a degree, prepare to 
transfer	to	a	four-year	institution,	or	take	classes	to	gain	skills	for	a	career	change.	In	addition,	each	
center	also	offers	a	wide	range	of	community	education,	non-credit	classes	to	promote	learning	and	
creative	exploration	for	people	of	all	ages.	At	the	CSI	off-campus	centers,	students	can	truly	stay	
near and go far!


IDAHO
BLAINE COUNTY CENTER 
Community	Campus Room	408 
1050	Fox	Acres	Road  
Hailey, ID 83333
Phone: 208-788-2033
E-mail:	hstar@csi.edu


GOODING CENTER
202	14th	Avenue	East  
Gooding, ID 83330
Phone: 208-934-8678	
E-mail:	csigooding@csi.edu MINI-CASSIA	CENTER	


1600	Parke	Avenue  
Burley, ID 83318
Phone: 208-678-1400
E-mail:	achristopherson@csi.edu


GOODING


JEROME CENTER
104 West Main Street
Jerome, ID 83338
Phone:	(208)	324-5101	or 
													(208)	732-6464
E-mail:	csijerome@csi.edu


TWIN FALLS


JEROME


HAILEY


BURLEY
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ATHLETIC TEAMS


Men’s Basketball


Women’s Basketball


Women’s Volleyball


Baseball


Softball


Men’s Rodeo


Women’s Rodeo


Men’s Cross Country/Distance Track


Women’s Cross Country/Distance Track 


ALL AMERICANS159
REGION  
CHAMPIONSHIPS105
NATIONAL  
CHAMPIONSHIPS20


#WeAreGold  |  #JoinTheRush  |  #CSIGoldRush


CSI ATHLETICS CSI_ATHLETICS CSI ATHLETICS @CSIATHLETICS1
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E OUTDOOR 
RECREATION


TRIPS PER
SEMESTER85+


SPRING/FALL ADVENTURES
Mountain Biking
Hiking
Caving
Mystery Vans


Rock Climbing
Hike & Yoga
Hot Springs


WINTER ADVENTURES
Skiing
Snowboarding
XCountry Skiing
Yurt Trips


Snowshoeing
Winter Survival
Fat-Tire	Biking


LOW-COST	EQUIPMENT	FOR	RENT


SUMMER ADVENTURES
Paddleboarding
Kayak	Touring
Climbing


Rafting
Backpacking
Mountain Biking


CHALLENGE COURSE


INTRAMURAL
SPORTS
VOLLEYBALL
DODGEBALL


SOCCER
BASKETBALL


ULTIMATE FRISBEE


THE LARGEST CHALLENGE COURSE  
ON A COLLEGE CAMPUS!


OUTDOOR COURSE
40 High Elements
20 Low Elements
100+ Games & Initiatives


INDOOR COURSE
7 High Elements
A Variety of Games & Initiatives


STUDENT 
RECREATION CENTER


MEMBERSHIP INCLUDED IN TUITION/
FEES	FOR	ALL	FULL-TIME	STUDENTS


SPINNING ROOM
CARDIO LOFT & HALL
ELEVATED	WALKING	TRACK


DROP-IN	FITNESS	
CLASSES/WEEK20+


WEIGHT
ROOMS3 SPORT


COURTS2
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SCHOLARSHIPS &


WHO QUALIFIES FOR
SCHOLARSHIPS?


WHO DOESN’T QUALIFY
 FOR SCHOLARSHIPS?


FINANCIAL AID


Psst...Check out these links for available scholarships and eligibility requirements!


IN
	2
0
18
-2
0
19
...


OVER $2 MILLION
IN SCHOLARSHIPS 


AWARDED


2,933 STUDENTS  
SCHOLARSHIPPED


OVER 300 CSI  
FOUNDATION  


SCHOLARSHIP FUNDS


150	WORK	STUDY	
POSITIONS


AVERAGE TUITION
PER YEAR


NEED-BASED	GRANTS
FINANCIAL AID THAT DOES NOT HAVE TO 
BE REPAID


2,933 CSI STUDENTS RECEIVED SCHOLARSHIPS 
IN	2018-19


• FRESHMAN
• TRANSFER
• FULL TIME


• PART TIME
• ALL MAJORS


STUDENTS WHO DON’T APPLY


LOANS
FINANCIAL AID THAT MUST BE REPAID 
WITH INTEREST


WORK-STUDY
FIND A JOB ON CAMPUS TO EARN MONEY 
FOR YOUR EDUCATION


SCHOLARSHIPS
A GRANT OR PAYMENT MADE TO SUPPORT 
A STUDENT’S EDUCATION, AWARDED 
ON THE BASIS OF ACADEMIC OR OTHER 
ACHIEVEMENT
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AFFORDABLE
HOUSING OPTIONS


EAGLE RESIDENCE HALL
• SINGLE OR DOUBLE 
• CABLE TV 
• INTERNET 
• MICROWAVES


• STUDENT LOUNGE
• COMPUTER LAB
• ACTIVITY CENTER
• ON-SITE	LAUNDRY


INFO • PRICING • APPLICATIONS:


• RESIDENTIAL MEAL PLAN REQUIRED FOR ALL 
RESIDENCE HALLS STUDENTS


• COMMUTER MEAL PLANS AVAILABLE FOR 
OFF-CAMPUS	STUDENTS


NEED A MEAL PLAN?


EAGLEVIEW APARTMENTS
• 2-BEDROOM
• CABLE TV
• INTERNET
• ELECTRIC


• INCLUDES	KITCHEN	APPLIANCES
• WATER/TRASH
• ON-SITE	LAUNDRY
• ACROSS THE STREET FROM CAMPUS


NORTHVIEW APARTMENTS
• 1, 2 OR 3 BEDROOMS
• CABLE TV
• INTERNET


• INCLUDES	KITCHEN	APPLIANCES
• WATER/TRASH
• ON-SITE	LAUNDRY
• ACROSS THE STREET FROM CAMPUS
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BECAUSE YOU’RE READY
THE ADMISSIONS PROCESS


WHERE EAGLES HAVE SOARED


BASED ON TOP 30 U.S. 
UNIVERSITIES


SOURCE: NATIONAL STUDENT CLEARINGHOUSE


CONTACT ADMISSIONS | ADMISSIONS@CSI.EDU | 208.732.6221


APPLY
WWW.CSI.EDU/APPLY


REQUEST
YOUR OFFICIAL TRANSCRIPTS & PLACEMENT INFO. 
SEND TO ADMISSIONS@CSI.EDU


SCHEDULE
YOUR APPOINTMENT WITH ADVISING AT  
ADVISING@CSI.EDU


ATTEND
ORIENTATION (SOAR)
STUDENT ORIENTATION, ADVISING & REGISTRATION


GET	TO	WORK
MANY DEGREES PREPARE 


YOU TO ENTER THE 
WORKFORCE!


TRANSFER
OUR ADVISORS HELP 


YOU PREPARE TO PURSUE 
A HIGHER DEGREE AT 


ANOTHER INSTITUTION!


STAY HERE, 
KEEP	GOING


EARN A BACHELOR, 
MASTER, OR DOCTORATE 
DEGREE	FROM	OUR	IN-


STATE PARTNERS!


#CSIEAGLES


MOST COMMON  
TRANSFER UNIVERSITIES


AFTER YOU
GRADUATE
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Nondiscrimination Statement
College of Southern Idaho does not discriminate on the basis of race, color, religion, age, sex, na-
tional origin, disability, gender identity, protected veteran status, or sexual orientation. This policy 
applies to all programs, services, and facilities, including applications, admissions, and employ-
ment.	The	Dean	of	Students	has	been	designated	to	handle	inquiries	regarding	non-discrimination	
policies	and	can	be	 reached	at	 (208)	732-6225	or	at	 the	Taylor	Building,	Room	238,	on	CSI’s	
campus, 315 Falls Ave, Twin Falls, ID, 83301.








Welcome to the official version of your 


CSI EMPLOYEE POLICIES & PROCEDURES MANUAL 
Edited by the Department of Human Resources 


 
 


1.01 MESSAGE FROM THE PRESIDENT (Rev: 7/20) 


We are proud to offer you this electronic CSI Employee Policies and 
Procedures Manual. This manual is applicable to all College of Southern 
Idaho employees. Specific areas, such as Head Start or CSI Faculty, may 
have additions to this handbook that are greater, but not less, than the 
policies and procedures contained within. 
 
This manual provides basic information relating to employment at the 
College. Please become familiar with its content and feel free to refer to it 
as a primary resource when you have a question. Your supervisor and the 
Human Resources Department are also always available to respond to 


your questions about its content and application. 
 
The College of Southern Idaho is committed to a quality working experience for all employees. 
We encourage an environment of trust, civility, and mutual respect. If ever you have a concern 
about a violation of the policies in our handbooks, unlawful activity or unsafe practices, I 
encourage you to report it to your supervisor or to the appropriate administrator within the 
College. 
 
The College also endeavors to sustain a work environment that promotes wellness and healthy 
lifestyles, decreases the risk of disease, and enhances the quality of life. I encourage CSI 
employees and families to strengthen health and well-being through educational opportunities, 
wellness activities and self-improvement. 
 
I value your association with the College of Southern Idaho and look forward to working with you 
in our commitment to quality and service to each other, our students, and the community. 
 
Sincerely, 
 
Dr. L. Dean Fisher 
President 


1.02 INTRODUCTION (Rev: 12/10) 


The CSI Employee Policy & Procedures Manual is published by the Human Resource 
Department on the Internet as our official manual and to provide the most current and readily 
accessible information possible to our employees.  This electronic publication is a source of 
information regarding employment, compensation, leave, benefits, policies and procedures. A 
reference copy is also maintained in the Human Resource office. 
 
The CSI Employee Policies and Procedures Manual is introduced and discussed with new 
employees at the point of hire.  Employees are responsible for learning the content and 
adhering to said policies and procedures. It is further understood that employees agree to 







conform to the rules and regulations of the College, including any changes, deletions, or 
additions to these policies and procedures. 
 
Administration reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, or benefits stated in this manual or in any document at any time.  Also, 
information contained in the electronic or printed handbooks and manuals may not represent the 
most current information available on any given topic.  Please contact the Human Resources 
Office with any questions you may have. 
 
The language used in this manual is not intended to create a contract between the College and 
any of its employees for employment or for the provision of any benefit. 
 
If there are any comments or questions concerning the information in these electronic 
documents, please reply to hr@csi.edu, Human Resources. We appreciate any suggestions 
that would assist us in making these electronic documents more useful and beneficial to you. 


1.03 POLICY AND PROCEDURE APPROVAL PROCESS (Rev: 11/19) 


The Human Resource Department (HR) is responsible for policy and procedure development, 
communication, interpretation and compliance for all new and revised policy. The President of 
the College has final authority for policy interpretation and compliance. 
 
Policy Approval Process 
 
HR advises the President and Administration regarding changes in policy statements. Policy 
changes are initiated as needed in responding to recommendations and changes relevant to the 
College. Any employee or group of employees may also make recommendations for new or 
revised policies. 
 
New and revised policies are communicated through e-mail to the employees for their 
comments. Following input from employees of the College, the President and his Administrative 
Council review the policy recommendation for Board of Trustees approval. The President may 
make changes, as he deems appropriate for the College. 
 
Following approval by the Board of Trustees, the approved policy is added or changed in the 
CSI electronic document, which is the official version, of the CSI Employee Policies and 
Procedures Manual. All policy additions or changes are communicated to the employees by e-
mail. 
 
Procedure Approval Process 
 
Procedural and general information changes or additions within the Manual, such as payroll 
procedures, hiring procedures, federal or state regulation, or benefit information do not require 
employee input. 
 
Each Department or operating group is responsible for recommending their procedural changes 
to HR. Any employee or group of employees may also make suggestions for new or revised 
procedures. Procedural changes are approved by the President. Human Resources is 
responsible for updating procedural changes required by state or federal mandate and for other 
changes specific to Human Resources, such as employment, records retention or other 
administrative issues. 







 
Procedure changes, beyond minor non-content changes, are communicated to the employees 
by e-mail. 
 
Annual Review of Policy and Procedures 
 
The Human Resource Department, in conjunction with campus departments, will review and 
revise policies and procedures annually and recommend changes as necessary.  All revisions 
will be considered by the President and the Administrative Council, as well as the PACE 
employee association and Faculty Senate. 
 
Recommended changes will be presented to the Board of Trustees for final approval.  This 
process will allow the Board of Trustees to regularly review and revise as necessary policy and 
procedures of the College of Southern Idaho. Upon approval of the Board of Trustees the 
appropriate revisions will be made to the CSI electronic version and printed copy.  
Questions regarding these processes should be referred to the Human Resource Department. 
The Policies and Procedures Manual was last reviewed and revisions published November 
2019. 


1.04 HISTORY OF THE COLLEGE (Rev: 1/14) 


Please find this statement on the CSI History and Mission web page. 


1.05 MISSION STATEMENT (Rev: 7/08; 2/16) 


Please find this statement on the CSI History and Mission web page. 


1.06 PHILOSOPHY (Rev: 7/08) 


The College of Southern Idaho recognizes all individuals as having value in a democratic 
society. CSI believes that education is for everyone and at all stages of life -- meeting students 
where they are, helping them with where they want to be, and instilling the importance of lifelong 
learning. CSI strives to foster intellectual curiosity, critical thinking, informed engagement, social 
and civic responsibility, and productive global citizenship. 


1.07 CORE THEMES (Rev: 12/17) 


Community Success:  As a community college, we are committed to responding to the diverse 
needs of the communities we serve and to taking a leadership role in improving the quality of life 
of the members of those communities. 
 
Student Success:  As an institution of higher education, we exist to meet the diverse educational 
needs of the communities we serve.  Above all institutional priorities is the desire for every 
student to experience success in the pursuit of a quality education.  
 
Institutional Stability:  Sustainable community and student success can only come from a solid 
institutional foundation.  The stability of our institution is dependent upon ensuring that we have 
adequate capacity and resources to ensure the effectiveness of our operations. 



http://www.csi.edu/aboutCSI/history_mission.asp

http://www.csi.edu/aboutCSI/history_mission.asp





 
1.08 ACCREDITATION (Rev: 1/13) 


The College of Southern Idaho received its initial accreditation in 1968.  Since that time, the 
College has been continuously accredited by the Northwest Commission on Colleges and 
Universities (NWCCU). 
 
Accreditation of an institution of higher education by the Northwest Commission on Colleges 
and Universities indicates that it meets or exceeds criteria for the assessment of institutional 
quality evaluated through a peer review process. An accredited college or university is one 
which has available the necessary resources to achieve its stated purposes through appropriate 
educational programs, is substantially doing so, and gives reasonable evidence that it will 
continue to do so in the foreseeable future. Institutional integrity is also addressed through 
accreditation. 
 
Accreditation by the Northwest Commission on Colleges and Universities is not partial but 
applies to the institution as a whole. As such, it is not a guarantee of every course or program 
offered, or the competence of individual graduates. Rather, it provides reasonable assurance 
about the quality of opportunities available to students who attend the institution. 
 
Inquiries regarding an institution's accredited status by the Northwest Commission on Colleges 
and Universities should be directed to the administrative staff of the institution. Individuals may 
also contact: Northwest Commission on Colleges and Universities 8060 165th Avenue N.E., 
Suite 100 Redmond, WA 98052, (425) 558-4224, www.nwccu.org. 
 
Several of our programs are also accredited by the appropriate accrediting agencies, and 
graduates are eligible to take the qualifying examinations of the respective state and national 
licensing or registration bodies and join professional organizations. 


1.09 IDAHO CODE (Added: 2/00) 


The College of Southern Idaho is maintained and operated pursuant to the Idaho Code 33-2101 
and in accordance with all state and federal laws and regulations. 
 
Idaho Code 33-2101 establishes the district, curricular, organizational, and revenue parameters 
within which junior (community) colleges in Idaho must function.  The College of Southern Idaho 
is the designated institution for District Four and is therefore authorized under the Code. 
Persons seeking a complete legal description are directed to see Idaho Statutes: Title 33 
Education, Chapter 21 Junior Colleges. 


1.10 FACULTY SENATE (Rev 11/09) 


All full-time and part-time faculty under a faculty contract (as determined by the appropriate 
Instructional Dean or the Executive Vice President Chief Academic Officer) are encouraged to 
participate in the Faculty Senate. The Faculty Senate renders the majority opinion of 
participating members to the administration. 
 
For more information, please refer to the Faculty Handbook. 


1.11 PROFESSIONAL AND CLASSIFIED EMPLOYEES ORGANIZATION (Added 12/10) 



http://www.nwccu.org/

https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH21/

https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH21/

http://hr.csi.edu/facultyHandbook/





The Professional and Classified Employees organization (PACE) serves as the official voice of 
the College's regular non-teaching, non-administrative full- and part-time employees. 
 
The PACE By-Laws explain the many functions of the organization. 


1.12 SUSTAINABILITY RESOLUTION (Est.: 12/13) 


Established by a Board of Trustees Resolution 
 
The College of Southern Idaho has demonstrated its commitment to careful and environmentally 
sound use of resources by creating a system of renewable energy for heating its buildings, 
conserved drinking water by transitioning to canal water for landscape use, begun xeriscaping 
projects, established a systematic recycling program, and in other ways has been 
environmentally aware. 
 
The College seeks to be a model to the community in matters of resource conservation and 
environmental practices as well as continue to demonstrate leadership in conservation and 
environmental sustainability practices to the communities we serve by striving to continuously 
reduce the environmental impact of our activities. 
 
 



http://pace.csi.edu/bylaws.asp
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2. EMPLOYMENT 
 
 


2.01 CSI HUMAN RESOURCE PHILOSOPHY (Added: 9/92) 


CSI is committed to a quality working experience for all staff by: 


• Providing a flexible, productive working environment 
• Encouraging relationships based on trust, courtesy, and mutual respect 
• Valuing each employee for the particular knowledge and skills he or she contributes to the College 
• Fostering a level of caring for individuals that is above and beyond the professional level 
• Supporting continuous development of the individual through lifelong learning 
• Promoting employee involvement in meeting the challenges of a growing and changing College 


community 
• Working together to make the College successful 


2.02 EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION POLICY (Rev: 
1/15) 


The College of Southern Idaho is an equal opportunity/affirmative action institution. The College seeks to 
ensure that all of its policies and procedures are in conformity with, but not limited to, the Civil Rights Act 
of 1964 as amended, Title IX of the Education Amendments of 1972, Americans with Disabilities Act of 
1990, Section 504 of the Rehabilitation Act of 1973 as amended, and all other state and federal non-
discrimination statutes. 
 
The College is committed to providing leadership in extending equal opportunities to all individuals. 
Accordingly, the College will continue to make every effort to provide those rights to all persons 
regardless of race, color, religion, gender, age, sexual orientation, national origin, pregnancy, or disability. 
Decisions affecting the education, employment or access to services and facilities of faculty, staff, and 
students will be based only on performance and legitimate occupational and educational criteria. 
This policy applies to all members of the College community including students, faculty, staff, 
administrators, vendors, and participants in college-sponsored activities. The policy also applies to all 
applicants for admission and all applicants for employment. 
 
All faculty, administration, and staff will not discriminate in any personnel action, including but not limited 
to recruitment, appointment, promotion, training, separation, or terms and conditions of employment. 
Every step will be taken to ensure equal opportunities for all. Any employee found to have engaged in 
discriminatory conduct, including harassment, is subject to disciplinary action, up to and including 
termination of employment. 
 
The Board of Trustees and the Administration of CSI recognize that discrimination can subvert the 
mission of the College and threatens, in both obvious and subtle ways, the careers of students, faculty, 
and staff. It is the responsibility of every member of the College community to ensure that meaningful, 
equal employment and educational opportunities exist and to take positive, aggressive steps to ensure 
equal opportunities for everyone. 
 
For more information, please also see Unlawful Workplace Discrimination, Harassment, and Human 
Trafficking Policy and Complaint Procedure. 


2.03 RECRUITING, HIRING, AND JOB POSTING PROCEDURES (Rev: 12/17) 







New and replacement positions will be advertised through the Human Resources (HR) Department. CSI 
encourages professional development of our employees, facilitating internal hires when practical. 
 
Internal Hire: In most instances, a job announcement will be sent by email to all employees and posted 
on the CSI Employment Website as internal only for at least one week. This provides an opportunity for 
current employees that wish to move to another position with the same classification to apply; i.e., 
Administrative Assistant I to another Administrative Assistant I. Application will be made to the job 
announcement through the Applicant Tracking System (ATS). When an employee applies and is selected 
to another position in the same pay grade this may result in a pay increase. Deviations from this policy 
must be approved. 
 
Promotion: When a classified employee applies and is selected to a position in a higher pay grade, CSI 
will account for experience, compression, and market factors in assigning a salary. However, supervisors 
must consider and compare the hourly rates of other employees in the same pay grade. HR will assist 
with this process. 
 
External Hire: All applicants must apply through the ATS system. An applicant is someone who applies 
for a specific job opening and meets the job's minimum requirements. Unsolicited applications for 
instructional positions will be acknowledged by HR and forwarded to the proper department chair where 
they may be retained towards potential part-time faculty positions. Head Start has separate recruitment 
and hiring processes and may follow a different process. 
 
Idaho Law provides veteran's preference be given to individuals who have been in active service of the 
United Stated during a recognized war period or other recognized conflicts as defined by federal law. 
Veteran's preference is also provided for individuals who have served on active duty in the armed 
services at any time, have been discharged honorably, and who have a present service-connected 
disability of 10% or more. Veteran's preference is considered into the final outcome of the interview 
process and may improve a veteran's position on a list of qualified candidates. Preference is given only 
for initial appointment and not for promotions. Veteran's preference does not mandate an interview or 
guarantee employment. To be eligible for veteran's preference you must be a resident of Idaho when the 
application for employment is made. 
 
It is important that the supervisor of any new employee immediately forward the details of hiring to HR. It 
is also important that the new employee both successfully pass a background screening and complete 
the necessary payroll forms in HR. Both these actions must take place before a new employee can 
receive a paycheck. 
 
The College of Southern Idaho is an equal opportunity employer. 
 
The college subscribes to the policy of providing equal educational and employment opportunities, 
services, and benefits to students and employees without regard to race, color, religion, gender, age, 
sexual orientation, national origin, pregnancy, or disability in accordance with the Civil Rights Act of 1964 
as amended, Title IX of the Educational Amendment of 1972, Section 504 of the Rehabilitation Act of 
1973 as amended, and the Americans with Disabilities Act of 1990. 


2.04 HIRING QUALIFICATIONS FOR FACULTY (Rev: 1/06) 


All full-time academic instructional staff members should hold a master's degree in the field in which they 
teach or a bachelor's degree in the field in which they teach and documented experience in that 
discipline, which may be deemed equivalent to a master's degree by the selection committee in that 
discipline and/or by the administration. Technical faculty must possess the necessary certifications, 
licenses and experience to meet CTE certification. 


2.05 CONSENSUAL RELATIONSHIPS POLICY (Added: 12/01; Rev: 4/12) 







In order to foster healthy professional relationships at all levels of the institution, it is the policy of the 
College of Southern Idaho that no employee shall enter into or continue a romantic or sexual relationship 
with a student or employee over whom she or he exercises academic, administrative, supervisory, 
evaluative, counseling or other authority.  
 
Romantic and/or sexual relationships between supervisors and employees and between instructors or 
staff and students involve power differentials and raise serious concerns about the validity of the consent, 
as well as concerns about conflicts of interest, abuse of power, and sexual harassment. What might 
appear to be consensual, even to one of the parties involved, may in fact not be so, when one of the 
individuals involved in the relationship is in a subordinate position to the other. 
 
Within this context, giving praise or criticism, providing performance evaluations, assigning grades, 
making recommendations for further studies or future employment, or conferring other benefits may 
diminish the student or subordinate’s actual freedom of choice. Moreover, others may be affected by such 
behavior because it places the instructor or supervisor in a position to favor or advance a student or 
employee’s interest at the expense of others. 
 
This policy recognizes that circumstances may develop that place one party to an existing romantic or 
sexual relationship in a position of authority over the other. It further recognizes that, despite this policy, 
consensual romantic or sexual relationships may develop in existing relationships of authority. Therefore, 
if a prohibited consensual relationship exists or arises, either the consensual relationship must end or the 
relationship of authority must be eliminated. The employee in the position of authority must disclose the 
romantic or sexual relationship to his or her immediate supervisor or to the next level supervisor. If the 
parties are unable, or do not agree, to immediately end the romantic or sexual relationship, the supervisor 
must take prompt and appropriate action to end the relationship of authority. 
 
Therefore, an employee shall report immediately to his or her supervisor the following: 


1. Existing consensual relationships with a student for whom the employee is in a position to exercise 
authority. Examples include, but are not limited to, a student in a current class, a student intern, work 
study student, or student advisee. 


2. Existing consensual relationships with a subordinate employee over whom the supervising employee 
exercises authority. An employee who is the subordinate employee in a consensual relationship also 
is encouraged to report that relationship to the supervisor of the individual with whom he or she is 
involved. 


3. Existing relationships between either a student and employee or subordinate and supervisor that is 
known or made known to a CSI employee. 


Within fifteen (15) working days of receiving a report of a consensual relationship, the supervisor shall 
consult with his or her supervisor and/or the HR Director to develop a plan to manage or eliminate 
conflicts of interest and mitigate adverse effects on the involved parties and other third parties. This plan 
shall document in writing the actions that shall be taken, including one or more of the following actions: 


1. Transferring supervisory, decision-making, evaluative, academic, and/or advisory responsibilities; 
2. Providing an additional layer of oversight to the supervisory role; 
3. Transferring one of the individuals to another position; and/or 
4. Taking any other action reasonably necessary to manage or eliminate the actual or potential conflict 


of interest and/or mitigate adverse effects. 


Every effort should be made to preserve confidentiality, sharing names and pertinent information only with 
individuals directly involved in these actions and only as necessary. 
 
If an employee has a consensual relationship with another employee who is not a subordinate, then he or 
she shall refrain from participating in or influencing votes or decisions that may reward or penalize that 
employee (such as votes or decisions regarding rank and/or promotion). 







 
A violation of this policy may lead to disciplinary action, as permitted by College policy, up to and 
including termination of employment. 
Retaliation against persons who report concerns about Consensual Relationships is prohibited and 
constitutes a violation of this policy. 


2.06 NEPOTISM POLICY (Added: 2/00) 


Persons who are employees of the College who also happen to be related by family or marriage or are 
living in the same household, shall not be placed in the same direct line of supervision under which one 
relative is responsible for supervising the job performance or work activities of another related person. In 
the event that persons who are currently employed by CSI, and are in the same line of direct supervision, 
become related by marriage, or are living in the same household, one of said persons shall be 
reassigned. 


2.07 CONTRACTS (Rev: 10/18) 


Most regular full-time faculty and staff at CSI receive an annual contract.  All contracted personnel will 
receive a contract by mail.  Employees hired after April 1 will not receive a contract until the following 
contract year. Employees who are funded by grants/soft money will not be issued an employment 
contract. The contract outlines the title and position to which the individual staff member is appointed and 
gives the salary and the term of the appointment. 


2.08 PERSONNEL RECORDS PROCEDURES (Rev: 5/17) 


The College of Southern Idaho makes every effort to protect employees' privacy rights and interests and 
prevent inappropriate or unnecessary disclosures of information from any worker's file or record.  While 
complying with its governmental reporting and recording-keeping requirements, the College strives to 
ensure that it handles all personal and job-related information about employees in a secure, confidential, 
and appropriate fashion in accordance with the procedures outlined below. 
 
Payroll and benefits records, including annual and sick leave, are retained in the HR. Annual and sick 
leave are also listed on the payroll check stub and online through MyCSI.  All paper-based documents 
relating to personnel records are retained by HR, with the exception of some affiliated programs, who 
maintain their own personnel records. Files are considered confidential and are only accessible to 
authorized personnel who have a valid, demonstrable employment need for specific information. All 
medical information relating to an employee is kept in a separate Medical Records System file in HR and 
maintained as set forth in federal regulations. 
 
The following guidelines will apply to personnel and payroll records: 


1. Official personnel and payroll files contain records that are accurate, necessary, appropriate and 
relevant for College business.  No documents that are anonymous or based on hearsay may be 
placed in the personnel file with the exception of student evaluations and peer performance surveys. 


2. To ensure the files are accurate, complete and up-to-date, the employee may review their file, in the 
presence of authorized personnel and within the office in which the records are housed.  The College 
reserves the right to remove certain sensitive documents, such as letters of reference or management 
planning documents. 


3. An employee may request in writing an amendment of any record pertaining to that employee. Within 
ten days of the receipt of the request, the custodian of the files will correct any portion of the file which 
the individual establishes is not accurate, relevant, or complete; OR inform the individual of the 
refusal and reasons for the refusal to amend in accordance with the request, as set forth in Idaho 
Code, Sections 9-342, 343, and 344. 







4. Material cannot be copied without the prior approval of the President or the Director of Human 
Resources.  


5. To ensure that personnel files are up-to-date and contain accurate and complete information, 
employees are asked to notify their supervisors and Human Resources of any changes in personal 
information such as name, address, telephone numbers, marital status, benefits, or emergency 
contacts. 


6. The official files may include, but are not limited to, the following items: Employment applications, 
resumes, cover letters, payroll and salary information, job classification information, references, 
accident reports, warnings/reprimands/probationary reviews, commendations when submitted by the 
employee or the supervisor, information on previous experience, training or education, job related 
materials, such as published articles, grievance files, performance evaluations and plan for 
development (IDP) forms, student evaluations, peer performance surveys, and benefits eligibility 
information 


Personnel Records Exempt from Disclosure. 
The College will, other than to the employee as noted above and to supervisors and others involved in 
reviews and performance evaluations, or when complying with governmental reporting and record-
keeping or legal investigations, refuse to disclose to third parties all personnel records of a current or 
former employee other than public service or employment history, classification, longevity, gross salary 
and salary history, status, workplace and employer. Personnel files will not be made available to those 
outside the College, unless written permission is obtained from the employee.  Exceptions to this rule: 


• Public information, routinely contained within the Telephone Directory, electronic newsletter, or on the 
CSI Web site 


• Request by federal, state or local law enforcement agencies where expressly provided for by law 
• Requests for information to protect the legal interests of the College 


3. File Maintenance and Retention. 
 
A. The College must maintain personnel files under such conditions as are necessary to ensure the 
integrity and safekeeping of the files and may establish additional policies and procedures for the 
maintenance of personnel files. 
 
B. Personnel files must be retained in accordance with the following minimum guidelines for record 
retention. 


1. All applications for a vacant position must be retained for a minimum of one year following the 
appointment of a person to the position. 


2. Any personnel files related to and involving legal action must be retained indefinitely. 
3. Personnel files must be retained for a minimum of three years following severance of an employment 


relationship with the College.  A summary record of employment relationships must be kept 
indefinitely. 


Questions or issues about the applications or enforcement of these record-keeping measures should be 
addressed to the Director of Human Resources. 


2.09 EMPLOYEE ORIENTATION (Rev: 1/19) 


The Human Resources Department offers an orientation to the conditions of employment for all new full-
time employees upon hiring.  This orientation covers matters contained within the CSI Policies and 
Procedures Manual such as days and hours of work, compensation, benefits, leave, and other issues 
related to employment rights and responsibilities. The HR department will also address the mission of the 
college, our culture, professional development, and performance evaluation. New employees are then 







introduced to their work place and the specific duties outlined on the job description for the position by 
their supervisor.  


2.10 PLAN FOR DEVELOPMENT PROCEDURE (Rev: 9/18) 


Regular full- and part-time employees and adjunct faculty are offered an opportunity annually to develop 
an Individual Development Plan (IDP).  The IDP is shared with the supervisor or department head of the 
employee's unit or department. 
 
The goal of the Plan for Development process is to encourage the communication of goals among 
individuals, and to assist, when possible, in providing resources to help meet professional and personal 
goals while concurrently meeting the strategic and operational goals of the College.  Each of us seeking 
continuous development of ourselves leads to the continuous development of CSI. 
 
For further information, please see the Institutional Planning site. 


2.11 EMPLOYEE IDENTIFICATION CARDS (Rev: 1/15) 


The CSI staff picture identification card identifies you as a full-time employee of CSI for the purposes of 
gaining passes to all eligible sports events on campus, participating in events sponsored by the Student 
Information Office and attending all other functions sponsored by CSI. All full-time employees are entitled 
to receive a picture I.D. card.  The card may be obtained and validated in the Admissions Office or at the 
Mini-Cassia off-campus center in Burley. Validation stickers need to be obtained each term: fall, spring 
and summer from any CSI Center. 


2.12 HOURS OF WORK (Rev: 1/06) 


Administrative offices are generally open from 8 a.m. to 5 p.m., Monday through Friday. 
 
All twelve-month employees are expected to work the regular workweek except on holidays declared by 
the President of the College.  Any deviation from this policy must be requested on a regular leave slip 
prior to leave time. 


2.13 STAFF WORK BREAKS 


It is the intent of the College that all staff take or are offered the opportunity to take one fifteen-minute 
break within each four-hour work shift.  For most staff this would be one fifteen-minute break in the 
morning and one fifteen-minute break in the afternoon. 
 
Breaks are meant to be an opportunity to take care of personal business, relax, and to get away from the 
employee's workstation.  Breaks are not intended to be lumped together and taken at one time, used 
instead of a lunch hour, or forfeited in lieu of reduced work hours.  Breaks are to be arranged with your 
supervisor. 


2.14 EMPLOYMENT PERIODS (Rev: 7/08) 


The following employment periods apply to all employees of the College.  Other contract periods may 
exist as agreed between the employee and supervisor and as approved by the President. 
Faculty: 


• Eleven-month faculty--209 days--instructional contracts are scheduled as approved by the program 
and/or supervisor and do not include holidays or vacation leave. 







• Ten-month faculty--189 days--instructional contracts are scheduled as approved by the program 
and/or supervisor and do not include holidays or vacation leave. 


• Nine and one-half month faculty--179 days--instructional contracts are scheduled as approved by the 
program and/or supervisor and do not include holidays or vacation leave. 


• Nine-month--170 days--instructional contracts are scheduled as approved by the program and/or 
supervisor and do not include holidays or vacation leave. 


Non-Faculty: 


• Twelve-month non-faculty--260 days--contracts are for the period starting July 1 and ending the 
following June 30 and include holidays and sick and vacation leaves. 


• Other non-faculty work periods may exist as agreed between the employee and supervisor and as 
approved by the President and will include sick leave but will not include vacation leave or holiday 
pay. The actual days worked will be clearly identified for each employee not working the full 260 days 
per year. 


2.15 LEGAL HOLIDAYS (Rev: 4/19) 


The College observes ten legal holidays: 
 
1. New Year's Day 
2. Martin L. King, Jr. - Idaho Human Rights Day 
3. Presidents' Day 
4. Memorial Day 
5. Fourth of July 
6. Labor Day 
7. Columbus Day 
8. Veterans Day 
9. Thanksgiving 
10. Christmas 


When one of these falls on Saturday, the preceding Friday will be observed as the holiday; on Sunday, 
the following Monday will be observed or such other day as may be prescribed by law. 
 
Regular full-time employees, unless specifically scheduled, do not work holidays and receive their regular 
monthly salary. All other employees do not receive holiday pay. 


2.16 STAFF EMPLOYMENT STATUS (Rev: 12/18) 


Your employment at CSI may fall under one of these categories: 


• Full-time regular - twenty hours or more per week on a regular basis and expect to be employed for 
five months or more.  Full-time regular employees receive Workers' Compensation, Retirement, 
Health Insurance, Life/Disability and FICA. 


• Full-time temporary - twenty hours or more per week and expect to be employed for less than five 
months.  Employees receive Workers' Compensation and FICA. 


• Part-time regular - less than twenty hours per week on a regular basis and expect to be employed 
for nine to twelve consecutive months. Employees receive Workers' Compensation and FICA. 
(Excludes work study and peer tutor positions.) 


• Part-time temporary - less than twenty hours per week and expect to be employed for less than five 
months.  Employees receive Workers' Compensation and FICA. 


2.17 CONFLICT OF INTEREST POLICY AND ETHICAL CONDUCT AND DISCLOSURE 
STATEMENT (Rev 2/18) 







Purpose 
To provide guidelines for identifying, evaluating, and managing potential or actual Conflicts of Interest. 
 
Scope 
Applies to all administrators, employees, and persons acting as Public Servants in the interest of the 
College, including but not limited to community members on college committees, advisory board 
members, and CSI board of Trustees. 
 
Responsible party 
 
Director of Human Resources 
 
Definitions 
 
Conflict of Interest: Any official action or any decision or recommendation by a CSI employee or a 
person acting in a capacity as a Public Servant, the effect of which would be to the private pecuniary 
benefit of the person or a member of the person’s household, or a business with which the person or a 
member of the person’s household is associated. 
 
Family Member: Any person with whom an employee or Public Servant has a familial or guardianship 
relationship, including but not limited to a parent, guardian, step-parent, child, step-child, son-in-law or 
daughter-in-law, sibling, step-sibling, spouse, aunt, uncle, niece, nephew, cousin, grandparent, 
grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, or any persons living in the same 
household. 
 
Financial Interest: Anything of monetary value received or held by any member of the College 
community or a member of his/her family, whether or not the value is readily ascertainable, including, but 
not limited to: salary or other payments for services (e.g., consulting fees, honoraria, or paid authorships 
for other than scholarly works); any equity interests (e.g., stocks, stock options, or other ownership 
interests); and the value of intellectual property rights and interests (e.g., patents, trademarks, service 
marks, and copyrights), royalties or other income received from such intellectual property. 
 
Public Servant: Any person participating as an advisor or consultant to the College, including volunteers. 
 
Employees who are in a Position to Influence or Commit CSI Resources: CSI considers the following 
to be in a position to influence or commit CSI resources: CSI Trustee, President, Vice President, Dean, 
Department Chair, Director, Coordinator, Grant Manager/Principle Investigator, and any other position 
determined to be in a position to influence or commit CSI resources. 
 
Significant Financial Interest: One or more of the following interests of a CSI employee or other Public 
Servant, or a Family Member of the aforementioned, that reasonably appears to be related to his/her 
institutional responsibilities: 
 
Where the Financial Interest (including remuneration received in the preceding 12-month period and 
equity) exceeds $5,000 or equals or exceeds 5% ownership (i.e., as the actual or beneficial owner of 
more than 5% of the voting stock or controlling interest), for any one enterprise or entity when aggregated 
for any member of the College community and his/her Family Members.   
 
The following additional items: 


• Any equity interest in a non-publicly traded entity. 
• Any intellectual property and interests (e.g., patents, copyrights), for which income has been received 


in the preceding 12-month period. 
• The occurrence of any reimbursed or sponsored travel. This travel shall be disclosed for the 


subsequent twelve months, and where non-previously-disclosed reimbursed or sponsored travel 







takes place the employee or Public Servant shall disclose it within 30 days. Travel disclosures shall 
include: the purpose of the trip, the identity of the sponsor, the destination and the duration. Travel 
that is sponsored or reimbursed by a federal, state, or local government, a U.S. institution of higher 
education, or an academic medical center, academic teaching hospital, or a research institute that is 
affiliated with an institution of higher education, is excluded from the travel reporting requirements. 


The following are not included in the term Significant Financial Interest: 


• Income from investment vehicles, such as mutual funds and retirement accounts, provided these 
accounts are managed by a third party. 


• Salary, royalties, or other payments made by CSI 


Policy statement 
 
CSI encourages and supports outside interactions of its faculty, staff, and student employees with federal, 
state, and local governments, community organizations, non-profit groups, and business and industry as 
important parts of their research, teaching, and community engagement activities. However, maintenance 
of the public’s trust is critical to the mission and reputation of CSI. It is vital that employees and Public 
Servants of CSI demonstrate that they hold themselves to the highest ethical standards, including the 
disclosure of their participation in any activity that will result in their financial, professional, or personal 
benefit and may be construed as a Conflict of Interest. 
 
CSI’s approach to identifying, evaluating and managing potential Conflicts of Interest does not attempt to 
illustrate all possible situations that require disclosure. All employees and Public Servants are expected to 
be vigilant and ethical in all dealings in order to ensure any potential conflicts are addressed quickly and 
appropriately. 
 
Procedures 
 
Conflicts of Interest for Employees/Public Servants 
 
A Conflict of Interest arises when an employee or Public Servant may benefit personally from dealings 
with an entity or person conducting business with the College, including indirect benefits such as to family 
members or businesses with which the person is closely associated. A Conflict of Interest also arises 
when an employee’s or Public Servant’s personal interests or relationships may compromise his/her 
professional judgment in the discharge of his/her duties and responsibilities. 
 
CSI employees have an obligation to conduct college-related business transactions and other duties 
assigned to them without actual or potential Conflicts of Interest. Neither employees nor Public Servants 
may review, approve, or make any decision relating to a College transaction that may financially benefit 
themselves or their family members. In accordance with this policy, all employees and Public Servants 
shall take all necessary precautions to avoid any actual or potential Conflicts of Interest and to disclose 
any actual or potential conflicts that may exist. An employee or Public Servant who believe that he/she 
may be in a Conflict of Interest situation must work through Human Resources. If it is determined that 
there is an actual or potential Conflict of Interest, the employee or Public Servant shall comply with the 
reporting requirement set forth below. 
 
Conflict of Interest Principles 
 
Conflicts of Interest are situational and can arise under many different circumstances. This policy does 
not attempt to provide an exhaustive list of every possible situation but provides requirements for CSI 
employees and Public Servants to avoid, minimize and manage a real or potential Conflict of Interest. If 
an employee or Public Servant ever feels that he or she is or may appear to be conflicted in a given 
situation, it is appropriate to report that real or potential conflict as provided below so that the situation 
may be reviewed, and a management plan may be developed if necessary. 







 
Employees with administrative responsibilities should be aware of the potential for Conflicts of Interest 
when making CSI business decisions. Employees who have duties involving procurements, sale of 
goods, negotiation or development of contracts or who make decisions affecting CSI assets, including 
intellectual property and licenses, should be particularly conscious of Conflicts of Interest. In general, 
when employees or their family members have a financial interest in a business, they must acknowledge 
that a Conflict of Interest exists if that business has a relationship with CSI. CSI employees may not 
review, approve or make any decision related to a CSI transaction that may financially benefit the 
employee or his or her family members. 
 
Conflict of Interest Training 
 
All full-time employees who are in a position to influence or commit CSI resources must complete training 
on this Policy regarding disclosure and Conflicts of Interest prior to beginning work and annually 
thereafter. Each employee must also complete training within a reasonable period of time if this Policy is 
substantively amended in a manner that affects the requirements of employees, if the employee is new to 
the college, or if it is determined that the employee has not complied with this Policy or with any 
applicable management plan related to his/her activities. 
 
Conflict of Interest Disclosure 
 
Annual Reporting 
 
Employees 


• All employees who are in a position to influence or commit CSI resources must complete and submit 
a Conflict of Interest Disclosure Form (hereafter called “Annual Disclosure”) within thirty (30) days of 
hire and annually thereafter. The purpose of the Annual Disclosure is to solicit information that allows 
the College to determine whether an employee has a potential Conflict of Interest, financial or other, 
as defined in this policy. When the College determines that the information submitted indicates that a 
Conflict of Interest does exist, the College may require the employee to submit additional information 
and explanation regarding that conflict. 


• In addition to annual disclosure, certain situations require ad hoc disclosure. All full-time employees 
who are in a position to influence or commit CSI resources must disclose a conflict of interest that 
arises during the year within thirty (30) days of discovering or acquiring the Conflict of Interest. 


Public Servants 
 
Public Servants serving on college committees, boards, or advisory groups may be required to submit an 
Annual Disclosure form, if so required in committee charters or bylaws. 
 
Even if not required to submit an Annual Disclosure, all employees and Public Servants must submit an 
ad hoc notification if an actual or potential Conflict of Interest, financial or other, arises within 30 days of 
becoming aware of the actual or potential Conflict of Interest. 
 
Review and Notifications 
 
The disclosure of a Conflict of Interest, financial or other, will be reviewed promptly by Human Resources 
for a determination of whether it constitutes a Conflict of Interest. Human Resources may seek legal 
guidance regarding the actual or potential conflict of interest from CSI’s legal counsel. If a Conflict of 
Interest, financial or other, exists, the Human Resource Director will meet with the employee and the 
employee’s supervisor within thirty (30) calendar days to address the conflict. The Human Resource 
Director will report Conflicts of Interest, financial or other, or non-compliance with this policy to President’s 
Cabinet, for mitigation. 
 







Administration and Record-Keeping 
 
Human Resources will administer this policy and maintain records of all filed disclosure forms and 
associated documents, including, but not limited to, documentation of actions taken by college 
administrators and committees to eliminate, reduce and/or manage Conflicts of Interest. All such records 
will be retained for a period of three years following completion or termination of the activity that prompted 
the filing of the disclosure form. In the event of any sanction, copies of such records will be provided to 
Human Resources and maintained as part of the employee file. 
 
Violations of Policy 
 
Sanctions 
 
Failure to comply with this policy may subject an employee to corrective action, up to and including 
dismissal. Additional sanctions may apply under applicable State Board of Education policies and state 
and federal law. Violations of this policy must be reported to Human Resources. 
 
Reviews 
 
An employee may request a review of a decision regarding a Conflict of Interest by the President. All 
requests for review shall be initiated in writing within five (5) business days of decision notification. A 
request for review shall set forth pertinent facts. The employee will be notified of the President’s decision 
within ten (10) business days of the request for review. 
 
Frequently Asked Questions 
 
Q. Who does this policy apply to? 
A. All employees and Public Servants of the College of Southern Idaho. 
 
Q. Who is required to submit and annual disclosure? 
A. All full-time employees and Public Servants who are in a position to influence or commit CSI resources 
are subject to this policy. These positions could include, but are not limited to CSI Trustee, President, 
Vice President, Dean, Department Chair, Director, Coordinator, and Grant Manager/Principal Investigator. 
 
Q. I am not required to submit an annual disclosure due to my position. However, I feel that I have a 
possible Conflict of Interest. What should I do? 
A. All employees are required to report an ad hoc notification within 30 days of becoming aware of the 
actual or potential Conflict of Interest. 
 
Q. Are all significant financial interests considered a Conflict of Interest? 
A. No, many significant financial interests do not create a Conflict of Interest. You are required to disclose 
all significant financial interests that reasonably appear related to your professional responsibilities to the 
College, as defined by your department or job description. The College is responsible for determining 
whether the significant financial interest creates a Conflict of Interest.  
 
Q. How do I determine whether a significant financial interest is related to my professional responsibilities 
and must be reported? 
A. When in doubt disclose, but if your financial interest is clearly not related to your professional 
responsibilities then you do not need to disclose it. The disclosure requirement is not designed to capture 
information on all of your outside interests. 
 
Examples of financial interests that do not need to be disclosed. If a psychology professor owns 
more than $5,000 of stock in an oil company, it is not related to that professor’s professional 
responsibilities and need not be disclosed. Likewise, if a professor of political science earns $15,000 a 
year from residential rental property income, they do not need to disclose is as that is clearly not related 
to their professional responsibilities. 







 
Examples of financial interests that need to be disclosed. If an employee’s daughter owns 10 percent 
of a paper supply company that wishes to bid for CSI contracts, and that employee makes purchasing 
decisions for his or her department, that interest must be reported. 


Q. Who decides if my financial interests qualify as Conflicts of Interest? 
A. The Human Resource Office will review all Conflict of Interest disclosure forms and will determine if a 
Conflict of Interest exists. 


2.18 OUTSIDE EMPLOYMENT (Added: 2/00) 


The College recognizes the value to its students and personnel and to the citizens of the state arising 
from the many types of consulting and other external experiences. Such activities can contribute to the 
quality of instruction, enhance the professional competency of an individual, and bring credit to the 
institution. These activities also provide valuable services to businesses, industry, professional groups, 
public and private organizations, local, state, and federal governments as well as provide important links 
between the College and the community. 
 
As defined herein, the policy does not apply (a) to normal short-term professional activities such as 
participation in symposia, accreditation visits, speaking engagements, exhibitions, or recitals, even 
though honoraria may be received for such participation; or (b) when the faculty (employee) is not within 
the term of his or her contract period or is on leave. 
 
The proposed outside professional employment or continuing business activity must meet the following 
conditions: 


1. Must not interfere with assigned duties or responsibilities; 
2. Must not constitute a conflict of interest by misuse of the College position for personal profit or 


compete with the education, research, or public service programs of the College in a manner which 
would be determined by the supervisor to be detrimental to the College; 


3. Is subject to prior approval of the President or his designee; 
4. Must not be undertaken with the claim that the individual is officially representing the institution as an 


official representative of the institution in connection with the outside professional employment or 
continuing business activity; 


5. Must have prior institutional approval and provide for compensating the College at the rates 
established by the College if involving the use of College equipment, facilities, or services. 


2.19 EMPLOYEE POLITICAL ACTIVITY (Rev: 7/08) 


Political activities undertaken by any college employee must reflect the employee's own private life and 
feelings and not be representative of the College. Before making political commitments, it is advisable for 
an employee to discuss the situation and implications with his or her supervisor and the President. 
Additionally, faculty members shall not solicit, actively support, or proselytize for any political candidate 
within the classroom or on the campus and thereby abuse his or her special position of influence. 
 
Any employee of the College of Southern Idaho who is elected to or appointed to any public office which 
requires that employee to be away from his or her job at the College for more than three weeks per 
semester shall be required to tender a resignation or apply for a leave of absence with no assurance that 
a position with the College will be available should the employee decide to return to the College; or said 
employee must apply to the administration for relief from this policy. 


2.20 CSI REDUCTION IN FORCE (RIF) POLICY (Added: 12/01) 


The College of Southern Idaho highly values the contributions of employees and attempts to provide 
regular employment. However, in the event it becomes necessary for the College to reduce the work 







force because of economic conditions, reorganization, changes in needs or technologies, programmatic 
considerations, or other circumstances, this policy establishes procedures to ensure fair and equitable 
treatment. The decision to retain or separate an employee due to a reduction in force will follow from a 
fair and systematic consideration of the current and future needs of the College relative to the employee’s 
skills, knowledge, performance and productivity. Length of service will be considered but may receive less 
weight in the determination, depending on the needs of the College. Consistent with the at-will 
employment practices and policy, nothing in this policy negates the College’s right to terminate any  
employee for any reason or for no reason. 
 
PURPOSE 
 
This reduction in force procedure for employees provides equitable treatment for the layoff of employees 
when reduction in force becomes necessary. A reduction in force decision should be reached only after 
measures such as attrition or a hiring freeze on vacant positions, limits on purchasing and travel, and job 
sharing and work schedule alternatives have been considered. 
 
A reduction in force (layoff) may take the form of elimination of jobs, reduction in percent effort, and/or 
reduction in salary. This policy is not to be used in the case where the employee is subject to termination 
for unacceptable conduct or performance problems and is currently on a performance improvement plan. 
It is important for units to manage unsatisfactory performance issues separately from the reduction in 
force process, although overall performance is a reduction in force consideration. 
 
This policy applies to regular exempt and nonexempt employees working at least 20 hours a week. In 
addition, employees classified as instructional personnel, as defined in the Faculty Handbook, shall be 
subject to those pertinent sections within the faculty handbook. Administrative employees classified as 
Director or above are not covered under this policy and are subject to employment decisions made by the 
President and/or the Board of Trustees. Positions funded by sponsored funding, such as grants, are 
considered a type of term employment, conditioned upon specific funding and may have a defined end 
date and are not subject to this RIF policy. 
 
Termination due to a reduction in force will be considered a final separation from that position at CSI. An 
employee who loses his/her position during a reduction in force will have no recall rights to the same or 
similar position. Human Resources will provide assistance to place the affected employee elsewhere 
within the College, if a similar available position is vacant and if the employee is qualified for the position. 
Consistent with normal recruiting and staffing practices, affected employees will be considered for any 
openings, should they apply. 
 
The College will ensure that there is full compliance with EEO commitments, laws, and College policy 
when implementing a reduction in force. Race, color, gender, age, religion, creed, national origin, marital 
status, Vietnam Era veteran status, disabled veteran status, or disability are never a consideration in 
identifying an employee for reduction in force. 
 
REDUCTION IN FORCE COMMITTEE 
 
The President and his Administrative Council will serve as the Reduction in Force (RIF) Committee. The 
committee will determine the work and positions that are affected. This committee will counsel 
departments on exploring alternatives to an imposed reduction in force, explain proper procedures for 
applying the reduction in force policy and recommend exceptions to this policy. 
 
PROCEDURES 
 
Determining Priorities for Reductions 
When a campus-wide reduction in force is ordered, the Reduction in Force Committee will designate in 
which departments or functions the reductions will occur. The President may elect to combine small 
offices, or include the entire campus in some classifications. A reduction in force decision requires an 







evaluation of the need for particular positions and the relative value of specific employees so that the 
College can continue to provide the highest level of service possible with a reduced work force. 
When conditions necessitate a reduction in force, the committee will first determine if the work functions 
or activities can be eliminated. If so, the job of the individual(s) performing the work functions or activities 
will be terminated and the individual may be separated from service at the College. 
 
If work functions or activities cannot be eliminated, employees may be subject to reduction in force by job 
classification on the basis of current and future needs of the College and on the employee’s skills, 
knowledge, performance and productivity, length of service (up to 10 years), and extenuating 
circumstances. However, when a reduction in force creates or elevates an operational need, an 
employee’s unique qualifications or skills for the position(s) remaining after reduction will be considered. 
 
After the reduction in force determination is made, the department head shall prepare a written report that 
outlines the reasons supporting a reduction and the function(s) to be altered/eliminated. Before 
announcing or implementing an elimination of work or reduction in force that results in the termination of 
an employee, the affected area or department will review its written report, including position and 
classifications, names of employees to be terminated, reason for reduction in force and assessment of 
the reduction in force’s impact on EEO profile, including adverse impact analysis, with Human Resources.  
Written documentation relating to the identification of an employee for reduction in force must be retained 
for three years. 
 
The President has final approval of all RIF plans. 
 
RIF Notification 
 
An administrator or supervisor, along with the Director of Human Resources, will notify the employee as 
far in advance as possible, but an employee must be notified a minimum of two weeks prior to the 
termination date. 
 
An employee who has received notice of a reduction in force may elect to leave the College prior to that 
date. For purposes of salary and record keeping, the date of departure will then become the termination 
date. 
 
Affected employees who continue to work during the two-week notice period may be given time off for job 
counseling and job interviews. HR will assist in providing job search information and assistance to the 
affected employee. 
 
Each employee terminated by a reduction in force will also receive written reduction in force notification. 
The notice must include separation dates, direction for obtaining benefit information, eligibility for 
unemployment insurance benefits and appeal rights. 
 
Appeal 
 
If an individual who has been notified of layoffs has reason to believe the action was not in accordance 
with this policy, he/she has ten (10) working days from the date of layoff notification to appeal the decision 
to Human Resources using the Grievance Process as outlined in the Employee Handbook. 
 
BENEFITS 
 
In accordance with College policy, an employee terminated because of a reduction in force will receive 
payment for accrued vacation. In addition, non-exempt employees will be eligible for paid compensation 
time. 
 
No payment will be made for sick leave. Sick leave balance at the time of layoff will be restored if the 
employee is rehired by the College to a regular full-time position within twelve (12) months. 







All College benefits will be continued through the remainder of the calendar month in which the layoff 
occurs. 
 
Health insurance coverage will be handled in accordance with College policies and all applicable laws. 
Medical, dental, and vision insurance plans may be continued in accordance with COBRA, which in 
general allows for coverage continuation for 18 months beyond the termination date at the expense of the 
employee. 
 
Retirement plan benefits will be provided according to the terms of the retirement plans. 
 
Employees terminated as a result of reduction in work force may be eligible for unemployment insurance 
benefits. Eligibility is determined by the applicable state agency, not the College. 
 
A CSI employee who is receiving tuition benefits for the employee and/or spouse prior to the day of 
separation will continue to receive the benefit through the end of the semester in which the separation 
occurs. The College will honor an approved tuition benefit request for the staff member’s dependents 
during the remainder of the academic year for which the student is currently enrolled. 
 
Employees who leave the College in good standing will be eligible for rehire. Past performance will be 
considered when a former employee applies for rehire. 


2.21 EMPLOYEE PERFORMANCE STANDARDS (Added 10/19) 


All employees working for and at the College of Southern Idaho are expected to offer the highest level of 
professional service to all coworkers, students and the general public. Our universal performance 
standards are communicated to all employees and reviewed annually during performance evaluation. 
 
1. CSI's Standard of Conduct: Describes how well the employee manages follows, supports, champions 
and models the following College's Standard of Conduct: 


• Workplace Conduct: Acts fairly, collaboratively, and honestly in personal and group interactions 
and helps create and maintain a non-discriminatory, harassment free, drug/alcohol free, and 
respectful workplace. Maintains confidentiality, including protecting the privacy of, and access to, 
records. 


• Compliance: Understands and adheres to State and Federal laws and rules as well as 
complying with College policies and other forms of guidance. Uses acceptable processes 
(College policies and procedures, chain of command, etc.) to bring issues to administration's 
attention. 


• Financial Stewardship: Insures accurate financial transactions and reports and maintenance of 
internal controls. Utilizes College resources in an effective manner, identifies, discloses, and 
avoids potential conflict of interest, and reports waste, fraud and/or abuse. 


• Individual Responsibility and Accountability: Demonstrates sound judgment, accepts 
responsibility, and holds himself/herself accountable for meeting the highest standards of service 
as well as established performance standards and developmental objectives. 


2. Customer Service: Describes how well the employee works with internal and external customers to 
achieve desired results and maintain positive customer relationships and professional image. Employees 
are expected to be polite and efficient in working with customers. 
 
3. Interpersonal Skills: Describes how well the employee establishes and maintains effective work 
relationships. Demonstrates sensitivity to others and has good communication and listening skills. 
 
4. Dependability: Describes how well the employee completes assigned work in a timely manner, keeps 
commitments, is accountable and stays balanced under pressure. The employee meets attendance 
requirements. 







 
5. Adaptability/Flexibility: Describes how well the employee adapts to change and is open to different 
and new ways of doing things. Demonstrates willingness to learn and apply new skills or methods in 
completing work assignments or projects. 
 
6. Technical Duties: Describes how well the employee performs the technical duties related to his/her 
position (include department specific requirements). 
 
7. Quality: Describes the employee's work in terms of consistency, thoroughness, and accuracy. The 
employee supports and participates in continuous improvement in work processes, services or products. 
Demonstrates ethical dealings, effective problem-solving skills and meets quality standards set by 
supervisor. 
 
8. Productivity: Describes how the employee manages and completes workload expectations by setting 
and following priorities, using time effectively and achieving work goals. Demonstrates the knowledge and 
skills needed to do the job. 
 
9. Work Environment/Safety: Describes how well the employee promotes and supports a respectful 
workplace. Demonstrates support and compliance with general conditions of employment, EEO, security 
and workplace safety policies. Demonstrates ethical behaviors, decision-making skills, and compliance 
with appropriate federal and state laws and College policies and procedures. 
 
10. Employee Development: Pertains to professional development, workshops and training. Describes 
willingness to participate in personal and professional growth and training activities and events. 


2.22 EMPLOYEE PERFORMANCE EVALUATION POLICY (Added 9/18) 


The CSI Performance Management System (PMS) provides ways to bring out the best in employees and 
allows the College to meet its goals at the same time. Performance evaluations develop and motivate 
employees by ensuring their activities are both linked to their goals and to the Mission of the College of 
Southern Idaho. 
 
Through the PMS, job responsibilities, expectations, and development activities are identified and agreed 
upon. These are linked to the goals of the department and the College so that each employee's work is 
connected to the mission. Frequent communication provides feedback and support to the employee 
regarding his or her performance.  Additionally, performance management provides a set of tools for the 
ongoing process of workforce planning, employee coaching, feedback, and development. 
 
Performance Management is a continuous and ongoing process for supervisors and employees of the 
College. Performance Evaluation meetings may be conducted and Performance Evaluation Forms 
submitted to the HR Department throughout the year; e.g., on the anniversary of an employee's date of 
hire, and are due to the HR Department annually for the purpose of contract consideration.  Faculty 
undergo a four-part evaluation process each year for the first three years of employment and then are 
evaluated every third year.  
 
CSI's Performance Management System is developed to provide a mechanism for creating and 
maintaining ongoing communication between the supervisor and employee. This system focuses on 
helping our employees achieve his/her best workplace performance. To that end, the College's system is 
designed to accomplish the following goals: 


1. Creating a review of the job description and responsibilities; 
2. Setting performance expectations; 
3. Keeping performance on target; 
4. Realigning performance if necessary; and 
5. Ensuring a comprehensive performance evaluation meeting takes place. 







The Performance Management Process is supported with an online training that will assist managers in: 
reviewing established job expectations, reviewing employee performance standards, establishing new 
performance expectations, summarizing individual job performance, assigning an overall rating, and 
coaching on the steps to conduct the evaluation meeting along with establishing employee Individual 
Development Plans (IDPs). 
 
In addition, this training helps the College and supervisors meet the provision of Idaho Code Section 
12.67-5309.7 that states, "All supervisors who evaluate state employees shall receive training in the 
evaluation format and process to assure fairness and consistency in the evaluation process." 


2.23 EXEMPT AND NON-EXEMPT STATUS 


Exempt status refers to the provisions of the Fair Labor Standards Act (FSLA) of 1938. The FLSA 
established a national minimum wage, guaranteed 'time-and-a-half' for overtime in certain jobs, and 
prohibited most employment of minors in "oppressive child labor," a term defined in the statute. An 
amendment in 2004 requires that an exemption to overtime be predicated upon actual job function and 
not job title. Employees with job descriptions that do not include managerial functions are considered non-
exempt. 
 
Exempt employees fall into the categories of executive, administrative and professional. Executive and 
administrative categories require the employees to perform management duties or general business 
operations as their primary function. Professional employees perform work requiring knowledge of an 
advanced type in a field or science or learning customarily acquired by a prolonged course of specialized 
intellectual instruction. Specific distinctions are made by law to determine FSLA status. 
 
Please refer any questions you may have about FLSA status to the HR office. 


2.24 PRE-EMPLOYMENT CRIMINAL BACKGROUND CHECK 


PRE-EMPLOYMENT BACKGROUND CHECK POLICY 
 
In an effort to secure the safety and well-being of campus community members and institutional assets, 
the College of Southern Idaho seeks to ensure that potential employees have no history of criminal 
convictions or poor judgment relevant to employment. 
Policy 
 
Background checks shall be required prior to employing faculty, professional and classified employees, 
except as provided below. This policy applies regardless of whether or not a competitive recruitment 
process is used. 
 
Applicability 


• As a condition of hire, background checks are required of all full-time applicants offered a position 
which is expected to last five (5) months or longer, except for student employees. In addition, in the 
event that an initial employment period of less than five (5) months is subsequently extended to 
exceed five (5) months, a background check must be completed at the time employment is extended. 


• Background checks are required for positions of less than five (5) months which are safety or security 
sensitive, such as Security employees, Child Care Center teachers, and Resident Assistants in the 
residence halls. 


• Background checks may be required at the discretion of the hiring authority for any student employee 
or any employment appointments that are less than five (5) months which include safety or sensitive 
duties such as handling currency, accounts payable, having access to sensitive computerized 
databases or laboratories, or having access to a master key. 







• Background checks may be required for employees obtaining safety or sensitive duties, such as a 
change in positions or significant change in duties as determined by supervisors. 


• 'Employees who have a completed background check on file and experience a break in service in 
employment will not be required to have an additional background check if they have been in an 
active work status within 18 months. 


• A background check may be required at the discretion of the hiring authority if the employee begins 
working in a different department or college and/or different job capacity that include safety or 
sensitive duties such as handling currency, accounts payable, having access to sensitive 
computerized databases or laboratories, or having access to a master key. 


Procedures 
 
1. Notification 
 
Written notification of the requirement to successfully pass a Background check will be given during 
advertisement and/or at time of application. 
 
2. Initiation of check 
 
Background checks will be initiated only by Human Resources or by other departments to whom that 
responsibility has been formally delegated by Human Resources. Background checks may only be 
initiated once a completed and signed Authorization for Pre-Employment Background check form has 
been submitted. 
 
3. Background checks 
 
Background checks will include, at a minimum, a multi-state criminal background check including felonies 
and misdemeanors, a social security trace, and a National Sexual 
Offender Registry check. Background checks may also include a credit check (conducted in compliance 
with the Fair Credit Reporting Act), driver history check, and credentials verification for applicants. 
Background checks conducted by the US Department of Homeland Security for international, non-citizen 
job candidates as part of the visa process may be considered adequate for the purposes of this policy if 
the candidate has not previously resided in the United States. 
 
4. Conditional Offer of Employment 
 
The Background check must be completed before employment begins, except as provided below. Any 
offers made before a background check has been completed shall be expressly conditional upon 
successful completion of the Background check.  
 
Employment may begin prior to completion of the background check only as a conditional offer of 
employment and when the hiring authority establishes to the satisfaction of Human Resources there is a 
compelling need. In such cases, Human Resources will provide the hiring authority with condition of hire 
language. 
 
Conditional offers shall be withdrawn if the results of the background check are deemed to disqualify the 
applicant for the position (regardless if conditional employment began). 
 
5. Results of background check 
 
Results from a background check will be considered in the following manner. 
 
If the background check reveals criminal records or other serious misconduct (other than minor traffic 
violations), Human Resources shall make an initial determination as to whether the Background check 
results would disqualify the candidate for the position. 







 
The group's consideration shall include, but not be limited to, the following factors: 


• Number of offenses or misconduct and the circumstances of each 
• Length of time between the offense or misconduct and the application for employment 
• Other employment history 
• Evidence of applicant's rehabilitation efforts 
• Severity of the offense or misconduct 
• The relevance of the offense or misconduct to responsibilities of the position 


To the extent required by the Fair Credit Reporting Act (FCRA), applicants will be informed, in writing, 
notice of adverse information discovered in the background check and given an opportunity to respond. 
Upon conclusion of the review, written notice will be sent to the candidate regarding the employer's 
decision of eligibility for the position. 
 
All results of the Background check will remain confidential, will be maintained by Human Resources or 
Authorized Initiators, and will be disclosed only to authorized employees who have a need to know in the 
performance of their job assignments. 
 
Failure to disclose criminal convictions requested during the application process may result in 
disqualification for employment or termination of employment. 
 
Disqualification of a candidate based on information discovered in the Background check is not subject to 
grievance or appeal by the candidate. 
 
6. Responsibility for Costs 
 
The hiring authority will be responsible for the costs associated with the Background check. The 
investigation will be conducted by a qualified vendor approved by the University to conduct such 
investigations. 
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Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 1 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 1


1. Did you begin college at this college or
elsewhere?


ENTER Started here 492 76.9 44,366 73.4 191,017 72.7


Started elsewhere 148 23.1 16,090 26.6 71,873 27.3


Total 640 100.0 60,456 100.0 262,890 100.0


Item 4: In your experiences at this college during the current academic year, about how often have you done each of the following?


4a. Asked questions in class or
contributed to class discussions
[ACTCOLL]


CLQUEST Never 9 1.5 1,584 2.6 7,102 2.7


Sometimes 201 31.4 19,550 32.3 83,611 31.8


Often 249 39.0 21,195 35.1 92,112 35.0


Very often 180 28.1 18,139 30.0 80,220 30.5


Total 640 100.0 60,467 100.0 263,046 100.0


4b. Made a class presentation
[ACTCOLL]


CLPRESEN Never 107 16.8 15,802 26.2 66,475 25.4


Sometimes 260 40.7 24,359 40.5 105,690 40.3


Often 192 30.1 13,707 22.8 61,239 23.4


Very often 79 12.4 6,332 10.5 28,631 10.9


Total 638 100.0 60,199 100.0 262,034 100.0


4c. Prepared two or more drafts of a
paper or assignment before turning it in
[STUEFF]


REWROPAP Never 115 18.3 11,799 19.7 51,397 19.7


Sometimes 184 29.2 17,622 29.4 77,519 29.7


Often 231 36.6 17,742 29.6 77,571 29.7


Very often 100 15.9 12,795 21.3 54,293 20.8


Total 630 100.0 59,959 100.0 260,779 100.0


4d. Worked on a paper or project that
required integrating ideas or information
from various sources [STUEFF]


INTEGRAT Never 36 5.7 5,345 8.9 23,455 9.0


Sometimes 157 24.7 14,511 24.2 63,093 24.1


Often 259 40.7 22,216 37.0 96,842 37.0


Very often 184 28.9 17,983 29.9 78,029 29.8


Total 636 100.0 60,056 100.0 261,419 100.0


4e. Come to class without completing
readings or assignments [STUEFF]


CLUNPREP Never 177 27.8 21,040 35.1 89,475 34.3


Sometimes 377 59.3 30,509 50.9 133,570 51.2


Often 56 8.8 5,745 9.6 26,018 10.0


Very often 27 4.2 2,696 4.5 11,891 4.6


Total 636 100.0 59,990 100.0 260,953 100.0


4f. Worked with other students on
projects during class [ACTCOLL]


CLASSGRP Never 52 8.2 6,903 11.6 29,365 11.3


Sometimes 222 35.0 21,542 36.1 93,755 36.1


Often 219 34.5 20,281 34.0 88,277 34.0


Very often 141 22.3 11,001 18.4 48,355 18.6


Total 634 100.0 59,727 100.0 259,752 100.0


4g. Worked with classmates outside of
class to prepare class assignments
[ACTCOLL]


OCCGRP Never 188 29.8 22,026 36.8 92,463 35.5


Sometimes 270 42.7 22,248 37.2 98,062 37.7


Often 131 20.7 10,404 17.4 46,721 17.9


Very often 43 6.8 5,158 8.6 23,141 8.9


Total 631 100.0 59,837 100.0 260,388 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 2 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 4: In your experiences at this college during the current academic year, about how often have you done each of the following?


4h. Tutored or taught other students
(paid or voluntary) [ACTCOLL]


TUTOR Never 465 73.6 44,014 73.5 189,070 72.6


Sometimes 127 20.1 10,786 18.0 48,434 18.6


Often 23 3.6 3,225 5.4 14,488 5.6


Very often 17 2.7 1,824 3.0 8,397 3.2


Total 631 100.0 59,848 100.0 260,389 100.0


4i. Participated in a community-based
project (service-learning activity) as part
of a regular course [ACTCOLL]


PARTICCBP Never 450 70.8 44,131 73.6 191,112 73.2


Sometimes 139 21.8 10,399 17.3 46,187 17.7


Often 39 6.2 3,506 5.8 15,378 5.9


Very often 8 1.2 1,953 3.3 8,346 3.2


Total 636 100.0 59,989 100.0 261,023 100.0


4j. Used e-mail to communicate with an
instructor [STUFAC]


EMAIL Never 17 2.7 3,072 5.1 13,527 5.2


Sometimes 139 21.9 16,041 26.8 69,821 26.8


Often 226 35.5 18,738 31.3 81,649 31.4


Very often 253 39.8 21,975 36.7 95,310 36.6


Total 636 100.0 59,826 100.0 260,308 100.0


4k. Discussed grades or assignments with
an instructor [STUFAC]


FACGRADE Never 34 5.4 5,457 9.1 23,420 9.0


Sometimes 231 36.1 22,647 37.7 99,419 38.1


Often 220 34.4 18,772 31.3 81,526 31.2


Very often 154 24.1 13,140 21.9 56,793 21.7


Total 640 100.0 60,015 100.0 261,159 100.0


4l. Talked about career plans with an
instructor or advisor [STUFAC]


FACPLANS Never 131 20.7 13,519 22.6 59,422 22.8


Sometimes 273 43.0 25,276 42.3 108,869 41.8


Often 141 22.2 13,201 22.1 57,644 22.2


Very often 89 14.1 7,779 13.0 34,258 13.2


Total 634 100.0 59,776 100.0 260,193 100.0


4m. Discussed ideas from your readings
or classes with instructors outside of class
[STUFAC]


FACIDEAS Never 228 36.0 26,446 44.4 113,558 43.8


Sometimes 287 45.3 21,420 35.9 93,515 36.1


Often 80 12.6 7,882 13.2 34,815 13.4


Very often 39 6.2 3,847 6.5 17,458 6.7


Total 634 100.0 59,596 100.0 259,347 100.0


4n. Received prompt feedback (written or
oral) from instructors on your
performance [STUFAC]


FACFEED Never 30 4.7 3,914 6.5 17,429 6.7


Sometimes 190 29.8 18,158 30.4 79,225 30.4


Often 271 42.4 23,243 38.9 101,295 38.9


Very often 147 23.0 14,465 24.2 62,306 23.9


Total 638 100.0 59,780 100.0 260,255 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 3 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 4: In your experiences at this college during the current academic year, about how often have you done each of the following?


4o. Worked harder than you thought you
could to meet an instructor's standards or
expectations [ACCHALL]


WORKHARD Never 52 8.2 5,744 9.6 25,059 9.6


Sometimes 256 40.1 21,555 35.9 94,691 36.3


Often 234 36.8 21,021 35.1 91,036 34.9


Very often 94 14.8 11,642 19.4 50,139 19.2


Total 637 100.0 59,963 100.0 260,924 100.0


4p. Worked with instructors on activities
other than coursework [STUFAC]


FACOTH Never 372 58.9 38,777 65.4 166,411 64.5


Sometimes 178 28.1 13,376 22.6 59,151 22.9


Often 63 10.0 4,918 8.3 22,278 8.6


Very often 19 3.0 2,214 3.7 10,240 4.0


Total 631 100.0 59,285 100.0 258,080 100.0


4q. Discussed ideas from your readings
or classes with others outside of class
(students, family members, co-workers,
etc.) [ACTCOLL]


OOCIDEAS Never 66 10.4 8,789 14.7 37,814 14.5


Sometimes 238 37.6 22,289 37.2 96,472 37.0


Often 197 31.1 16,840 28.1 73,784 28.3


Very often 132 20.8 11,984 20.0 52,774 20.2


Total 633 100.0 59,902 100.0 260,843 100.0


4r. Had serious conversations with
students who differ from you


CONVSTUDIFF Never 200 31.2 20,605 34.4 89,177 34.2


Sometimes 260 40.6 23,272 38.8 101,465 38.9


Often 119 18.7 10,649 17.8 46,544 17.8


Very often 61 9.5 5,418 9.0 23,797 9.1


Total 640 100.0 59,944 100.0 260,983 100.0


4s. Skipped class SKIPCLAS Never 310 48.7 32,454 54.1 139,947 53.5


Sometimes 285 44.8 23,973 39.9 105,261 40.3


Often 34 5.3 2,505 4.2 11,365 4.3


Very often 8 1.2 1,087 1.8 4,825 1.8


Total 637 100.0 60,020 100.0 261,397 100.0


Item 5: During the current academic year, how much has your coursework at this college emphasized the following mental activities?


5a. Memorizing facts, ideas, or methods
from your courses and readings so you
can repeat them in pretty much the same
form


MEMORIZE Very little 56 8.7 3,994 6.6 17,950 6.8


Some 207 32.3 16,274 27.0 71,707 27.4


Quite a bit 219 34.3 22,879 38.0 99,843 38.1


Very much 157 24.6 17,056 28.3 72,653 27.7


Total 639 100.0 60,203 100.0 262,153 100.0


5b. Analyzing the basic elements of an
idea, experience, or theory [ACCHALL]


ANALYZE Very little 23 3.6 2,487 4.1 11,354 4.3


Some 170 26.7 15,423 25.7 67,068 25.7


Quite a bit 273 43.0 25,790 43.0 111,883 42.8


Very much 171 26.8 16,274 27.1 70,826 27.1


Total 636 100.0 59,974 100.0 261,132 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 5: During the current academic year, how much has your coursework at this college emphasized the following mental activities?


5c. Forming a new idea or understanding
from various pieces of information
[ACCHALL]


NEWIDEAS Very little 21 3.3 2,981 5.0 13,553 5.2


Some 171 27.2 15,935 26.7 70,325 27.1


Quite a bit 266 42.2 24,594 41.2 105,933 40.8


Very much 172 27.3 16,160 27.1 70,068 27.0


Total 630 100.0 59,670 100.0 259,878 100.0


5d. Making judgements about the value
or soundness of information, arguments,
or methods [ACCHALL]


EVALUATE Very little 63 9.9 6,437 10.7 28,572 11.0


Some 237 37.1 19,794 33.0 85,629 32.8


Quite a bit 241 37.8 21,169 35.3 91,646 35.1


Very much 98 15.3 12,517 20.9 54,954 21.1


Total 639 100.0 59,917 100.0 260,801 100.0


5e. Applying theories or concepts to
practical problems or in new situations
[ACCHALL]


APPLYING Very little 56 8.7 5,267 8.8 23,340 8.9


Some 189 29.6 18,567 31.0 79,666 30.5


Quite a bit 256 40.0 21,422 35.7 93,826 35.9


Very much 138 21.6 14,732 24.6 64,279 24.6


Total 638 100.0 59,988 100.0 261,110 100.0


5f. Using information you have read or
heard to perform a new skill [ACCHALL]


PERFORM Very little 48 7.4 4,602 7.6 19,915 7.6


Some 165 25.8 15,483 25.7 68,573 26.2


Quite a bit 241 37.7 21,625 35.9 93,950 35.9


Very much 185 29.0 18,458 30.7 79,506 30.4


Total 639 100.0 60,168 100.0 261,944 100.0


Item 6: During the current academic year, how much reading and writing have you done at this college?


6a. Number of assigned textbooks,
manuals, books, or packets of course
readings [ACCHALL]


ASSIGREAD None 17 2.7 1,622 2.7 7,161 2.8


1–4 242 38.6 21,622 36.6 94,499 36.7


5–10 223 35.6 17,253 29.2 75,278 29.2


11–20 75 11.9 9,833 16.6 42,791 16.6


More than 20 70 11.1 8,786 14.9 37,916 14.7


Total 627 100.0 59,116 100.0 257,645 100.0


6b. Number of books read on your own
(not assigned) for personal enjoyment or
academic enrichment [STUEFF]


BKREADOWN None 218 34.8 21,979 36.9 94,292 36.4


1–4 292 46.5 25,998 43.7 113,503 43.8


5–10 62 9.8 6,734 11.3 30,056 11.6


11–20 29 4.6 2,469 4.1 11,143 4.3


More than 20 27 4.3 2,349 3.9 9,938 3.8


Total 628 100.0 59,530 100.0 258,931 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
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Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 6: During the current academic year, how much reading and writing have you done at this college?


6c. Number of written papers or reports of
any length [ACCHALL]


NUMPAPRRPTS None 66 10.5 6,260 10.5 27,439 10.6


1–4 245 38.9 18,980 31.9 83,218 32.2


5–10 198 31.5 19,029 32.0 81,845 31.6


11–20 82 13.0 9,921 16.7 43,144 16.7


More than 20 38 6.1 5,265 8.9 23,110 8.9


Total 630 100.0 59,456 100.0 258,756 100.0


Item 7


7. Mark the response that best
represents the extent to which your
examinations during the current academic
year have challenged you to do your best
work at this college [ACCHALL]


CHALNGXAM Extremely easy 8 1.3 495 0.9 2,297 0.9


(2) 4 0.7 1,114 2.0 5,103 2.1


(3) 42 6.8 3,602 6.4 16,684 6.8


(4) 154 25.3 14,701 25.9 65,583 26.6


(5) 229 37.6 19,433 34.3 83,963 34.1


(6) 130 21.4 11,757 20.7 49,466 20.1


Extremely challenging 42 6.8 5,583 9.8 23,102 9.4


Total 608 100.0 56,686 100.0 246,199 100.0


Item 8: Which of the following have you done, or are you currently doing at this college?


8a. Internship, field experience, co-op
experience, or clinical assignment


DONEINTRN No 486 76.5 48,560 81.8 211,372 81.8


Yes 149 23.5 10,787 18.2 46,890 18.2


Total 636 100.0 59,347 100.0 258,262 100.0


8b. An English course taught specifically
for students whose first language is not
English (ESL, ESOL)


DONEESL No 609 95.7 55,278 93.2 239,904 93.0


Yes 27 4.3 4,028 6.8 17,993 7.0


Total 636 100.0 59,306 100.0 257,897 100.0


8c. Developmental/remedial reading
course (also referred to as Basic Skills,
College Prep, etc.)


DONEDEVRD No 553 87.0 47,932 81.1 208,746 81.1


Yes 83 13.0 11,169 18.9 48,585 18.9


Total 636 100.0 59,100 100.0 257,331 100.0


8d. Developmental/remedial writing
course (also referred to as Basic Skills,
College Prep, etc.)


DONEDEVWR No 528 83.3 47,115 79.5 205,131 79.6


Yes 106 16.7 12,115 20.5 52,642 20.4


Total 633 100.0 59,230 100.0 257,773 100.0


8e. Developmental/remedial math course
(also referred to as Basic Skills, College
Prep, etc.)


DONEDEVMT No 485 76.2 42,653 71.9 184,386 71.5


Yes 151 23.8 16,636 28.1 73,505 28.5


Total 636 100.0 59,289 100.0 257,891 100.0


8f. Honors course DONEHNRS No 594 93.6 55,372 93.8 240,358 93.7


Yes 41 6.4 3,646 6.2 16,284 6.3


Total 635 100.0 59,017 100.0 256,642 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 9: How much does this college emphasize the following?


9a. Encouraging you to spend significant
amounts of time studying [ACCHALL]


ENVSCHOL Very little 14 2.2 2,264 3.8 10,133 3.9


Some 145 22.7 12,556 21.1 55,293 21.3


Quite a bit 269 42.2 24,976 41.9 109,290 42.1


Very much 210 32.9 19,840 33.3 84,829 32.7


Total 638 100.0 59,635 100.0 259,545 100.0


9b. Providing the support you need to
help you succeed at this college
[SUPPORT]


ENVSUPRT Very little 19 3.0 2,271 3.8 10,747 4.2


Some 126 19.8 12,108 20.4 51,778 20.0


Quite a bit 283 44.3 23,962 40.3 103,690 40.1


Very much 211 33.0 21,122 35.5 92,642 35.8


Total 638 100.0 59,462 100.0 258,857 100.0


9c. Encouraging contact among students
from different economic, social, and racial
or ethnic backgrounds [SUPPORT]


ENVDIVRS Very little 99 15.6 8,696 14.7 37,224 14.4


Some 182 28.6 17,189 29.0 75,283 29.2


Quite a bit 223 35.1 18,501 31.2 80,794 31.3


Very much 132 20.7 14,932 25.2 64,935 25.1


Total 636 100.0 59,318 100.0 258,236 100.0


9d. Helping you cope with your
non-academic responsibilities (work,
family, etc.) [SUPPORT]


ENVNACAD Very little 200 31.5 20,813 35.2 90,286 35.0


Some 235 37.1 20,081 33.9 86,992 33.7


Quite a bit 124 19.6 11,503 19.4 50,510 19.6


Very much 75 11.8 6,788 11.5 29,991 11.6


Total 635 100.0 59,184 100.0 257,779 100.0


9e. Providing the support you need to
thrive socially [SUPPORT]


ENVSOCAL Very little 132 20.9 14,408 24.3 62,845 24.4


Some 248 39.1 22,419 37.8 96,124 37.3


Quite a bit 180 28.5 14,431 24.4 63,510 24.6


Very much 73 11.5 8,002 13.5 35,483 13.8


Total 633 100.0 59,260 100.0 257,962 100.0


9f. Providing the financial support you
need to afford your education
[SUPPORT]


FINSUPP Very little 107 17.0 11,993 20.2 53,927 20.9


Some 214 33.8 15,470 26.1 67,368 26.1


Quite a bit 172 27.1 15,476 26.1 67,476 26.2


Very much 140 22.1 16,327 27.5 69,262 26.8


Total 633 100.0 59,265 100.0 258,033 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 10: About how many hours do you spend in a typical 7-day week doing each of the following?


10a. Preparing for class (studying,
reading, writing, rehearsing, doing
homework, etc.) [STUEFF]


ACADPR01 None 8 1.2 904 1.5 4,233 1.6


1–5 207 32.4 23,487 39.5 103,537 40.0


6–10 211 33.0 17,682 29.8 77,065 29.8


11–20 137 21.4 11,050 18.6 47,243 18.3


21–30 54 8.5 4,085 6.9 17,241 6.7


More than 30 21 3.3 2,223 3.7 9,495 3.7


Total 638 100.0 59,430 100.0 258,814 100.0


10b. Working for pay PAYWORK None 124 19.7 13,218 22.4 58,779 22.9


1–5 30 4.8 4,093 6.9 18,154 7.1


6–10 51 8.0 4,882 8.3 21,755 8.5


11–20 116 18.4 8,513 14.4 36,941 14.4


21–30 130 20.6 11,079 18.8 47,426 18.4


More than 30 180 28.5 17,292 29.3 74,138 28.8


Total 630 100.0 59,077 100.0 257,194 100.0


10c. Participating in college-sponsored
activities (organizations, campus
publications, student government,
intramural sports, etc.)


PARTICXCUR None 468 73.7 47,199 79.6 201,427 78.0


1–5 112 17.6 8,429 14.2 38,741 15.0


6–10 28 4.4 1,836 3.1 8,711 3.4


11–20 16 2.5 961 1.6 4,945 1.9


21–30 7 1.1 407 0.7 2,067 0.8


More than 30 5 0.7 455 0.8 2,244 0.9


Total 635 100.0 59,287 100.0 258,136 100.0


10d. Providing care for dependents living
with you (parents, children, spouse, etc.)


CAREDE01 None 315 49.8 28,495 48.3 123,745 48.2


1–5 83 13.2 9,846 16.7 43,438 16.9


6–10 52 8.3 4,968 8.4 21,675 8.4


11–20 41 6.5 3,274 5.5 14,731 5.7


21–30 26 4.2 2,101 3.6 9,303 3.6


More than 30 114 18.0 10,370 17.6 44,038 17.1


Total 632 100.0 59,053 100.0 256,930 100.0


10e. Commuting to and from classes COMMUTE None 62 9.8 4,764 8.0 21,871 8.5


1–5 428 67.4 39,177 66.2 170,246 66.1


6–10 113 17.8 9,635 16.3 40,555 15.7


11–20 16 2.5 3,115 5.3 13,864 5.4


21–30 8 1.2 1,039 1.8 4,531 1.8


More than 30 8 1.3 1,489 2.5 6,687 2.6


Total 636 100.0 59,219 100.0 257,753 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 11: How much has your experience at this college contributed to your knowledge, skills, and personal development in the following areas?


11a. Acquiring job- or work-related
knowledge and skills


GNWORK Very little 100 15.6 12,660 21.4 54,868 21.3


Some 198 31.1 17,212 29.0 74,778 29.0


Quite a bit 203 31.8 15,866 26.8 69,216 26.8


Very much 137 21.5 13,528 22.8 59,182 22.9


Total 638 100.0 59,267 100.0 258,045 100.0


11b. Writing clearly and effectively GNWRITE Very little 53 8.3 6,412 10.8 28,286 10.9


Some 188 29.5 16,774 28.3 71,987 27.9


Quite a bit 275 43.2 22,159 37.3 96,688 37.4


Very much 122 19.0 14,028 23.6 61,470 23.8


Total 638 100.0 59,372 100.0 258,432 100.0


11c. Speaking clearly and effectively GNSPEAK Very little 48 7.5 7,968 13.4 34,096 13.2


Some 209 32.9 16,922 28.5 74,163 28.7


Quite a bit 256 40.3 20,635 34.8 89,816 34.8


Very much 123 19.3 13,787 23.2 60,038 23.3


Total 635 100.0 59,313 100.0 258,113 100.0


11d. Thinking critically and analytically GNANALY Very little 30 4.7 3,519 5.9 15,497 6.0


Some 163 25.6 13,203 22.3 57,986 22.5


Quite a bit 253 39.7 24,050 40.6 103,789 40.2


Very much 191 30.0 18,521 31.2 80,731 31.3


Total 637 100.0 59,293 100.0 258,002 100.0


11e. Solving numerical problems GNSOLVE Very little 95 14.9 8,910 15.0 39,565 15.3


Some 183 28.7 17,041 28.7 73,954 28.7


Quite a bit 239 37.5 19,726 33.3 84,908 32.9


Very much 120 18.9 13,599 22.9 59,600 23.1


Total 637 100.0 59,276 100.0 258,026 100.0


11f. Working effectively with others GNOTHERS Very little 57 9.0 5,611 9.5 24,262 9.4


Some 170 26.7 16,142 27.2 69,869 27.1


Quite a bit 256 40.1 21,065 35.6 91,860 35.6


Very much 155 24.3 16,433 27.7 71,971 27.9


Total 638 100.0 59,251 100.0 257,962 100.0


11g. Learning effectively on your own GNINQ Very little 30 4.7 3,879 6.5 17,216 6.7


Some 158 24.7 13,154 22.2 57,138 22.1


Quite a bit 261 41.0 22,608 38.1 97,823 37.9


Very much 188 29.5 19,672 33.2 85,849 33.3


Total 637 100.0 59,313 100.0 258,027 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.
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[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 11: How much has your experience at this college contributed to your knowledge, skills, and personal development in the following areas?


11h. Developing clearer career goals GNCARGOAL Very little 89 14.0 8,737 14.7 37,640 14.6


Some 187 29.3 15,174 25.6 67,088 26.0


Quite a bit 215 33.7 18,169 30.7 79,000 30.6


Very much 146 22.9 17,160 29.0 74,108 28.7


Total 636 100.0 59,240 100.0 257,837 100.0


11i. Gaining information about career
opportunities


GNGAINCAR Very little 114 17.9 11,093 18.7 47,952 18.6


Some 204 32.0 16,513 27.8 72,315 28.0


Quite a bit 199 31.1 16,700 28.1 72,233 28.0


Very much 121 19.0 15,049 25.4 65,759 25.5


Total 638 100.0 59,356 100.0 258,259 100.0


Item 12.1: How often have you used the following services during the current academic year?


12.1a. Academic advising/planning
[SUPPORT]


FREQACAD Never 72 11.5 8,953 15.3 39,853 15.7


1 time 155 24.7 13,958 23.9 60,340 23.8


2–4 times 335 53.5 27,529 47.1 118,835 46.9


5 or more times 65 10.4 7,962 13.6 34,595 13.6


Total 626 100.0 58,402 100.0 253,623 100.0


12.1b. Career counseling [SUPPORT] FREQCACOU Never 388 61.5 36,564 63.0 156,840 62.2


1 time 131 20.7 10,012 17.2 44,926 17.8


2–4 times 101 16.0 9,191 15.8 40,374 16.0


5 or more times 11 1.8 2,307 4.0 10,171 4.0


Total 631 100.0 58,074 100.0 252,312 100.0


12.1c. Job placement assistance FREQJOBPL Never 557 89.2 50,864 88.0 218,975 87.3


1 time 42 6.7 3,796 6.6 17,073 6.8


2–4 times 23 3.7 2,309 4.0 11,005 4.4


5 or more times 3 0.4 810 1.4 3,635 1.5


Total 625 100.0 57,779 100.0 250,689 100.0


12.1d. Peer or other tutoring [STUEFF] FREQTUTOR Never 395 62.8 36,443 63.3 155,288 62.1


1 time 80 12.7 6,501 11.3 29,569 11.8


2–4 times 94 14.9 8,217 14.3 36,973 14.8


5 or more times 60 9.6 6,404 11.1 28,385 11.3


Total 629 100.0 57,564 100.0 250,215 100.0


12.1e. Skill labs (writing, math, etc.)
[STUEFF]


FREQLAB Never 387 61.9 32,750 56.9 138,881 55.6


1 time 51 8.2 6,140 10.7 27,901 11.2


2–4 times 92 14.7 9,478 16.5 42,424 17.0


5 or more times 95 15.2 9,144 15.9 40,697 16.3


Total 626 100.0 57,512 100.0 249,903 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
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[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 12.1: How often have you used the following services during the current academic year?


12.1f. Child care FREQCHLD Never 597 95.8 54,562 95.0 236,399 94.7


1 time 5 0.8 935 1.6 4,171 1.7


2–4 times 7 1.1 928 1.6 4,382 1.8


5 or more times 14 2.3 1,029 1.8 4,802 1.9


Total 623 100.0 57,454 100.0 249,754 100.0


12.1g. Financial aid advising FREQFAADV Never 225 36.5 22,863 39.6 103,614 41.4


1 time 140 22.6 11,387 19.7 49,693 19.8


2–4 times 169 27.4 16,132 28.0 67,306 26.9


5 or more times 83 13.5 7,282 12.6 29,777 11.9


Total 617 100.0 57,664 100.0 250,390 100.0


12.1h. Computer lab [STUEFF] FREQCOMLB Never 209 33.8 21,280 37.0 93,980 37.6


1 time 51 8.3 6,349 11.0 29,037 11.6


2–4 times 145 23.4 12,217 21.2 52,362 20.9


5 or more times 213 34.4 17,718 30.8 74,721 29.9


Total 618 100.0 57,563 100.0 250,100 100.0


12.1i. Student organizations FREQSTORG Never 449 72.9 43,750 76.2 187,917 75.4


1 time 52 8.5 5,404 9.4 24,084 9.7


2–4 times 69 11.2 4,944 8.6 22,158 8.9


5 or more times 46 7.5 3,348 5.8 15,067 6.0


Total 616 100.0 57,445 100.0 249,226 100.0


12.1j. Transfer advising/planning FREQTRADV Never 425 69.2 36,664 64.3 155,263 62.8


1 time 100 16.2 9,756 17.1 44,187 17.9


2–4 times 69 11.2 7,839 13.8 35,801 14.5


5 or more times 21 3.4 2,725 4.8 12,083 4.9


Total 614 100.0 56,984 100.0 247,334 100.0


12.1k. Library resources and services FREQLIB Never 209 33.6 17,448 30.3 74,837 30.0


1 time 76 12.2 8,827 15.3 38,466 15.4


2–4 times 167 26.9 15,110 26.3 65,912 26.4


5 or more times 169 27.3 16,162 28.1 70,621 28.3


Total 621 100.0 57,546 100.0 249,837 100.0


12.1l. Services for students with
disabilities


FREQDISABSVC Never 577 92.9 52,384 90.5 226,394 90.1


1 time 30 4.9 1,916 3.3 8,512 3.4


2–4 times 9 1.4 1,722 3.0 8,226 3.3


5 or more times 5 0.8 1,849 3.2 8,098 3.2


Total 621 100.0 57,871 100.0 251,231 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
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[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 12.1: How often have you used the following services during the current academic year?


12.1m. Services for active military and
veterans


FREQMILSVCS Never 579 93.2 53,750 92.9 233,160 92.9


1 time 12 2.0 1,244 2.1 5,744 2.3


2–4 times 18 2.9 1,449 2.5 6,307 2.5


5 or more times 12 2.0 1,431 2.5 5,888 2.3


Total 621 100.0 57,874 100.0 251,099 100.0


Item 12.2: How satisfied are you with the services?


12.2a. Academic advising/planning SATACAD Not at all 47 7.6 3,519 6.2 16,310 6.6


Somewhat 292 46.8 21,799 38.4 95,692 38.9


Very 223 35.8 23,336 41.1 98,290 39.9


N.A. 61 9.8 8,172 14.4 35,890 14.6


Total 624 100.0 56,826 100.0 246,182 100.0


12.2b. Career counseling SATCACOU Not at all 42 6.7 3,558 6.4 17,124 7.1


Somewhat 143 22.9 10,346 18.5 46,550 19.2


Very 97 15.5 10,257 18.4 43,633 18.0


N.A. 343 54.9 31,707 56.8 134,828 55.7


Total 624 100.0 55,868 100.0 242,135 100.0


12.2c. Job placement assistance SATJOBPL Not at all 45 7.3 3,703 6.7 17,211 7.2


Somewhat 50 8.2 4,905 8.9 22,197 9.3


Very 31 5.2 3,704 6.7 16,445 6.9


N.A. 483 79.3 42,922 77.7 183,357 76.7


Total 608 100.0 55,234 100.0 239,209 100.0


12.2d. Peer or other tutoring SATTUTOR Not at all 20 3.3 2,772 5.0 13,120 5.5


Somewhat 129 21.1 9,254 16.7 42,073 17.6


Very 115 18.7 11,899 21.5 51,951 21.7


N.A. 348 56.8 31,337 56.7 132,288 55.3


Total 612 100.0 55,262 100.0 239,432 100.0


12.2e. Skill labs (writing, math, etc.) SATLAB Not at all 22 3.7 2,416 4.4 11,125 4.7


Somewhat 108 18.3 10,946 19.9 49,208 20.6


Very 127 21.4 12,899 23.4 56,887 23.8


N.A. 335 56.6 28,833 52.3 121,605 50.9


Total 592 100.0 55,094 100.0 238,825 100.0


12.2f. Child care SATCHLD Not at all 25 4.1 2,976 5.4 13,376 5.6


Somewhat 19 3.2 2,493 4.6 11,349 4.8


Very 27 4.4 2,465 4.5 10,950 4.6


N.A. 531 88.3 46,809 85.5 201,578 85.0


Total 602 100.0 54,743 100.0 237,253 100.0
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Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 12.2: How satisfied are you with the services?


12.2g. Financial aid advising SATFAADV Not at all 91 15.0 4,549 8.2 20,076 8.4


Somewhat 150 24.7 12,707 23.0 54,793 22.9


Very 178 29.4 18,288 33.1 75,477 31.5


N.A. 187 30.9 19,772 35.7 89,243 37.2


Total 605 100.0 55,315 100.0 239,588 100.0


12.2h. Computer lab SATCOMLB Not at all 23 3.8 1,965 3.6 8,950 3.7


Somewhat 159 26.3 11,578 21.0 51,471 21.5


Very 238 39.5 22,952 41.6 96,453 40.3


N.A. 184 30.5 18,706 33.9 82,448 34.5


Total 604 100.0 55,202 100.0 239,322 100.0


12.2i. Student organizations SATSTORG Not at all 37 6.2 3,043 5.6 13,565 5.7


Somewhat 95 16.0 7,615 13.9 34,420 14.5


Very 67 11.3 6,558 12.0 28,861 12.2


N.A. 394 66.5 37,501 68.5 160,257 67.6


Total 592 100.0 54,717 100.0 237,102 100.0


12.2j. Transfer advising/planning SATTRADV Not at all 64 10.9 3,528 6.5 16,065 6.8


Somewhat 95 16.1 9,569 17.6 43,587 18.5


Very 79 13.3 9,911 18.3 44,088 18.7


N.A. 354 59.7 31,263 57.6 131,525 55.9


Total 592 100.0 54,271 100.0 235,265 100.0


12.2k. Library resources and services SATLIB Not at all 12 2.0 1,935 3.5 8,785 3.7


Somewhat 134 22.3 12,810 23.2 56,584 23.6


Very 271 45.2 25,202 45.6 108,462 45.3


N.A. 182 30.5 15,317 27.7 65,546 27.4


Total 598 100.0 55,263 100.0 239,376 100.0


12.2l. Services for students with
disabilities


SATDISABSVC Not at all 11 1.8 2,439 4.4 11,179 4.7


Somewhat 32 5.3 3,073 5.6 14,110 5.9


Very 25 4.2 4,443 8.0 19,419 8.1


N.A. 530 88.7 45,257 82.0 194,560 81.3


Total 597 100.0 55,212 100.0 239,268 100.0


12.2m. Services for active military and
veterans


SATMILSVCS Not at all 20 3.3 2,754 5.0 12,387 5.2


Somewhat 36 6.0 2,598 4.7 12,024 5.0


Very 24 3.9 3,730 6.8 15,525 6.5


N.A. 524 86.8 46,144 83.6 199,208 83.3


Total 604 100.0 55,226 100.0 239,144 100.0
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Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 12.3: How important are the services to you at this college?


12.3a. Academic advising/planning IMPACAD Not at all 48 7.7 3,993 7.1 17,461 7.1


Somewhat 159 25.5 13,069 23.2 56,473 23.1


Very 417 66.8 39,322 69.7 170,376 69.7


Total 624 100.0 56,384 100.0 244,310 100.0


12.3b. Career counseling IMPCACOU Not at all 138 23.1 12,308 22.3 52,928 22.1


Somewhat 158 26.5 15,408 27.9 66,620 27.9


Very 302 50.4 27,469 49.8 119,487 50.0


Total 598 100.0 55,185 100.0 239,035 100.0


12.3c. Job placement assistance IMPJOBPL Not at all 195 33.3 18,658 34.3 80,532 34.2


Somewhat 179 30.5 15,896 29.2 69,317 29.4


Very 212 36.1 19,908 36.6 85,806 36.4


Total 586 100.0 54,462 100.0 235,654 100.0


12.3d. Peer or other tutoring IMPTUTOR Not at all 156 26.4 14,485 26.5 62,318 26.4


Somewhat 198 33.5 15,911 29.2 69,092 29.2


Very 239 40.2 24,183 44.3 104,850 44.4


Total 593 100.0 54,580 100.0 236,260 100.0


12.3e. Skill labs (writing, math, etc.) IMPLAB Not at all 130 22.6 13,750 25.3 58,138 24.7


Somewhat 195 34.0 16,366 30.1 71,088 30.2


Very 249 43.4 24,285 44.6 106,235 45.1


Total 574 100.0 54,401 100.0 235,461 100.0


12.3f. Child care IMPCHLD Not at all 293 50.2 27,506 51.0 118,779 51.0


Somewhat 125 21.5 10,035 18.6 43,636 18.7


Very 165 28.3 16,365 30.4 70,662 30.3


Total 583 100.0 53,907 100.0 233,077 100.0


12.3g. Financial aid advising IMPFAADV Not at all 99 16.6 9,695 17.7 43,312 18.3


Somewhat 104 17.3 9,454 17.3 42,040 17.7


Very 397 66.1 35,640 65.0 151,595 64.0


Total 600 100.0 54,790 100.0 236,947 100.0


12.3h. Computer lab IMPCOMLB Not at all 83 14.0 10,448 19.1 46,307 19.6


Somewhat 176 29.8 14,243 26.1 63,416 26.8


Very 332 56.1 29,963 54.8 126,993 53.6


Total 591 100.0 54,655 100.0 236,716 100.0


12.3i. Student organizations IMPSTORG Not at all 223 38.0 21,029 39.0 89,737 38.4


Somewhat 209 35.6 17,985 33.3 78,088 33.4


Very 154 26.4 14,938 27.7 65,653 28.1


Total 586 100.0 53,952 100.0 233,479 100.0
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[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 12.3: How important are the services to you at this college?


12.3j. Transfer advising/planning IMPTRADV Not at all 160 27.4 14,560 27.1 61,754 26.6


Somewhat 155 26.5 12,620 23.5 54,400 23.4


Very 270 46.2 26,498 49.4 116,189 50.0


Total 584 100.0 53,678 100.0 232,343 100.0


12.3k. Library resources and services IMPLIB Not at all 103 17.4 8,288 15.1 35,688 15.0


Somewhat 148 25.1 13,499 24.6 59,406 25.0


Very 338 57.4 33,133 60.3 142,565 60.0


Total 589 100.0 54,920 100.0 237,659 100.0


12.3l. Services for students with
disabilities


IMPDISABSVC Not at all 228 39.1 21,443 39.4 92,925 39.4


Somewhat 88 15.1 7,837 14.4 34,359 14.6


Very 268 45.8 25,212 46.3 108,612 46.0


Total 584 100.0 54,493 100.0 235,896 100.0


12.3m. Services for active military and
veterans


IMPMILSVCS Not at all 238 40.8 23,067 42.3 101,104 42.9


Somewhat 101 17.3 8,454 15.5 36,669 15.6


Very 245 42.0 23,014 42.2 97,987 41.6


Total 583 100.0 54,536 100.0 235,761 100.0


Item 13


13. During the current academic term at
this college, I completed registration
before the first class session(s).


COMPLREG No; I was not registered for any of my
courses before the first class session(s)


6 1.0 1,089 1.8 4,762 1.9


Partly; I was registered for some of my
courses before the first class session(s)


10 1.6 1,399 2.4 6,749 2.6


Mostly; I was registered for most of my
courses before the first class session(s)


21 3.3 4,009 6.8 18,625 7.2


Yes; I was registered for all of my courses
before the first class session(s)


592 94.1 52,710 89.0 227,241 88.3


Total 629 100.0 59,206 100.0 257,377 100.0


Item 14


14. The one response that best describes
my experience with orientation when I first
came to this college is:


EXPORIENT I was unable to participate in orientation
due to scheduling or other issues


39 6.3 10,316 17.5 42,653 16.7


I was not aware of a college orientation 57 9.1 9,972 17.0 41,745 16.3


I enrolled in an orientation course as part
of my course schedule during my first


academic term


32 5.1 4,486 7.6 18,110 7.1


I attended an on-campus orientation prior
to the beginning of classes


469 75.5 25,396 43.2 112,820 44.1


I took part in an online orientation prior to
the beginning of classes


24 3.9 8,623 14.7 40,544 15.8


Total 622 100.0 58,793 100.0 255,872 100.0
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Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 15


15. During my first academic year at this
college, I participated in a first-year
experience program.


PARTICFYE No 534 85.9 48,115 81.6 207,765 81.0


Yes 87 14.1 10,870 18.4 48,686 19.0


Total 621 100.0 58,985 100.0 256,451 100.0


Item 16


16. During my first academic term at this
college, I participated in an organized
learning community (a formal program in
which groups of students take two or
more classes together).


PARTICLRNC No 578 92.6 53,187 90.3 229,652 89.7


Yes 46 7.4 5,689 9.7 26,293 10.3


Total 624 100.0 58,876 100.0 255,946 100.0


Item 17


17. During my first academic term at this
college, I participated in a student
success course (a course that teaches
the skills needed to succeed in college).


PARTICSSC No 527 85.0 42,027 71.3 179,887 70.3


Yes 93 15.0 16,895 28.7 76,133 29.7


Total 621 100.0 58,922 100.0 256,020 100.0


Item 18


18. I was told that I should enroll in a
developmental/remedial course (also
referred to as Basic Skills, College Prep,
etc.) in my first academic term at this
college, and I…


TOLDENRDEV Did not enroll in any of these courses 132 21.0 10,768 18.3 46,149 18.0


Did enroll in one of these courses 97 15.4 11,719 19.9 51,592 20.1


Did enroll in more than one of these
courses


69 11.0 8,152 13.8 36,842 14.4


N.A. 329 52.5 28,239 48.0 121,487 47.4


Total 626 100.0 58,878 100.0 256,070 100.0


Item 19


19. During the current academic term at
this college, my instructors clearly
explained a class attendance policy that
specified how many classes I could miss
without a penalty.


ATTNDPOLICY None of my instructors explained a class
attendance policy


10 1.6 1,489 2.5 6,215 2.4


Some of my instructors explained a class
attendance policy


65 10.4 4,142 7.0 17,775 6.9


Most of my instructors explained a class
attendance policy


120 19.3 7,922 13.4 35,017 13.6


All of my instructors explained a class
attendance policy


426 68.6 45,448 77.0 197,572 77.0


Total 621 100.0 59,001 100.0 256,579 100.0


Item 20


20. Before the end of my first academic
term at this college, an advisor helped me
develop an academic plan (a
personalized plan with a defined
sequence of courses for completing a
college certificate or degree and/or for
transferring to a 4-year college or
university).


DEVACADPLN No 194 31.5 19,398 33.0 84,988 33.2


Yes 314 50.9 30,248 51.5 132,398 51.8


I'm still in my first academic term; I have
not yet developed an academic plan.


109 17.7 9,136 15.5 38,377 15.0


Total 618 100.0 58,782 100.0 255,763 100.0


Item 21


21. Someone at this college contacts me
if I am struggling with my studies to help
me get the assistance I need.


STRGLASSIST No 242 39.0 28,520 48.5 124,565 48.7


Yes 135 21.7 13,222 22.5 58,124 22.7


N.A. 244 39.3 17,075 29.0 73,079 28.6


Total 621 100.0 58,816 100.0 255,768 100.0
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Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 22


22. During the current academic year at
this college, I have participated in
supplemental instruction/supplemental
learning (extra class sessions with the
instructor or an experienced student).


PARTICSI Never 484 77.9 45,968 78.2 198,200 77.5


Less than 1 time a week 87 13.9 6,719 11.4 30,100 11.8


1–2 times a week 40 6.4 4,841 8.2 21,571 8.4


3–4 times a week 7 1.2 862 1.5 4,019 1.6


More than 4 times a week 3 0.5 405 0.7 1,945 0.8


Total 621 100.0 58,796 100.0 255,834 100.0


Item 23: How likely is it that the following issues would cause you to withdraw from class or from this college?


23a. Working full-time WRKFULL Not likely 201 32.5 23,135 39.5 100,498 39.5


Somewhat likely 162 26.3 12,649 21.6 53,866 21.2


Likely 130 21.0 10,220 17.5 45,060 17.7


Very likely 124 20.1 12,493 21.4 55,125 21.7


Total 617 100.0 58,497 100.0 254,549 100.0


23b. Caring for dependents CAREDEP Not likely 292 47.9 29,790 51.2 128,603 50.8


Somewhat likely 131 21.6 12,337 21.2 53,620 21.2


Likely 102 16.7 8,902 15.3 39,232 15.5


Very likely 83 13.7 7,196 12.4 31,887 12.6


Total 608 100.0 58,225 100.0 253,341 100.0


23c. Academically unprepared ACADUNP Not likely 329 53.8 31,956 55.1 138,035 54.8


Somewhat likely 162 26.5 13,828 23.9 61,038 24.2


Likely 72 11.8 7,322 12.6 31,653 12.6


Very likely 48 7.8 4,846 8.4 21,234 8.4


Total 612 100.0 57,951 100.0 251,959 100.0


23d. Lack of finances LACKFIN Not likely 148 24.3 18,943 32.6 83,117 32.8


Somewhat likely 127 20.9 12,701 21.8 55,875 22.1


Likely 124 20.3 10,458 18.0 45,200 17.9


Very likely 210 34.5 16,091 27.7 68,956 27.2


Total 609 100.0 58,193 100.0 253,147 100.0


23e. Transfer to a 4-year college or
university


TRANSFER Not likely 250 40.7 24,559 42.2 105,420 41.6


Somewhat likely 155 25.3 10,473 18.0 45,116 17.8


Likely 103 16.8 9,543 16.4 40,984 16.2


Very likely 106 17.2 13,653 23.4 61,806 24.4


Total 614 100.0 58,229 100.0 253,326 100.0


Item 24


24. How supportive are your friends of
your attending this college?


FRNDSUPP Not very 24 3.9 2,335 4.0 10,467 4.1


Somewhat 82 13.2 8,514 14.5 36,959 14.5


Quite a bit 190 30.7 16,731 28.5 74,048 29.0


Extremely 324 52.2 31,159 53.0 134,041 52.5


Total 620 100.0 58,739 100.0 255,515 100.0
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Item 25


25. How supportive is your immediate
family of your attending this college?


FAMSUPP Not very 12 1.9 1,601 2.7 7,096 2.8


Somewhat 47 7.5 4,991 8.5 22,198 8.7


Quite a bit 115 18.5 11,828 20.1 52,638 20.6


Extremely 448 72.0 40,366 68.7 173,666 67.9


Total 623 100.0 58,786 100.0 255,598 100.0


Item 26: Indicate which of the following are your reasons/goals for attending this college.


26a. Complete a certificate program GOALCERT No 283 46.3 32,499 56.5 140,234 56.0


Yes 328 53.7 25,039 43.5 110,245 44.0


Total 611 100.0 57,539 100.0 250,479 100.0


26b. Obtain an associate degree GOALAA No 83 13.5 11,444 19.8 53,678 21.3


Yes 533 86.5 46,448 80.2 198,333 78.7


Total 616 100.0 57,891 100.0 252,011 100.0


26c. Transfer to a 4-year college or
university


GOALTR4YR No 220 35.7 20,251 35.0 85,872 34.1


Yes 395 64.3 37,585 65.0 165,770 65.9


Total 615 100.0 57,836 100.0 251,641 100.0


26d. Obtain or update job-related skills GOALJOBSKILL No 175 28.5 21,522 37.5 94,593 37.9


Yes 437 71.5 35,818 62.5 154,862 62.1


Total 612 100.0 57,339 100.0 249,456 100.0


26e. Change careers GOALCHGCAR No 370 60.8 38,529 67.2 168,077 67.4


Yes 238 39.2 18,778 32.8 81,255 32.6


Total 607 100.0 57,307 100.0 249,331 100.0


26f. Self-improvement/personal
enjoyment


GOALSELFIMP No 171 27.8 19,130 33.2 82,920 33.1


Yes 444 72.2 38,460 66.8 167,765 66.9


Total 615 100.0 57,590 100.0 250,685 100.0


Item 27: Indicate which of the following are sources you use to pay for your tuition at this college.


27a. My own income/savings PAYOWNINC Not a source 125 20.3 19,527 33.7 83,312 33.0


Minor source 196 31.7 18,413 31.7 79,283 31.4


Major source 296 48.0 20,060 34.6 89,839 35.6


Total 617 100.0 58,000 100.0 252,434 100.0


27b. Income/savings from family PAYFAM Not a source 335 54.8 31,033 53.8 134,956 53.7


Minor source 171 27.9 11,522 20.0 49,182 19.6


Major source 105 17.3 15,159 26.3 67,015 26.7


Total 611 100.0 57,714 100.0 251,152 100.0


27c. Employer contributions PAYEMPLOYER Not a source 518 85.2 50,709 88.2 219,953 88.0


Minor source 33 5.5 3,758 6.5 16,939 6.8


Major source 56 9.3 3,009 5.2 13,085 5.2


Total 607 100.0 57,476 100.0 249,978 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 18 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 27: Indicate which of the following are sources you use to pay for your tuition at this college.


27d. Active military or veterans benefits PAYMILBEN Not a source 579 94.6 53,447 93.2 232,317 93.1


Minor source 8 1.4 1,099 1.9 5,149 2.1


Major source 25 4.0 2,818 4.9 12,136 4.9


Total 611 100.0 57,364 100.0 249,601 100.0


27e. Grants PAYGRANT Not a source 365 59.7 31,932 55.3 140,509 55.9


Minor source 74 12.1 6,124 10.6 27,269 10.8


Major source 172 28.2 19,684 34.1 83,657 33.3


Total 611 100.0 57,740 100.0 251,434 100.0


27f. Scholarships PAYSCHOL Not a source 300 49.0 38,671 67.3 169,409 67.7


Minor source 130 21.2 7,500 13.0 33,556 13.4


Major source 183 29.9 11,299 19.7 47,244 18.9


Total 614 100.0 57,470 100.0 250,208 100.0


27g. Student loans (bank, etc.) PAYSTULOANS Not a source 474 77.9 43,152 74.9 186,406 74.3


Minor source 44 7.2 4,468 7.8 19,879 7.9


Major source 91 14.9 10,003 17.4 44,493 17.7


Total 609 100.0 57,623 100.0 250,779 100.0


27h. Public assistance PAYPUBASSIST Not a source 556 91.1 50,641 88.0 220,077 87.9


Minor source 32 5.2 2,665 4.6 12,591 5.0


Major source 23 3.7 4,237 7.4 17,672 7.1


Total 610 100.0 57,543 100.0 250,340 100.0


Item 28


28. When do you plan to take classes at
this college again?


WHENTKAGN I will accomplish my goal(s) during this
academic term and will not be returning


93 15.0 10,384 17.7 46,353 18.2


I have no current plan to return 22 3.6 2,933 5.0 13,743 5.4


Within the next 12 months 399 64.2 35,256 60.2 150,421 59.0


Uncertain 107 17.2 10,019 17.1 44,442 17.4


Total 622 100.0 58,592 100.0 254,959 100.0


Item 29


29. At this college, in what range is your
overall college grade point average
(GPA)?


COLGPA D or lower 10 1.6 1,685 2.9 6,953 2.7


C 81 13.2 11,336 19.4 47,947 18.9


B 289 47.1 26,007 44.6 114,044 44.9


A 216 35.1 16,646 28.5 73,556 29.0


I do not have a GPA at this college 18 3.0 2,647 4.5 11,301 4.5


Total 614 100.0 58,320 100.0 253,801 100.0
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Item 30


30. In what range was your overall high
school grade point average (GPA)?


HSGPA D or lower 10 1.6 2,069 3.5 8,788 3.5


C 104 16.8 11,273 19.3 49,349 19.4


B 268 43.5 24,244 41.4 106,570 41.8


A 189 30.7 15,816 27.0 68,209 26.8


I do not remember 46 7.5 5,152 8.8 21,780 8.6


Total 617 100.0 58,555 100.0 254,696 100.0


Item 31


31. When do you most frequently take
classes at this college?


TIMCLASS Day classes (morning or afternoon) 524 85.7 46,841 80.4 203,256 80.3


Evening classes 87 14.3 11,198 19.2 48,611 19.2


Weekend classes 0 N/A 210 0.4 1,364 0.5


Total 611 100.0 58,249 100.0 253,231 100.0


Item 32: During the current academic term, how many classes are you taking…


32a. Face-to-face (a class in which all
instruction is face-to-face in a classroom)


NUMCLF2F None 19 3.2 1,486 2.6 6,705 2.6


1 138 22.7 11,074 19.0 48,398 19.1


2 178 29.3 15,899 27.3 69,390 27.4


3 137 22.5 13,276 22.8 57,237 22.6


4 80 13.1 9,356 16.1 41,209 16.3


5 or more 56 9.2 7,147 12.3 30,386 12.0


Total 609 100.0 58,237 100.0 253,324 100.0


32b. Online (a class in which all
instruction is online)


NUMCLOL None 367 62.5 38,292 69.2 165,069 68.6


1 143 24.3 11,136 20.1 49,010 20.4


2 47 8.1 3,861 7.0 17,067 7.1


3 24 4.0 1,294 2.3 5,939 2.5


4 4 0.7 383 0.7 1,953 0.8


5 or more 3 0.4 359 0.6 1,760 0.7


Total 588 100.0 55,324 100.0 240,798 100.0


32c. Hybrid (a class that is a mixture of
face-to-face and online instruction)


NUMCLHYB None 431 75.0 42,330 77.1 182,848 76.5


1 89 15.5 7,896 14.4 34,648 14.5


2 27 4.7 2,479 4.5 11,117 4.7


3 16 2.8 1,140 2.1 5,283 2.2


4 9 1.6 539 1.0 2,513 1.1


5 or more 3 0.5 520 0.9 2,460 1.0


Total 574 100.0 54,905 100.0 238,869 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 20 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 33


33. How many total credit hours have you
earned at this college, not counting the
courses you are currently taking this
academic term?


TOTCREARND None 39 6.4 5,191 8.9 23,080 9.1


1–14 credits 208 34.3 19,314 33.2 83,489 33.0


15–29 credits 136 22.4 13,687 23.5 58,231 23.0


30–44 credits 84 13.9 8,003 13.8 35,144 13.9


45–60 credits 89 14.7 6,893 11.9 31,066 12.3


Over 60 credits 51 8.3 5,063 8.7 21,898 8.7


Total 607 100.0 58,150 100.0 252,908 100.0


Item 34


34. How many total academic terms have
you been enrolled at this college?


TOTTERMS This is my first academic term 118 18.8 11,445 19.5 49,495 19.4


This is my second academic term 189 30.3 18,010 30.6 77,510 30.3


This is my third or fourth academic term 172 27.5 17,128 29.1 74,560 29.2


This is my fifth or sixth academic term 105 16.8 7,354 12.5 32,617 12.8


I have been enrolled more than six
academic terms


41 6.6 4,864 8.3 21,339 8.4


Total 625 100.0 58,800 100.0 255,521 100.0


Item 35


35. Would you recommend this college to
a friend or family member?


RECOMMEN No 32 5.1 3,468 5.9 16,257 6.3


Yes 593 94.9 55,452 94.1 239,965 93.7


Total 625 100.0 58,920 100.0 256,222 100.0


Item 36


36. How would you evaluate your overall
educational experience at this college?


OVRALLEXPER Poor 4 0.6 835 1.4 3,843 1.5


Fair 59 9.4 7,258 12.3 32,129 12.5


Good 354 56.6 30,433 51.6 131,676 51.3


Excellent 209 33.4 20,469 34.7 88,887 34.6


Total 626 100.0 58,995 100.0 256,535 100.0


Item 37


37. Do you have children who live with
you and depend on you for their care?


CHILDREN No 482 77.7 46,450 78.9 202,244 79.0


Yes 139 22.3 12,429 21.1 53,776 21.0


Total 620 100.0 58,879 100.0 256,020 100.0


Item 40


40. Are you married? MARRIED No 474 76.0 49,403 83.8 215,948 84.3


Yes 150 24.0 9,538 16.2 40,274 15.7


Total 623 100.0 58,941 100.0 256,222 100.0


Item 41


41. Is English your native (first)
language?


ENGFIRST No 114 18.4 10,744 18.3 49,537 19.4


Yes 506 81.6 48,034 81.7 206,075 80.6


Total 620 100.0 58,778 100.0 255,612 100.0







Due to COVID-19, only 23 colleges were able to complete the administration of CCSSE 2020 in the classroom. The 2020 three-year cohort, therefore, consists of 2020 data from these 23
colleges and 2018 and 2019 data from all participating colleges excluding these 23.


Please see Table 1 for unweighted sample and population values of demographic items. page 21 - 29JUL20


* The comparison group and cohort columns on this page EXCLUDE your college.


 Community College Survey of Student Engagement    - College of Southern Idaho (2019 Administration)
2020 Frequency Distributions - Main Survey


Comparison Group: Medium Colleges in the 2020 Cohort*


[Weighted]


Your College Medium Colleges 2020 Cohort


Item Variable Responses Count Percent Count Percent Count Percent


Item 42


42. Are you a current or former member
of the U.S. Armed Forces, Reserves, or
National Guard?


MILITARY No 600 96.0 55,969 95.2 243,802 95.4


Yes 25 4.0 2,848 4.8 11,852 4.6


Total 625 100.0 58,818 100.0 255,655 100.0


Item 44


44. Are you a student-athlete on a team
sponsored by this college's athletics
department?


STUATHLETE No 604 96.9 57,126 97.3 246,495 96.7


Yes 19 3.1 1,565 2.7 8,521 3.3


Total 623 100.0 58,691 100.0 255,016 100.0


Item 46


46. What is the highest academic
credential you have earned?


HIGHESTED None 19 3.1 1,729 3.0 7,754 3.1


GED 30 4.9 2,508 4.3 10,719 4.2


High school diploma 435 70.1 41,534 71.4 180,133 71.3


Vocational/technical certificate 38 6.1 4,806 8.3 19,698 7.8


Associate degree 69 11.2 4,271 7.3 19,848 7.9


Bachelor's degree 19 3.0 2,680 4.6 11,755 4.7


Master's/doctoral/professional degree 10 1.6 640 1.1 2,818 1.1


Total 620 100.0 58,167 100.0 252,724 100.0


Item 47: Who in your family has attended at least some college? (Mark all that apply)


47a. Mother SOMECOLMO Not marked 312 48.7 28,784 47.5 125,470 47.6


Marked 328 51.3 31,827 52.5 138,227 52.4


Total 640 100.0 60,611 100.0 263,697 100.0


47b. Father SOMECOLFA Not marked 375 58.6 35,821 59.1 154,984 58.8


Marked 265 41.4 24,792 40.9 108,715 41.2


Total 640 100.0 60,614 100.0 263,698 100.0


47c. Brother/Sister SOMECOLSIB Not marked 276 43.1 30,170 49.8 130,397 49.4


Marked 364 56.9 30,442 50.2 133,299 50.6


Total 640 100.0 60,612 100.0 263,696 100.0


47d. Child SOMECOLCHLD Not marked 605 94.5 58,108 95.9 252,582 95.8


Marked 35 5.5 2,503 4.1 11,114 4.2


Total 640 100.0 60,611 100.0 263,696 100.0


47e. Spouse/Partner SOMECOLSP Not marked 524 81.8 52,534 86.7 228,663 86.7


Marked 116 18.2 8,078 13.3 35,032 13.3


Total 640 100.0 60,611 100.0 263,696 100.0


47f. Legal Guardian SOMECOLGUAR Not marked 639 99.8 59,608 98.3 259,140 98.3


Marked 1 0.2 1,003 1.7 4,556 1.7


Total 640 100.0 60,611 100.0 263,696 100.0


47g. No one SOMECOLNONE Not marked 521 81.4 50,987 84.1 222,066 84.2


Marked 119 18.6 9,625 15.9 41,631 15.8


Total 640 100.0 60,612 100.0 263,697 100.0
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STRATEGIC PLAN  


 
 
 
 
MISSION STATEMENT 
 
To provide quality educational, social, cultural, economic, and workforce development opportunities that meet the diverse needs of the 
communities we serve. 
 
 
VISION STATEMENT 
 
To improve the quality of life of those impacted by our services. 
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DEFINITIONS OF MISSION TERMS 
 


“Provide quality…opportunities that meet…the diverse needs”:  This phrase is operationally defined within the document.  Demonstration of 
mission fulfillment is based upon our ability to meet the performance indicators and benchmarks established in this document.  These have 
been created to establish standards of quality that can be regularly assessed to ensure that we are providing quality opportunities that meet 
the diverse needs of the communities we serve. 
 
“Educational”:  Relating to activities typically encompassed by teaching and learning. 
 
“Social”: Relating to the welfare of human beings as members of society. 
 
“Cultural”:  Relating to the customs, traditions, and values of a society. 
 
“Economic”:  Relating to economic development and economic welfare. 
 
“Workforce Development”: Relating to the training of a qualified workforce. 
 
“Communities we serve”:  The communities we serve include the diverse populations of students, employees, and community members 
impacted by the college.  These communities can be organized in many different ways.  They include those living in our eight county service 
area as well as those who interact with the college from afar.  They can also be organized by any number of demographic characteristics which 
transcend geographical boundaries.   


 
DEFINITIONS OF PLAN TERMS 


 
Goal/Core Themes:  Individually, core themes manifest the essential elements of our mission and collectively they encompass the mission. They 
represent the broad themes that guide planning processes designed to lead to mission fulfillment.   
 
Objectives:  Planning goals contained within each core theme that collectively lead to fulfillment of the core theme.  
 
Performance Measures:  Quantitative or qualitative indicators used to measure progress in meeting strategies, objectives, core themes, and 
ultimately, mission fulfillment. 
 
Critical Success Activity:  A specific action item that must be completed in order to reach fulfillment of a strategy, objective, or core theme. 
 
Benchmarks:  Targets established by the college in an effort to assess achievement, track progress over time, and set goals for improvement. 
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GOAL/CORE THEME 1:  COMMUNITY SUCCESS 
As a community college, we are committed to responding to the diverse needs of the communities we serve and to taking a leadership role in 
improving the quality of life of the members of those communities.  
 
Objective A:  Strengthen the communities we serve  
 
Performance Measure:   
 


I. The College of Southern Idaho’s mission fosters interaction between the College and the people of the diverse communities it 
serves both geographically and demographically. The College measures performance of this important mission component by 
emphasizing human connectivity and cultural awareness through support of such activities as the Herrett Forum Lecture Series, 
Arts on Tour, and the Magic Valley Refugee Day, among many others.  Additionally, CSI offers public events such as intercollegiate 
athletics, community education, and various camps and artistic performances in order to encourage learning and community 
interaction as well as for sheer entertainment. Finally, the College strengthens the community through its support of Head Start, 
the Office on Aging, and the Refugee Center, among other ancillary agencies.  The College further strengthens the community 
with a commitment to sustainability and civility.   


Benchmark:  Because of the breadth and diversity of this objective, it is continually assessed at the program level as an observable 
objective rather than a quantifiably measurable objective.1 


 
Objective B:  Cultivate economic partnerships across the communities we serve  
 
Performance Measure: 
 


I. The College of Southern Idaho’s mission promotes active participation in the economic development of the communities we 
serve.  CSI measures performance in fulfilling this mission component through continued membership and active participation in 
such organizations as Southern Idaho Economic Development, Jerome 20/20, Business Plus, Region IV Development, and Sun 
Valley Economic Development, among others.  CSI also maintains active participation as a member of various chambers of 
commerce throughout the region along with other economic development agencies.  While the College is never the sole reason 
that new companies move to the area, or that existing companies thrive, we strive to be a major contributor to both of these 
outcomes.  


Benchmark:  Because of the breadth and diversity of this objective, it is continually assessed at the specific program level as an 
observable objective rather than a quantifiably measurable objective.1 


 
Objective C:  Meet the workforce needs of the communities we serve  
 
Performance Measures:   
 


I. Total Unduplicated Headcount of Workforce Training Completers and Total Course Completions (Sources: State Workforce 
Training Report and Internal Reporting)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


1,852 Headcount 


9,478 Completions 


1,972 Headcount 


5,761 Completions 


2,266 Headcount 


7,531 Completions 


3,095 Headcount 


9,841 Completions 


Meet the workforce 
training needs of our 


area as determined by 
industry 


Benchmark:  Meet the workforce training needs of our area as determined by industry 2 (by 2021)  
 


II. Unduplicated headcount of graduates over rolling 3-year average of CTE Full Time Equivalency (FTE) (Source:  IPEDS Completions 
and Internal Reporting)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


54% 


(413/759) 


51% 


(370/723) 


60% 


(424/707) 


60% 


(414/695) 
55% 


Benchmark:  55% 3 (by 2021)   
 


III. Placement of Career Technical Education Completers (Source:  Idaho CTE Follow-Up Report) 
 


FY16 (2014-2015 Grads) FY17 (2015-2016 Grads) FY18 (2016-2017 Grads) FY19 (2017-2018 Grads) Benchmark 


97% 93% 96% 98% 96% 
Benchmark:  Maintain placement at or above the average for the previous four years (96%) 4 (by 2021)  
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GOAL/CORE THEME 2:  STUDENT SUCCESS 
As an institution of higher education, we exist to meet the diverse educational needs of the communities we serve.  Above all institutional 
priorities is the desire for every student to experience success in the pursuit of a quality education.   
 
Objective A:  Foster participation in post-secondary education  
 
Performance Measures: 
 
I. Annual Institutional Unduplicated Headcount (Source:  PSR 1 Annual Enrollment Report) 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


10,912 12,091 12,675 12,620 2% increase 
Benchmark:  2% increase 5 (by 2021) 


 
II. Annual Institutional Full Time Equivalency (FTE) Enrollment (Source:  PSR 1 Annual Enrollment Report)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


3,957 3,943 3,971 4,001 1% increase 
Benchmark:  1% increase 6 (by 2021) 


 
III. Dual Credit Enrollment by Credit and Headcount (Source:  State Board of Education Dual Credit Report)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


18,155 credits 


3,942 headcount 


 


25,680 credits 


5,353 headcount 


 


32,814 credits 


6,360 headcount 


 


36,904 credits 


6,613 headcount 


 


None 


Benchmark:  NA 7  
 
IV. Tuition and Fees (Source:  College of Southern Idaho)  


FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) FY20 (2019-2020) Benchmark 


$130 


(-4.8%) 


$130 


(-4.5%) 


$140 


(+2.5%) 


$140 


(+2.5%) 


Maintain tuition at +/- 
5% of the average of 


other Idaho community 
colleges 


Benchmark:  Maintain tuition at +/- 5% of the average of other Idaho community colleges 8 (by FY2021) 
 


V. Hispanic/Latino Enrollment (Source:  College of Southern Idaho)  


FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) FY20 (2019-2020) Benchmark 


21% 23% 24% 26% 27% 
Benchmark:  27% 9 (by FY2021) 


 
Objective B:  Reinforce a commitment to instructional excellence  
 
Performance Measures: 
 
I. Student Satisfaction Rate with Overall Educational Experience (Source:  Community College Survey of Student Engagement)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


90% 90% 93% 90% 90% 
Benchmark:  90% 10 (by FY2021) 


 
Critical Success Activity: 
• Continue implementation of the Center for Instructional Excellence instructional and professional development programs: 


o Measure the success of these programs, analyze data, and identify and implement changes. 
• Continue implementation of adjunct and early college professional development programs 


o Measure the success of these programs, analyze data, and identify and implement changes. 
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Objective C:  Support student progress toward achievement of educational goals  
 
Performance Measures: 
 
I. Percentage of first-time, full-time, degree seeking students retained or graduated the following year (excluding death or 


permanent disability, military, foreign aid service, and mission) (Source:  IPEDS)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 
60% 


(366/606) 


Fall 2015 


 Cohort 


56% 


(350/629) 


Fall 2016 


 Cohort 


56% 


(341/605) 


Fall 2017 


 Cohort 


58% 


(345/591) 


Fall 2018 


 Cohort 


60% 


Benchmark:  60% 11 (by FY2021) 
 
II. Percentage of students retained from fall to spring (Source: Voluntary Framework of Accountability [Main Cohort])  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 
72% 


(1,184/1,653) 


Fall 2013 


 Cohort 


72% 


(1,123/1,569) 


Fall 2014 


Cohort 


70% 


(1,002/1,429) 


Fall 2015 


Cohort 


72% 


(1,043/1,446) 


Fall 2016 


Cohort 


73% 


Benchmark:  73% 12 (by FY2021) 
 


III. Number of associate degrees and certificates of one year or more produced annually (Source: IPEDS Completions) Statewide 
Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


192 Certificates  


919 Degrees 


151 Certificates  


817 Degrees  


154 Certificates  


800 Degrees  


146 Certificates  


840 Degrees  
None 


Benchmark:  NA 13  
 
IV. Number of unduplicated graduates with associate degrees and/or certificates of one year or more produced annually (Source:  


IPEDS Completions) Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


189 Certificates  


853 Degrees 


148 Certificates  


774 Degrees  


152 Certificates  


736 Degrees  


146 Certificates  


796 Degrees  
None 


Benchmark:  NA 13  
 
V. Unduplicated headcount of graduates over rolling 3-year average of degree seeking FTE (Source:  IPEDS Completions and PSR 1 


Annual Degree Seeking FTE)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


30% 


(1,035/3,454) 


30% 


(951/3,184) 


32% 


(958/2,949) 


36% 


(1,010/2,788) 
40% 


Benchmark:  40% 14 (by FY2021) 
 


 
VI. Percentage of degree seeking students taking a remedial math course who complete a subsequent credit bearing course with a C 


or higher within one year of remedial enrollment (Source: College of Southern Idaho) Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


17%  


(211/1,273) 


31% 


(383/1,242) 


33% 


(370/1,126) 


39% 


(376/973) 
40% 


Benchmark: 40%15 (by FY2021)  
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VII. Percentage of degree seeking students taking a remedial English course who complete a subsequent credit bearing course with a 
C or higher within one year of remedial enrollment (Source: College of Southern Idaho) Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


48%  


(192/400) 


69% 


(274/395) 


70% 


(242/347) 


68% 


(180/265) 
72% 


Benchmark: 72%15 (by FY2021)  
 
VIII. Percentage of first time degree seeking students completing a gateway math course within two years of enrollment (Source: 


College of Southern Idaho) Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


27% 


(567/2,097) 


29% 


(561/1,937) 


34% 


(614/1,795) 


41% 


(695/1,705) 
43% 


Benchmark:  43%15 (by FY2021)  
 
IX. Percentage of students completing 30 or more credits per academic year (Source: College of Southern Idaho) Statewide 


Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


8% 


(453/5,621) 


8% 


(436/5,161) 


10% 


(472/4,618) 


11% 


(465/4,355) 
12% 


Benchmark: 12% 16 (by FY2021)  
 
X. Percentage of students who successfully reached semester credit hours of 24 credits for part-time and 42 credits for full-time by 


the end of the second academic year (Source:  Voluntary Framework of Accountability [Credential Seeking Cohort])  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 
58% 


813/1,395 


(Fall 2013 Cohort) 


60% 


609/1,023 


(Fall 2014 Cohort) 


62% 


594/962 


(Fall 2015 Cohort) 


65% 


633/974 


(Fall 2016 Cohort) 


66% 


Benchmark:  66% 17 (by FY2021) 
 
XI. Percentage of first-time, full-time degree/certificate seeking students who graduate within 150% of time (Source:  IPEDS) 


Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


21% 
(181/843) 


Fall 2013 Cohort 


26% 
(178/672) 


Fall 2014 Cohort 


27% 
(161/606) 


Fall 2015 Cohort 


29% 
(181/629) 


Fall 2016 Cohort 
30% 


Benchmark:  30% 18 (by FY2021) 
 
XII. Percentage of first-time, full-time degree/certificate seeking students who graduate within 100% of time (Source:  IPEDS) 


Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


13% 
(88/672) 


Fall 2014 Cohort 


15% 
(88/606) 


Fall 2015 Cohort 


15% 
(97/629) 


Fall 2016 Cohort 


18% 
(109/605) 


Fall 2017 Cohort 
19% 


Benchmark:  19% 19 (by FY2021) 
 
XIII. Percentage of students who have completed a certificate or degree, transferred without completing a certificate or degree, or are 


still enrolled after six years (Source:  Voluntary Framework of Accountability [Credential Seeking Cohort]) 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


60% 


842/1,395 
Fall 2009 Cohort 


61% 


(838/1,372) 
Fall 2010 Cohort 


60% 


(816/1,370) 
Fall 2011 Cohort 


61% 


(750/1,234) 
Fall 2012 Cohort 


64% 


Benchmark:  62% 20 (by FY2021) 
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XIV. Median credits earned at graduation (Source:  College of Southern Idaho) Statewide Performance Measure 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


86 83 80 78 75 
Benchmark:  75 21 (by FY2021)  


 
XV. Would you recommend this college to a friend or family member? (Source:  Community College Survey of Student Engagement) 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


98% 97% 96% 95% 96% 
Benchmark:  96% 22 (by FY2021)  


 
Objective D:  Provide evidence of achievement of student learning outcomes  
 
Performance Measures: 
 
I. Percentage of courses assessed via general education assessment process. (Source:  College of Southern Idaho)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


NA NA NA 69% 90% 
Benchmark: 90% 23 (by FY2023)  


 
II. Percentage of programs completing entire program assessment process. (Source:  College of Southern Idaho)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


NA NA NA 35% 90% 
Benchmark:  90% 24 (by FY2023)  


 
Objective E:  Offer opportunities for student engagement that go beyond the classroom  
 
Performance Measures:   
 
I. Participation in college-sponsored activities (organizations, campus publications, student government, 


intercollegiate or intramural sports, etc.)  (Source:  Community College Survey of Student Engagement)  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


29% 27% 28% 26% 30% 
Benchmark:  30% 25 (by FY2021) 


 


GOAL/CORE THEME 3:  INSTITUTIONAL STABILITY 


Sustainable community and student success can only come from a solid institutional foundation.  The stability of our institution is dependent 
upon ensuring that we have adequate capacity and resources to ensure the effectiveness of our operations.  


 
Objective A:  Provide employees with a work environment that values employee success and satisfaction  
 
Performance Measures:   
 
I. Chronicle of Higher Education Great Colleges to Work For Survey 


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


NA NA 64% 59% 70% 
Benchmark:  70% 26 (by FY2023)   


 
Objective B:  Ensure that the college maintains the financial resources necessary to meet its mission  
 
I. Maintain a Composite Financial Index (overall financial health) appropriate for a debt free college.  (Source:  Composite Financial 


Index)   


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 
2.91 2.62 3.66 4.39 3.0 or above 


Benchmark:  3.0 or above 27 (by FY2021) 
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Objective C:  Maintain a strong relationship with the CSI Foundation  
 
Performance Measures: 
 
I. Total Dollar Amount Awarded to Students by the CSI Foundation  


FY16 (2015-2016) FY17 (2016-2017) FY18 (2017-2018) FY19 (2018-2019) Benchmark 


$1.76 million $1.69 million $2.11 million $2.37 million $2.44 million 
Benchmark:  $2.44 million (a 3% increase over the previous year) 28 (by FY2021) 


 
Objective D:  Enhance infrastructure resources to ensure the college is safe, sustainable, and inviting to all of the members of our communities 
 
Performance Measures:  This measure is under development  


 
I. Potential measures tied to: Maintenance, Clery Report, IT service/availability, Cybersecurity 


Benchmark:  TBD 29 (To be established in 2021)  
 


KEY EXTERNAL FACTORS: 


There are numerous external factors that could impact the execution of the College of Southern Idaho’s Strategic Plan.  These include, but are 
not limited to: 
 


• Changes in the unemployment rate which has been shown to significantly impact enrollment; 
• Changes in local, state, and/or federal funding levels; 
• Changes to regional accreditation requirements; 
• Circumstances of and strategies employed by our partners (e.g. K-12, higher education institutions, local industry); 
• Legal and regulatory changes. 


 
EVALUATION PROCESS: 
The College of Southern Idaho Strategic Plan is evaluated annually by its locally elected Board of Trustees.  Benchmarks are established and 
evaluated throughout the year by the college’s Strategic Planning Steering Committee and by college administration.  The college reports on 
achievement of benchmarks annually to the College of Southern Idaho Board of Trustees and to the Idaho State Board of Education.  
_____________________________________________________________________________________ 
NOTES: 
 


1 The college has chosen to classify this as an observable benchmark rather than a measurable benchmark.  Our performance in strengthening our community and 
supporting economic development is tied to the college’s support and involvement in numerous events, activities, projects, and agencies throughout our service 
region.  These are constantly evaluated through interaction with our constituents at the individual program level. These self-assessments and evaluations provide 
information used for on-going improvement through our annual strategic planning review and revision cycle.  Rather than setting a quantitative benchmark for this 
performance measure, the college chooses to assess fulfillment of this objective through these program level observations. 
 
2 The college has chosen to classify this as an observable benchmark rather than a measurable benchmark.  Workforce enrollment fluctuates significantly based 
upon economic conditions outside of the college’s control.  Annually, CSI expects to meet all workforce training request made by industry partners.  Further, the 
college is continually seeking new avenues for workforce training that will benefit the communities we serve.  Rather than setting a quantitative benchmark for this 
performance measure, the college chooses to assess fulfillment of this objective through these program level observations.  
 
3 CSI Career Technical Education (CTE) students are enrolled in short-term and 1-Year Certificate Programs along with 2-Year Associate of Applied Science Programs.  
Given that it takes two years to graduate with an Associate of Applied Science Degree and one year to graduate with most Technical Certificates, we would expect 
55% of our CTE students to complete each academic year. (Completers earn a Basic Technical Certificate, Intermediate Technical Certificate, or Associate of Applied 
Science)   
 
4 This benchmark has been established based upon an average of the past four years of placement.  While the current benchmark is below the most recent annual 
placement level, external forces (e.g. unemployment rate) can significantly impact achievement of this benchmark.  (Source:  Internal CSI data) 
 
5 The college has established a 2% enrollment growth target relative to headcount. 
 
6 The college has established a 1% enrollment growth target relative to FTE.  Due to the large number of CSI students who are dual credit students and are not full-
time, this target has been set at half of the headcount target. 
 
7 The college has chosen to treat this as an observable benchmark, rather than a measurable benchmark.  While it is critical that the college track this method of 
student access, setting a measurable goal is not appropriate at this time. 
 
8 This benchmark has been established to ensure that tuition aligns with peer institutions in the state and remains affordable for students.  During the most recent 
year, tuition at CSI was $140 per credit.  North Idaho College=S141.50; College of Western Idaho=$139; College of Eastern Idaho=$129 
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9This benchmark reflects the college’s continued efforts to serve the Hispanic population in the college’s eight county service area.  The enrollment calculation is 
based upon the US Department of Education’s IPEDS enrollment calculation for Hispanic Serving Institution Designation. (The sum of the number of students 
enrolled full-time at an institution, plus the full-time equivalent of the number of students enrolled part time [determined on the basis of the quotient of the sum of 
the credit hours of all part-time students divided by 12] at the institution.) 
 
10Ninety percent is a reasonable target considering that comparison schools have averaged 86% during this same time period. Students are asked, “How would you 
evaluate your entire educational experience at this college?” (Percentage reflects those marking “Good” or “Excellent”) 


Source Note: The Community College Survey of Student Engagement (CCSSE) is an annual survey administered to community college students across 
the nation by the Center for Community College Student Engagement.  CSI participates in the survey annually during the spring semester.  In this 
metric, “comparison schools” consist of all other schools participating in the CCSSE during that term.  Approximately 260 schools participated in the 
CCSSE during the current assessment period. 


 


11 The 60% benchmark for first-time, full-time students has been set as a stretch benchmark in light of several college initiatives focused on retaining students, and 
in alignment with the Idaho State Board of Education Strategic Plan. (Most recent data reflects an entry cohort one year prior to FY date.  For example, FY19 data 
reflects fall 2018 entry cohort.)   


 
12 The 73% benchmark for first-time in college students has been set as a stretch benchmark in light of several college initiatives focused on retaining students, and 
in alignment with the Idaho State Board of Education Strategic Plan.  (Most recent data reflects an entry cohort three years prior to FY date.  For example, FY19 data 
reflects fall 2016 entry cohort.)   


 
13 Because degree completion is directly tied to enrollment, the college has chosen not to set a benchmark for this metric.  Metric 2.C.V (see footnote #14) examines 
completion in relation to enrollment and is benchmarked.    


 


14 The 40% benchmark has been established as a stretch benchmark in light of several initiatives the college has undertaken to increase graduation rates and in 
alignment with the Idaho State Board of Education Strategic Plan. 


 
15 These benchmarks have been established as stretch benchmarks in light of the college’s work to move students initially placed into remediation into successful 
college level coursework as quickly as possible.  These metrics are aligned with the Idaho State Board of Education Strategic Plan. 


 


16In recognition of data showing that students who complete 30 or more credits per year have more long-term success in college than students who do not, the 
college is working to encourage students to enroll in 30 or more credits per year.  This metric is also in alignment with the Idaho State Board of Education Strategic 
Plan. 


 
17 The 66% benchmark has been established as a stretch benchmark in light of several initiatives the college has undertaken to increase graduation rates and in 
alignment with the Idaho State Board of Education Strategic Plan. (Most recent data reflects entry cohort three years prior to FY date.  For example, FY19 data 
would be a fall 2016 entry cohort.) 


 
18 The 30% benchmark has been established in light of the recent positive trend in this area, several initiatives the college has undertaken to increase graduation 
rates, and in alignment with the Idaho State Board of Education Strategic Plan. (Most recent data reflects entry cohort four years prior to FY date.  For example, 
FY19 data would be a fall 2015 entry cohort.) 


 
19While the IPEDS 100% of time to completion metric is unrealistic for community colleges given the enrollment patters of our students, the college has set a 
benchmark to improve this percentage to 19%.  The college also measures and benchmarks completion-based metric 2.C.XII (see footnote 20) which is tied to the 
VFA Six Year Completion rate. (Most recent data reflects entry cohort two years prior to FY date.  For example, FY19 data would be a fall 2017 entry cohort.) 
 


20 The current target is a stretch benchmark.  It should be noted that this measure is based on a six-year cohort.  Therefore, progress on college initiatives targeted 
at completion may take longer to appear in this metric.  (Most recent data reflects entry cohort seven years prior to FY date.  For example, FY19 data would be a fall 
2012 entry cohort.) 


 
21 The college has worked to reduce the number of credits earned at graduation by students through mandatory orientation, mandatory advising, and the use of 
guided pathways.  This target reflects ongoing work in this area. 
 


22 CSI has consistently received scores averaging 96% on this metric.  The college seeks to maintain this high level of satisfaction from year to year.  Cohort colleges 
scored 94% on this metric in the most current assessment year.  Students are asked, “Would you recommend this college to a friend or family member?”  
(Percentage reflects those marking “Yes.”) 
 


23 In FY2019, the first year the process was in place and the first year this objective was measured, 54 of 78 (69%) general education courses participated in the 
outcomes assessment process.  The goal is 90% participation by individual programs and general education courses by 2023. 
 


24 The college began a robust and detailed annual Program Review process in 2017-2018.  In its first year, the process saw 35% of college programs complete the full 
review process.  At the same time, 95% of programs began work on the process, 92% completed the first two steps in the process, and 45% completed at least 80% 
of the process.   The future goal is 90% participation by individual programs by 2023. 
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25 Students are asked about time spent, “participating in college-sponsored activities (organizations, campus publications, student government, intermural sports, 
etc.”  The percentage reflects those indicating any level of participation. This benchmark reflects the college’s work to increase participation in these areas.  Cohort 
colleges scored 21% on this metric in the most current assessment year. 
 


26 CSI participated in the Chronicle of Higher Education’s Great Colleges to Work For survey in the spring of 2018 and in the spring of 2019.  Data from these surveys 
is being used to improve the employment climate at CSI.  The college does not intend to participate in the survey again until at least the spring of 2021.  However, a 
70% satisfaction rate has been set for 2023. 
 
27 This benchmark recognizes a Composite Financial Index Ratio that has been deemed to be appropriate for debt-free colleges by the Composite Financial Index.  A 
range above 3.0 indicates a level of fiscal health that allows for transformative actions. 


 
28 This benchmark recognizes a growth target for total scholarship dollars awarded each year.  The current goal is a 3% annual increase and is set by the College of 
Southern Idaho Foundation. 
 


29 This measure is under development as is set to be established by FY21. 
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Alignment with Idaho State Board of Education 2021-2026 Strategic Plan State Board of Education Goals 


Goal 1:  EDUCATIONAL 
SYSTEM ALIGNMENT 


Goal 2: EDUCATIONAL 
READINESS 


Goal 3: EDUCATIONAL 
ATTAINMENT 


Goal 4: WORKFORCE 
READINESS 


College of Southern Idaho Goals and Objectives     


GOAL 1: Community Success  


Objective A:  Strengthen the communities we serve   ✔ ✔ 


Objective B:  Cultivate economic partnerships across the communities we serve    ✔ 


Objective C:  Meet the workforce needs of the communities we serve ✔  ✔ ✔ 


GOAL 2: Student Success  


Objective A:  Foster participation in post-secondary education ✔  ✔  


Objective B:  Reinforce a commitment to instructional excellence  ✔  ✔ 


Objective C:  Support student progress toward achievement of educational goals ✔  ✔ ✔ 


Objective D:  Provide evidence of achievement of student learning outcomes  ✔  ✔ 


Objective E:  Offer opportunities for student engagement that go beyond the classroom ✔ ✔ ✔ ✔ 


GOAL 3: Institutional Stability  


Objective A:  Provide employees with a work environment that values employee success and 
satisfaction 


    


Objective B: Ensure that the college maintains the financial resources necessary to meet its 
mission 


✔    


Objective C:  Maintain a strong relationship with the CSI Foundation   ✔ ✔ 


Objective D:  Enhance infrastructure resources to ensure the college is safe, sustainable, and 
inviting to all of the members of our communities 


✔    


 








3. COMPENSATION 
 
 


3.01 PAYROLL (Rev: 9/19) 


All part-time and full-time new hire forms must be completed, approved, signed and submitted to 
HR five days prior to the time sheet due date each month. New full-time employees need to 
make an appointment with the HR benefits coordinator to complete their benefit forms, prior to 
the time sheet due date. New hire paperwork for any position, full or part-time, must be 
completed and approved prior to the actual hiring of the person performing any work for the 
college. Failure to follow hiring procedures may result in loss of the position. 
 
All position changes, rate of pay and change of departments must be completed with 
appropriate signatures on the New Hire/Change Notice and submitted to the HR Office prior to 
the time sheet due date. Overload Agreement forms must also be submitted prior to time sheet 
due dates. 
 
Supervisors are responsible to immediately complete a Resignation Form and submit it to HR 
when an employee terminates employment. Human Resources will copy Payroll. 
 
All time sheets must be completed with proper signatures and submitted to the Payroll Office on 
or before the due date. Time sheets submitted after the due date will be processed on a time 
available basis. Late time sheets will not be processed until the next month. 
 
Employees will be automatically inactivated if they have not worked for the College for 12 
months. Employees will be reactivated if they return to work within 24 months of their last day 
worked and they provide the HR Office with updated address and W-4 information. Employees 
who have not worked for the College for 24 months will be required to fully complete the new 
hire process. 


3.02 PAY PERIODS (Rev: 7/08) 


Payday is on the 25th of each month unless the 25th falls on a holiday or weekend, in which 
case payday will fall on the last working day prior to the holiday or weekend. The only exception 
to this is the months of December and occasionally November, which will be published each 
year.  
 
The Payroll Office publishes the paydays and time sheet due dates in December of each year 
and makes them available online. 


3.03 DIRECT DEPOSIT & PAYROLL DEDUCTION (Rev: 9/19) 


All employees are asked to sign up for direct deposit of their paychecks. There are two options 
to choose from: (1) Option A will deposit the entire net pay check into one account. (2) Option B 
allows the net check to be deposited into two separate accounts. You can select a percent or 
designate a fixed amount. Pay stubs are available online by logging into your MyCSI account. 


3.04 CHANGE OF ADDRESS (Rev: 10/18) 



http://www.csi.edu/BusinessOffice/payroll/timesheet_duedates.pdf





Changes of employee home address and/or telephone number should be reported to the HR 
Office. 


3.05 EXEMPT/NON-EXEMPT STATUS & OVERTIME (Rev: 12/17) 


The College is subject to the Federal Fair Labor Standards Act. For covered non-exempt 
(classified) employees, time worked in excess of 40 hours during the workweek must be 
compensated at the rate of time and one-half. Compensation may be in the form of either wages 
or compensatory time. If a non-exempt employee works over 40 hours in one week, they are 
given compensatory time off at the rate of one and one-half hours for each hour of overtime to 
be taken any time prior to the close of the pay period in which the week of overtime ends.  
 
Compensatory time may be carried forward past the pay period with the permission of the 
supervisor. Compensatory time earned and/or accrued must be utilized before vacation time 
can be used. Overtime will only be paid under unusual circumstances and with the approval of 
both the supervisor and the President. For the purpose of calculating overtime, the College 
defines the workweek as Monday through the end of the day on Sunday. Strict record keeping 
by the supervisor is a must. All compensatory time must be pre-approved by the supervisor in 
writing. A compensatory time form may be obtained from the HR Payroll Office. 
 
Excepted from this law are exempt employees of the College who are executive, administrative, 
professional, or instructional staff for whom these standards apply: 


• Primary duties are executive, administrative, professional, or instructional 
• Meet a minimum base pay requirement 
• Devote no more than 20% of their time to non-exempt work 


Job descriptions and pay are the basis for determining exempt and non-exempt status.  Please 
contact HR for additional information or to request a classification change. 


3.06 MILITARY & JURY DUTY PAY (Rev: 10/01) 


MILITARY LEAVE 
 
Taking leave for the purpose of performing military service shall be in accordance with 
applicable state and federal law. 
 
Military Leave With Pay 
 
Employees who are members of the national guard or reservists in the armed forces of the 
United States who are directed by proper military authority to participate in ordered and 
authorized field training under the National Defense Act shall receive military leave with pay for 
a maximum fifteen (15) working days in any one (1) calendar year. Such leave is exclusive of 
vacation and sick leave and compensatory time off for overtime. 
An employee taking military leave with pay must send a copy of his/her orders to HR. 
 
Military Leave Without Pay 
 







Currently federal law provides that employees who are drafted or enlist in the Armed Forces of 
the United States or who are called to active duty from the Reserves for extended periods (more 
than six months) be granted a leave without pay for a period of up to four years. 


• Health plan coverage at the employee's request and expense for a limited period of time as 
described by insurance regulations; 


• Retirement benefits and service credit in accord with the provisions of the applicable 
retirement system; and 


• Other length-of-service credits related to employment that would have been granted had the 
employee not been absent, provided that the employee returns to College service at the 
conclusion of the leave in accordance with applicable federal and state laws. 


An employee whose employment is reasonably expected to continue indefinitely and who 
leaves his or her position either voluntarily or involuntarily in order to perform active military 
duty, has reemployment rights as defined in Idaho Subsection 135.05. The law also requires 
that employees who wish to return to the College after active duty be guaranteed the same or 
equivalent position with similar grade and benefits. 
In order to be eligible for reinstatement an employee must: 


1. Present a certificate of satisfactory completion of service; 
2. Apply for reinstatement within 90 days of an honorable or general under honorable condition 


discharge from active duty, or within one year if hospitalized after discharge; 
3. Have been employed in a position expected to continue indefinitely, and would not have 


been laid off if employment had not been interrupted by military service. 


An employee shall be granted active military leave, provided that the employee gives advance 
verbal or written notice of the leave except when such notice is precluded by military necessity, 
impossibility, or unreasonableness. In the granting of such leave, the College may require 
verification of an employee's military orders. 
 
LEAVE FOR COURT REQUIRED SERVICE 
 
An employee who is summoned for jury duty or subpoenaed as a witness before a court of 
competent jurisdiction or as a witness in a proceeding before any federal or state administrative 
agency will be granted leave with pay and any jury or witness fees may be retained by the 
employee. 
 
An employee must request annual leave or leave without compensation for appearing as a party 
in a non-job-related proceeding involving the employee or appearing as a plaintiff or 
complainant in a proceeding in which the College is a defendant or respondent. 
 
An employee summoned for court and jury service shall notify his or her supervisor as soon as 
possible to obtain authorization for leave of absence. 


3.07 COMPENSATION DURING GENERAL EMERGENCIES (Rev: 10/18) 


From time to time, extreme weather conditions or other unusual occurrences make it necessary 
to close CSI facilities.  The following policy governs the compensation of CSI employees during 
such declared general emergencies.  Further information is available from HR. 
 







CONTENTS: 
 
A. Determination of General Emergency 
B. Leave in Situations of Closure or Inaccessibility 
C. Compensation for Work Performed at Facilities Declared Closed or Inaccessible 
D. Leave Provisions for Employees Unable to Report to Work Due to Emergency Conditions 
E. Early Release of Employees Due to Severe Storms 
 
A. DETERMINATION OF GENERAL EMERGENCY.  
 
When conditions in an affected area or a specific location necessitate, CSI facilities may be 
ordered closed.  The decision to close a CSI facility or declare it inaccessible is at the discretion 
of the President of the College or the President’s designee. 
 
B. LEAVE IN SITUATIONS OF CLOSURE OR INACCESSIBILITY.  
 
When a CSI facility is closed or declared inaccessible by the President or the President’s 
designee, affected employees are granted administrative leave to cover their normally 
scheduled hours of work during the period of closure or inaccessibility. 
 
C. COMPENSATION FOR WORK PERFORMED AT FACILITIES DECLARED CLOSED OR 
INACCESSIBLE. 
 
An employee who works at a CSI facility during a declared period of closure or inaccessibility is 
paid his or her regular salary for work during the employee’s normal hours of work. In addition to 
remuneration for time worked, non-exempt employees are granted compensatory time off equal 
to the number of hours worked during the declared period of closure or inaccessibility. 
 
D. LEAVE PROVISIONS FOR EMPLOYEES UNABLE TO REPORT TO WORK DUE TO 
EMERGENCY CONDITIONS.  
 
If a CSI facility has not been declared closed or inaccessible during severe weather or other 
emergency conditions, but such conditions prevent an employee reporting for work, the affected 
employee is permitted to use accrued vacation leave or compensatory time credits to cover the 
period of absence from duty.  If the employee has no vacation leave or compensatory time 
credit, the absence from duty is charged without pay.  Under some circumstances, the President 
or the President's designee may authorize leave with pay. 
 
E. EARLY RELEASE OF EMPLOYEES DUE TO SEVERE STORMS.  
 
When a severe storm occurs during the day, the President, or the President’s designee, may 
authorize early release of employees who commute long distances to and from work. 


COMPLETION OF DEGREE (Rev: 2/19) 


College employees are encouraged to inform the Director of Human Resources upon 
completion of a higher degree as well as submitting transcripts noting the degree conferred. 
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4. BENEFITS 
 
 


4.01 APPLICATION FOR BENEFITS PROCEDURE (Rev: 12/10) 


The employee has the responsibility to fill out the necessary forms in HR for benefits. If your employment 
status changes, qualifying you for additional benefits, you must notify HR and fill out the necessary forms. 
All changes in employee status concerning benefits must be approved in writing by the supervisor and the 
President.  


4.02 HEALTH INSURANCE (Rev: 10/18) 


Health insurance covers full-time employees and employees working twenty (20) or more hours per week 
for a period of five (5) months. Coverage becomes effective the 1st day of the month following the date of 
hire for full-time employees or the 1st day following the 5th month they work 20 or more hours as a part-
time employee. The employee's share of premium is deducted monthly from their paycheck. The 
employee is responsible for notifying the Benefits Coordinator within thirty days of a divorce, birth of a 
child, and when a dependent child ceases to be a dependent as defined by the plan. 
 
An open enrollment period for health insurance occurs annually in April or May. Open enrollment is the 
only time of the year you are able to change insurance plans or enroll dependents in health insurance 
coverage unless a qualifying event occurs. The HR Office will educate employees about coverage to their 
benefits for the upcoming year during the open enrollment period. 
 
Health coverage will be continued to the end of the month when termination of employment occurs before 
the 15th of the month. Termination after the 15th will result in continued health coverage through the end 
of the following month. Within sixty (60) days after eligibility for health care coverage ends, you may be 
able to purchase continued medical, dental, EAP and vision benefits on an individual basis for a period of 
time through COBRA coverage. Contact the Benefits Coordinator for more information. 


4.03 LIFE INSURANCE & SHORT- & LONG-TERM DISABILITY (Rev: 7/06) 


Your life insurance and short and long-term disability insurance coverage become effective the 1st day of 
the month following the date of hire. Only employees who are qualified to receive benefits are covered 
under the life insurance and disability insurance. The College pays for all life insurance and disability 
insurance premiums. Supplemental insurance is available at the expense of the employee. 


4.04 LIABILITY INSURANCE (Added: 2/00) 


The College carries liability insurance which protects the interest of the College in case of proven liability 
on the part of one of its agents. 
 
An employee may be sued as an individual (along with the College) for personal injury to others or 
damage to the property of others. In such an instance, the employee is protected by the College liability 
insurance as long as the employee is acting in good faith as an agent of the College and discharging 
official duties. 


4.05 WORKERS' COMPENSATION INSURANCE (Rev: 10/18) 


The College is required by law under the Idaho Workers' Compensation Act to carry employee insurance 
against "on the job accidents" and "occupational diseases."  The liability of the College to an employee, 







due to accidents or illnesses caused by his or her employment, is limited to those benefits provided in the 
Act. 
 
Employees who are hurt or think they may have injured themselves on the job must immediately contact 
Security to fill out an Incident Report.  Incident Report forms are available online or from Security. 


4.06 WORKERS' COMPENSATION & SICK LEAVE (Rev:10/18) 


Workers' Compensation is carried through the State Insurance Fund and is designed to pay the doctor 
and hospital bills for someone who is injured while working on the job.  It will also partially compensate an 
employee for loss of wages while off the job due to the injury.  In addition, the College policy allows an 
employee to continue receiving full salary under the following conditions: An employee injured on the job 
can take up to three (3) months job protected unpaid leave for an approved Workers’ Compensation 
injury.  The employee can choose to be paid accrued sick, vacation or compensation time in any 
increments they choose while receiving payment from the State Insurance Fund.  Should an employee 
choose to do so, it is the employee’s responsibility to complete a leave slip indicating Worker's 
Compensation and type of accrued hours used, and then submit it to the HR Office. 


4.07 RETIREMENT SYSTEM (Rev: 10/18) 


Membership in the Public Employee Retirement System of Idaho (PERSI) is mandatory for all full-time 
regular staff.  Contributions are payroll deducted.  Employee and employer contributions are required on 
all earnings.  This system requires a five-year vesting and allows transfer within the State of Idaho 
system. 
 
There are two Optional Retirement Plans (ORPs) available for instructional and administrative 
employees.  These are defined contribution plans administered by either TIAA-CREF or VALIC. Upon 
hire, these employees must choose one of the ORPs to serve as their retirement carrier or they may 
choose to stay with PERSI if already vested in that plan. Contributions are made by the College and the 
employee.  Investment choices are the responsibility of the employee, and the plans are 
portable.  Further details on the Retirement System may be obtained from the Payroll Manager or 
Benefits Coordinator. 


4.08 RETIREMENT SYSTEM & SICK LEAVE (Rev: 10/18) 


The College is required by Idaho Code to pay PERSI a percentage of an employee's payroll.  This 
provides a benefit to qualified retiring employees (PERSI and ORP), whereby an amount equivalent to 
one-half the dollar value of accumulated sick leave at time of retirement (up to a total of 600 hours’ 
maximum at current hourly rate upon retirement) would be credited to an account with PERSI and used to 
pay health insurance premiums for the retired employee enrolled in the retiree health plan or Medicare 
supplement.  See the Payroll Manager or Benefits Coordinator for more information. 


4.09 TAX DEFERRED RETIREMENT SAVINGS 


CSI provides pre-tax payroll deduction for employees who participate in certain Tax Sheltered Annuity 
(403B) Plans or Deferred Compensation (457) Plans. 
 
For a listing of plans available, or to arrange payroll deduction, see the Payroll Manager. 


4.10 EMPLOYEE ASSISTANCE PROGRAM (Rev: 10/18) 







The Employee Assistance Program (EAP) is a short-term counseling and legal referral service provided to 
all employees who are currently receiving benefits. This program addresses personal, relationship, work, 
legal and financial issues. 
 
We encourage any employee currently receiving benefits, or their family member, to take it upon 
themselves to seek assistance.  All communications and information received by the counselors of the 
program will be kept strictly confidential.  More information about this service can be found on the HR 
Benefits site or by contacting the Benefits Coordinator.  


4.11 TUITION-FREE CLASSES (Rev: 10/18) 


Full-time regular employees and their spouses and children are eligible to enroll in credit classes at CSI 
and submit an exemption form for charges associated with credits (commonly thought of as tuition); 
however, they are still responsible for any special fees associated with these courses and the cost of any 
books and supplies. Exemption forms do not apply to Non-Credit or Community Education 
courses. Employees, their spouses and children are responsible for logging into MyCSI and confirming 
that their exemption has been applied toward their account balance. They are also responsible for paying 
any special course, lab or activity fees by the applicable due date. This benefit and its requirements also 
extend to Retirees and their spouses. Children of Retirees may register for credit classes and apply for 
the exemption as long as the child meets the following criteria: 


• Under age 19 at the end of the year or 
• A full-time student under age 24 at the end of the year for at least five (5) months of the year or 
• Permanently and completely disabled at any time of the year 


To avoid late fees and being dropped for no payment; submit the completed exemption form to the 
Business Office at the same time as enrollment. Employees need to check their MyCSI account to 
confirm exemption processing and check for outstanding balances. Contact the Business Office if the 
exemption has not been applied. Eligible employees, their spouses and children are subject to all 
applicable due dates and late fees, as well as being dropped for no payment or non-attendance. No 
exceptions are made for employees, their spouses or children.   


4.12 REDUCED FEE/RECIPROCAL AGREEMENT COURSES (Rev: 10/18) 


Full-time regular employees may be able to register for courses at some Idaho post-secondary institutions 
using a reciprocal agreement negotiated with the College of Southern Idaho. There will be a nominal 
registration fee, plus a fee per credit hour to the employee. Special course fees may also be charged. 
 
To qualify for the benefit, the employee must complete a reciprocal agreement form. The supervisor and 
HR Department must sign this form. It is the employee's responsibility to submit the reciprocal agreement 
to their attending institution and to know what benefit that institution allows. 


4.13 PRESIDENT EMERITUS DESIGNATION (Rev: 5/17) 


The Board of Trustees may choose to grant President Emeritus/Emerita status to a retiring president. 
President Emeritus/Emerita status should be reserved to honor, in retirement, a president who has made 
distinguished professional contributions to the College of Southern Idaho and who has served a 
significant portion of his/her career at the institution. The intent of conferring President Emeritus/Emerita 
status is to bestow an honorary title in recognition of successful tenure in the presidential role. 
Appointment Procedure 
 
The College administration will forward a recommendation to the Board of Trustees to ask that this 
honorary title be conferred upon a president that is retiring or has retired from the institution. 







Rights, Privileges and Responsibilities 
 
A retired president granted emeritus/emerita status may, in addition to the benefits and privileges of all 
retired faculty and staff members: 


• Be listed in the College catalog with emeritus/emerita status. 
• Be awarded a certificate of emeritus/emerita status at the time of retirement or when appropriate. 
• Participate at his/her discretion in alumni and commencement activities as well as those of the CSI 


Foundation. 
• Be granted other privileges as deemed appropriate by the Board of Trustees. 
• When requested by administration, President Emeriti may serve in advisory capacities. 


4.14 RETIREMENT ELIGIBILITY AND BENEFITS POLICY (Rev: 10/18) 


To be eligible for retirement benefits at the College of Southern Idaho you must be a benefited employee, 
be a minimum of 55 years of age, and have worked full-time ten consecutive years at the time of 
retirement. Nine, ten and eleven month benefited employees will count as having completed a full year of 
employment. Years of part-time service does not count. 
The following benefits are set forth for CSI retired employees of the College of Southern Idaho: 


1. To participate in the CSI Early Retiree Health Insurance Plan, you must meet the requirements listed 
above, not be Medicare eligible. 


2. The retired employee and spouse may take credit classes at the current employee exemption rate in 
effect when the classes are to be taken. For children, please see Tuition-Free Classes. 


3. The retired employee will receive a clock or customary CSI retirement gift at the time of retirement. 
4. The retired employee will receive a Lifetime Pass that will allow them to attend selected CSI events at 


reduced prices. 
5. Events with special pricing for retired employees are CSI regular athletic events (not conference 


tournaments), student plays and musical performances, Arts on Tour, Herrett Center events, Library 
cards and access to the Student Recreation Center. Discount prices do not apply to non-CSI events 
held on campus. 


Retirement benefits are subject to change and will be applied based upon the Lifetime Pass Benefits in 
effect at the time the benefit is to be used. A list of the current retirement benefits may be found online. 
Faculty Emeritus Retirement Benefits are detailed in the Faculty Handbook. 
 
Any deviation or change to this policy must be approved by the President or his designee. 
 
 
 



http://hr.csi.edu/handbook/benefits4.htm#BM3_15_13__TUITION_FREE_CLASSES

http://hr.csi.edu/benefits/retirement.asp

http://hr.csi.edu/facultyhandbook/section3.html#3.04



		4. BENEFITS

		4.01 APPLICATION FOR BENEFITS PROCEDURE (Rev: 12/10)

		4.02 HEALTH INSURANCE (Rev: 10/18)

		4.03 LIFE INSURANCE & SHORT- & LONG-TERM DISABILITY (Rev: 7/06)

		4.04 LIABILITY INSURANCE (Added: 2/00)

		4.05 WORKERS' COMPENSATION INSURANCE (Rev: 10/18)

		4.06 WORKERS' COMPENSATION & SICK LEAVE (Rev:10/18)

		4.07 RETIREMENT SYSTEM (Rev: 10/18)

		4.08 RETIREMENT SYSTEM & SICK LEAVE (Rev: 10/18)

		4.09 TAX DEFERRED RETIREMENT SAVINGS

		4.10 EMPLOYEE ASSISTANCE PROGRAM (Rev: 10/18)

		4.11 TUITION-FREE CLASSES (Rev: 10/18)

		4.12 REDUCED FEE/RECIPROCAL AGREEMENT COURSES (Rev: 10/18)

		4.13 PRESIDENT EMERITUS DESIGNATION (Rev: 5/17)

		4.14 RETIREMENT ELIGIBILITY AND BENEFITS POLICY (Rev: 10/18)








5. LEAVE 
 
 


5.01 STAFF ANNUAL (VACATION) LEAVE (Rev: 1/19) 


Regular full-time twelve-month employees may earn annual (vacation) leave. The annual leave 
for twelve-month benefited employees who work less than 37.5 hours per week will be pro-
rated. 
 
The earning rate is governed by the length of time the employee has been employed by the 
College (to a maximum of twenty days for non-exempt employees and 25 days for exempt 
employees). The first year of base rate will be established by the administration of the College 
at the time of employment. Full-time non-exempt employees (staff) accrue vacation leave at a 
rate of 10 days per year; full-time exempt employees who are not faculty (executive, 
administrative, and professional) accrue vacation at a rate of 15 days per year. Starting the sixth 
year of employment, vacation accrual increases one day each year for the next succeeding ten 
years and will then remain constant unless determined otherwise by the administration. The 
date the employee begins work determines the start of earning. On December 31 of each 
calendar year, any vacation leave balance over 240 hours of individual employees will be 
forfeited and written off the accrual.  
 
Except in emergency situations, use of annual leave must be scheduled well in advance of the 
time desired in order to permit the minimum of disruption in the work routine of the department 
and must be approved by the immediate supervisor of the employee. It is the responsibility of 
the person taking leave to initiate the reporting procedure by completing and submitting a 
request for use of vacation leave form. Compensatory time earned and/or accrued must be 
utilized before vacation time can be used. Employees may elect to charge time off work due to 
illness to accrued vacation leave rather than to accrued sick leave. However, in the event an 
employee is ill and has no accrued sick leave, other accrued leave balances, including vacation 
leave, must be used prior to the employee receiving leave without pay. 
 
Use of vacation time is reported in hours.  An employee working a 7.5-hour day would report a 
full day off as 7.5 hours.  An employee working an 8-hour day would report a full day off as 8 
hours.  All faculty should report 8 hours on their leave slips if they are gone a full day.  An 
employee's CSI employee number must also be noted on the leave slip rather than the Social 
Security number formerly required.  This number appears in the upper left-hand of each 
paycheck stub. 
 
Unused vacation time and compensation time will be compensated the month following 
termination or retirement of an employee of the College of Southern Idaho. 
When the President grants administrative leave with pay such as an early closure prior to a 
holiday, a person may not use such administrative leave instead of scheduled vacation time 
off.  If a non-exempt employee is required to work when the College is given administrative 
leave with pay, compensatory time is earned. 
 
If an employee on approved vacation leave becomes ill, sick leave cannot be substituted. 
Employee may substitute sick leave if they provide a doctor's note. 
 







See also 5.03 Sick Leave with regard to reinstated employees and seniority on accrual for 
vacation. 


5.02 PERSONAL LEAVE (Added: 6/17) 


Personal leave for reasons of personal convenience may be granted to faculty and staff that do 
not earn vacation leave upon approval of the supervisor for up to three days per academic year. 
The employee must notify his/her supervisor in advance of the proposed days away, and 
arrangements must be made for the coverage of missed classes if the employee is faculty. 
 
An extended personal leave for reasons other than personal convenience may be granted upon 
approval of the President, provided that no compensation is paid during such leave, except as 
noted in other sections of the leave policy. All extended personal leaves in excess of 30 work 
days must be approved by the Board of Trustees. Re-employment rights to the same position 
are protected. Such leave shall not exceed one year in duration. 


5.03 SICK LEAVE (Rev: 1/19) 


Sick leave is an insurance against loss of pay because of illness or accidents. Sick leave is 
earned by regular full-time employees of the College at the rate of eight hours per contracted 
months worked. Sick leave for eligible employees working less than 40 hours per week will be 
pro-rated. 
 
Sick leave may only be used in cases of the employee's actual illness or disability or other 
health reasons necessitating the employee's absence from work or Employee Assistance 
Program (EAP) appointments. In addition, an employee may also use sick leave when needed 
to attend to a family member's medical appointments, serious illness, disability, or death and 
funeral in the family. Eligibility to use sick leave includes self, spouse, child, foster child, parent, 
brother, sister, grandparent, grandchild, or the same relation by marriage or legal guardian. Sick 
leave is not intended to be used indiscriminately, nor is it to be used in lieu of vacation leave. 
Consistent with the Family Medical Leave Act, the employee may be asked for medical 
certification. 
 
Sick leave absences must be submitted to supervisors on a Request for Use of Leave slip and 
then forwarded to the Human Resources Office for posting. Accumulated sick leave is posted on 
your check or direct deposit stub. Accumulated sick leave can be accessed online at your 
MyCSI account. 
 
Sick leave cannot be used in lieu of vacation leave. If an employee exhausts accrued sick leave, 
the employee must use other accrued leave balances prior to the employee receiving leave 
without pay. 
 
As of July 1, 2016, Statute 67-5333A allows an employee to transfer all accrued unused sick 
leave from a public education entity to a state educational agency (or vice versa) provided the 
employee commences employment at the new employer immediately following termination from 
the old employer. 
 
Reinstated Leave:  Employees rehired as of 1/1/14 to a full-time position within 3 years of 
termination and possessing 5 years of previous service will have their sick leave balance 
reinstated. Employees rehired into a full- time position within 6 months of termination from a 
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prior full-time position will keep their seniority on accrual for vacation. If rehired after 6 month of 
termination, vacation accrual earnings will start at the same rate as a new hire. 
 
There is no limitation on sick leave accrual. Accrued sick leave is not payable upon termination 
of employment. For information regarding converting accumulated sick leave at retirement to 
cover health insurance premiums, see 4.08 Retirement System & Sick Leave. 


5.04 FAMILY & MEDICAL LEAVE (FMLA) (Rev: 12/12) 


General Information 
 
The Family and Medical Leave Act (FMLA) is a federal law which entitles eligible employees to 
unpaid, job protected leave, under qualifying circumstances, as follows: (1) for a qualifying 
health condition of the employee or a family member; (2) for the birth or adoption of a child; and 
(3) for specific purposes to family members of qualifying military service members. 
 
To qualify for FMLA leave, the employee must meet eligibility criteria, must submit a written 
request, and upon return to work must provide a medical release (as requested). 
 
In the event an employee does not request FMLA leave for time off work for a qualifying health 
condition, CSI will designate the employee’s absence as FMLA leave (as requested). 
 
The College of Southern Idaho must notify employees of their rights under the FMLA. To meet 
this requirement, CSI must post in a prominent place in the workplace the Family and Medical 
Leave Act Poster. In addition, CSI must either: (1) include the information contained in the 
Family and Medical Leave Act Poster in its employee handbook; or (2) provide a copy of the 
information contained in the Family and Medical Leave Act Poster to each new hire. 
 
This policy is not intended to be all-inclusive. The exceptions and unique situations regarding 
FMLA benefits are too numerous and complex to address in a single policy. Consultation with 
Human Resources is strongly encouraged. 
 
Employee Eligibility 
 
An employee must meet the following criteria to be eligible for FMLA leave: 
 
1.The employee must have been employed with CSI for at least twelve months. The twelve 
months do not have to be continuous employment. If an employee has a break in service of 
more than seven (7) years, time worked prior to rehire/reinstatement following that break in 
service does not count towards the twelve-month eligibility requirement (unless the break in 
service was due to the employee’s National Guard or Reserve military service obligations). 
Employees who were on the payroll for any part of a week (even just one day) will be credited 
with a full week toward their total. 
 
2. The employee must have worked at least 1,250 hours during the twelve-month period 
immediately preceding the leave. These 1,250 hours must be hours worked, and do not include 
paid vacation or sick time, nor periods of unpaid leave during which other benefits (i.e. a group 
health plan or worker’s compensation) continued to be provided by CSI. 
 
Quantity of and Allowable Purposes for FMLA Leave 
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FMLA provides leave to employees for the following six circumstances: 
 
1. Birth of a child. 


• FMLA leave to care for or assist in the care of a newborn is available to all employees (male 
and female) as long as they are the parents or legal guardians of the child. 


• An expectant mother may take FMLA leave if her pregnancy makes her unable to work 
before the birth of the baby. Under the FMLA, pregnancy and pre-natal care involve 
continuing treatment by a health care provider, and therefore qualify as a serious health 
condition. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


2. Adoption of a child or placement of a child in foster care. 


• FMLA leave may be taken for events incident to the placement of a son or daughter with the 
employee for adoption or foster care. This includes, but is not limited to, pre-placement 
counseling sessions, court appearances, attorney consultations, and care for the adopted or 
foster child. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


Limitation: An employee’s right to take leave for birth and care of a newborn, or for placement of 
a child for adoption or foster care, must conclude within twelve months of the birth or placement. 
 
3. To care for a qualifying family member with a serious health condition. 


• Family members who qualify are limited to the employee’s spouse, the employee’s children 
under 18 years of age, the employee’s children incapable of self-care due to a mental or 
physical disability regardless of age, and the employee’s parents with a serious health 
condition. Care for siblings or in-laws with a serious health condition are ineligible for this 
provision of FMLA. 


• If an employee requests FMLA leave to care for a qualifying family member, CSI may 
require a doctor’s letter stating the need for support or care for the family member’s illness, 
as well as its expected duration. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 
• 4. Due to the employee’s own serious health condition. 
• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


5. To attend to a Qualifying Exigency (QE) arising out of the fact that the employee’s spouse, 
parent, son, or daughter is a service member who is “on active duty (or notified of an impending 
call or order to active duty) in support of a contingency operation.” QE leave is available to 
family members of active duty Regular Armed Forces, National Guard and Reserve service 
members. Activities considered to be a Qualifying Exigency may include: 


• Short-notice deployment; 
• Military events and related activities (in advance of and during deployment); 
• Childcare and school activities; 
• Financial and legal arrangements; 
• Counseling; 
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• Rest and recuperation; 
• Post deployment activities; and 
• Additional activities agreed upon between CSI and the employee. 


Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 
Agencies may require eligibility verification regarding the QE, including: DOL form WH-384; the 
service member’s orders; and confirmation from third parties (such as a teacher). 
6. To care for a qualifying family member who incurred a serious injury or illness in the line of 
duty while on active duty in the Armed Forces. 


• Family members who qualify are limited to covered service member’s spouse, parent, child, 
or next of kin. Next of kin refers to the nearest blood relative of the individual, other than the 
service members spouse, parent, or child, in the following order of priority: (1) individuals 
designated in writing by the service member as next of kin for purposes of this provision of 
the FMLA; (2) blood relatives who have been granted legal custody of the service member 
by statute or court authority; (3) siblings of the service member; (4) grandparents of the 
service member; (5) aunts and uncles of the service member; (6) first cousins of the service 
member. 


• Covered service members include current members of the Armed Forces (Including 
members of the National Guard or Reserves) or veterans (who were members during the 5 
years preceding their injury or illness); who are undergoing medical treatment, recuperation, 
or therapy; are otherwise in outpatient status, or are otherwise on the temporary disability 
retired list for a serious injury or illness. 


• Full-time and part-time employees are allowed up to 26 weeks of unpaid, job protected 
leave during a single12-month period at any time during the five years preceding the date of 
treatment, recuperation, or therapy. 


• If an employee’s leave qualifies as both military FMLA and non-military FMLA leave, FMLA 
military leave shall be designated first. 


• Total FMLA leave allowed during the 12-month period is 26 weeks (For example, an 
employee may not, in the same 12-month period, take 26 weeks of military FMLA leave per 
this circumstance and also take 6 weeks of FMLA leave due to circumstances 1-5 described 
above.) 


Definition of “Serious Health Condition” 
 
A “Serious Health Condition” means an illness, injury, impairment, or physical or mental 
condition that involves one of the following: 


1. Hospital Care. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 
medical care facility, including any period of incapacity or subsequent treatment related to or 
resulting from such inpatient care. 
• Incapacity Plus Treatment is a period of incapacity of more than three consecutive 


calendar days that also involves in-person treatment by a health care provider. 
Incapacity, for purposes of FMLA, is defined to mean inability to perform one or more of 
the functions of one’s job, attend school, or perform other regular daily activities due to 
the serious health condition, treatment for that condition, or recovery from that condition. 


• On at least two occasions that occur within thirty days of the first day of incapacity 
(unless extenuating circumstances exist) with the initial visit occurring within seven days 
of the first day of incapacity; or 
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• Within seven days of the first day of incapacity and resulting in a regimen of continuing 
treatment under the supervision of the health care provider. Continuing treatment is 
further defined as either (1) Treatment two or more times by a healthcare provider; or (2) 
Treatment by a health care provider on at least one occasion that results in a regimen of 
continuing treatment. A regimen of continuing treatment includes, for example, a source 
of prescription medication (e.g., an antibiotic) or therapy requiring special equipment to 
resolve or alleviate the health condition. A regimen of treatment does not include the 
taking of over-the-counter medications such as aspirin, antihistamines, or salves; or bed-
rest, drinking fluids, exercise, and other similar activities that can be initiated without a 
visit to a health care provider. 


2. Pregnancy (includes prenatal care and any period of incapacity due to pregnancy or 
recovery from childbirth). 


3. Chronic Conditions Requiring Treatments. A chronic condition is a condition that: (1) 
requires periodic visits (minimum two visits per year) for treatment by a health care provider, 
or by a nurse or physician’s assistant under a health care provider’s direct supervision; (2) 
continues over an extended period of time (including recurring episodes of a single 
underlying condition); and (3) may cause episodic rather than a continued period of 
incapacity (e.g. asthma, diabetes, epilepsy, etc.). 


4. Permanent/Long-term Conditions Requiring Supervision. This is defined as a period of 
incapacity which is permanent or long-term due to a condition for which treatment may not 
be effective. The employee or family member must be under the continuing supervision of, 
but need not be receiving active treatment by, a health care provider (e.g., Alzheimer’s 
disease, a severe stroke, or the terminal stages of a disease, etc.). 


5. Multiple Treatments (Non-Chronic Conditions). This section encompasses absences to 
receive multiple treatments by a health care provider, or by a provider of health care 
services under orders of, or on referral by a health care provider, for restorative surgery or 
for a condition which would likely result in a period of incapacity if not treated, such as 
cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), and kidney 
disease (dialysis). 


Types of FMLA Leave 
 
There are two types of FMLA leave: continuous and intermittent/reduced work schedule. 
 
Continuous FMLA Leave. An employee, who is off work entirely for a single qualifying reason, is 
on continuous FMLA leave. 
 
Intermittent FMLA Leave. Intermittent FMLA leave (or a reduced work schedule) is leave taken 
in separate blocks of time, interspersed with periods of work, due to a single qualifying reason. 
For example, an employee may request intermittent FMLA leave or a reduced work schedule 
for: transporting a family member to a medical care facility, filling in for primary caregivers, 
making arrangements for changes in care, periodic medical treatments, or episodic chronic 
illnesses/treatment (i.e.: chemotherapy treatment). 
 
Employees requesting intermittent leave or reduced work hours should schedule their leave so 
as to disrupt the College’s operations as little as possible. Employees should, when possible, 
submit a schedule disclosing their planned leave. Anticipated leave which was not actually 
taken will not be counted against the employee’s FMLA hours. 
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Employees on intermittent leave may be temporarily transferred to another similar position, if the 
transfer helps to accommodate the employee’s intermittent leave, until the need for intermittent 
leave no longer exists. 
 
Intermittent leave related to birth, adoption, or foster care is only available with employer 
(Appointing Authority) approval. In approving or denying the employee’s request for intermittent 
FMLA leave, the Appointing Authority should consider the business needs of the College. The 
College has the right to require the employee to temporarily transfer to another equivalent 
position while on intermittent leave to least disrupt business. 
 
In cases where intermittent or reduced work schedule FMLA leave is for birth, adoption, or 
foster care, use of intermittent FMLA leave cannot exceed a period of six (6) months regardless 
of the number of FMLA hours used. 
 
Calculating Eligibility 
 
The College of Idaho uses a rolling 12-month period measured backward from the date an 
employee uses any leave under this policy. Each time an employee takes FMLA leave, the 
amount of leave taken shall be computed and subtracted from the available weeks of leave. The 
balance remaining is the amount the employee is entitled to take at that time. 
 
FMLA and Worker’s Compensation 
 
While an employee is on leave related to a worker’s compensation injury, that employee may 
choose to designate the leave as FMLA leave. 
 
FMLA Procedures 
 
1. Notification and Request. In some, but not all instances, the need for FMLA leave is 
foreseeable. 
 
Advance Notification Required. When the employee knows in advance of the need to take 
FMLA leave, the employee must give the College 30 days’ notice prior to taking such leave. 
Notice shall include the anticipated start date of the FMLA leave, and the expected duration of 
the leave. Employees are to use the “FMLA Leave Request” form for this purpose. The 
supervisor must notify HR as soon as he/she is made aware of the pending leave. 
 
Impromptu Leave. In situations where advance notification is not practicable, the employee shall 
notify the College as soon as feasible. “As soon as feasible” would ordinarily mean the 
employee provides verbal notification to the College within one business day of the employee 
knowing of the need for FMLA leave.  The supervisor will notify HR after the employee has been 
on leave for three days. 
 
If the employee is unable to complete the “FMLA Leave Request” form to request unforeseen 
FMLA leave, HR shall complete the form on the employee’s behalf. If an employee is unable to 
provide notice, an employee’s friend or family member, acting on the employee’s behalf, may 
notify CSI of the employee’s need to take FMLA leave. In such situations, HR shall complete the 
“FMLA Leave Request” form on the employee’s behalf. 
 
2. Medical Certification. 
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When an employee requests FMLA leave for their own medical condition or to care for family 
members, CSI may require the employee to furnish a doctor’s statement certifying the medical 
information necessary to determine the employee’s eligibility for FMLA leave at the time such 
leave is requested. 
 
To expedite the processing of the leave request, employees are encouraged to furnish the 
physician’s statement with their completed “FMLA Leave Request” form. Ultimately, the 
employee must return the completed medical documentation within 15 days from the date of the 
leave request, unless a request for extension was received and approved. If an employee fails 
to provide medical documentation, FMLA leave may be denied. 
 
In situations where FMLA leave was unforeseen, CSI shall request certification within two 
business days after the leave commences. The employee then must provide the medical 
certification within 15 days of receipt of CSI’s request. 
 
In cases where medical certification is required, the certification must be complete and 
sufficient. If the College finds that the medical certification provided by the employee is 
incomplete (one or more of the applicable entries have not been completed) or insufficient (the 
information provided is vague, ambiguous, or inconclusive), the College shall notify the 
employee in writing of the additional information needed to make the certification complete and 
sufficient. The employee shall have seven (7) days (unless not practicable despite the 
employee’s diligent efforts) to cure the deficiencies. Failure by the employee to do so may result 
in denial of FMLA leave. 
 
To determine the extent of an employee’s serious health condition, if the first medical 
certification appears to lack validity, CSI may request a second opinion. If the second opinion is 
different from the first opinion, CSI may request a third medical opinion. The third opinion will be 
binding. If CSI requests second and third opinions, they will be paid for by CSI. 
 
3. Eligibility Determination and Response. 
 
CSI is required to provide the employee with an Eligibility Notice and with a Designation Notice 
once FMLA leave is requested. These Notices may be combined into one Notice. 
a. [Eligibility Notice] Within five (5) days of the employee requesting leave or the College 
learning an employee’s leave may be FMLA eligible, CSI shall notify the employee in writing 
whether the employee is eligible for FMLA leave, pursuant to Employee Eligibility of this policy 
(and if not, why the employee is ineligible). In conjunction with the Eligibility Notice, CSI shall 
also provide the employee with written notification of the employee’s rights and responsibilities 
under the FMLA, including the information contained in the “Notice of Eligibility and Rights & 
Responsibilities” form. This notification can be accessed at http://www.dol.gov/whd/forms/WH-
381.pdf and shall include: 


• Whether medical certification is required, and the consequences for failure to provide 
such medical certification; 


• Whether certification to verify a Qualifying Exigency is required, and the consequences 
for failure to provide such certification; and 


• Whether a “fitness for duty” certification is required for the employee to return to work, 
and the consequences for failure to provide such a certification. 


b. [Designation Notice] Within five (5) days of receiving enough information to determine that an 
employee’s leave is FMLA eligible, CSI shall provide written, official confirmation of the 
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designation of the employee’s leave as FMLA leave and the parameters (i.e., expectations, 
obligations, and consequences for failure to meet the same) of the FMLA leave, using the 
“Response to FMLA Request” memorandum. If a “fitness for duty” certification specifically 
addressing the issue of whether the employee can meet the essential functions of his or her job 
will be required for the employee to return to work, CSI must provide a list of the essential job 
functions no later than the date of the Designation Notice. In such a case, the Designation 
Notice must specifically inform the employee that the certification must address the employee’s 
ability to perform those essential job functions. 


4. Completion of Leave. An employee who is returning from FMLA leave may be required to 
provide a “Fitness for Duty” certification from their medical practitioner, if, due to the nature of 
the health condition and the job: 


• Light duty work or other accommodation is requested; or 
• The College, having a reasonable basis in fact to do so, requires assurance that returning to 


work would not create a significant risk of substantial harm to the employee or others. 


Note that, if a “Fitness for Duty” certification will be required upon return to work, the employee 
must be notified of that requirement in advance writing, on the “Response to FMLA Request” 
memorandum. If CSI wishes the “Fitness for Duty” certification to address the employee’s ability 
to meet essential job functions, CSI must provide the employee with a list of the essential job 
functions in conjunction with the Designation Notice. 
 
Benefits and Employee Rights 
 
While on FMLA leave, the employee’s health, vision, and dental benefits will remain unchanged. 
Thus, the employee will remain responsible for their share of the monthly health and dental 
premiums. If the employee is using sick, vacation or compensatory leave balances to receive a 
full or partial paycheck while on FMLA leave, the employee’s portion of health and dental 
insurance premiums will be deducted as usual. However, if the employee is not receiving a 
sufficient paycheck, he or she must arrange to pay the employee’s portion of health and dental 
insurance premiums. If the employee does not return to work after FMLA leave for reasons 
beyond their medical condition, CSI can require the employee to reimburse the College’s share 
of the premiums paid during the employee’s FMLA absence. 
 
An employee’s use of FMLA leave cannot result in the loss of any employment benefits that the 
employee earned or to which he or she was entitled before using FMLA leave. 
Use of FMLA leave cannot be counted against the employee for any disciplinary action 
regarding attendance. 
 
Upon return from FMLA leave, employees are entitled to be restored to the position they held 
prior to the FMLA leave, or to be restored in a substantially equivalent position with substantially 
equivalent benefits, pay, and other terms and conditions of employment. 


5.05 MILITARY FAMILY MEDICAL LEAVE (Added: 7/08) 


On January 28, President Bush signed into law the National Defense Authorization Act for FY 
2008 (NDAA), Public Law 110-181. Section 585(a) of the NDAA amended the FMLA to provide 
eligible employees working for covered employers two important new leave rights related to 
military service 



http://hr.csi.edu/handbook/Form_FMLA_Retrn.pdf





 
New Qualifying Reason for Leave 
 
Eligible employees are entitled to up to 12 weeks of leave because of “any qualifying exigency” 
arising out of the fact that the spouse, son, daughter, or parent of the employee is on active 
duty, or has been notified of an impending call to active duty status, in support of a contingency 
operation.  By the terms of the statute, this provision requires the Secretary of Labor to issue 
regulations defining “any qualifying exigency.”  In the interim, employers are encouraged to 
provide this type of leave to qualifying employees. 
 
New Leave Entitlement 
 
An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered 
service member who is recovering from a serious illness or injury sustained in the line of duty on 
active duty is entitled to up to 26 weeks of leave in a single 12-month period to care for the 
service member.  This provision became effective immediately upon enactment. This military 
caregiver leave is available during “a single 12-month period” during which an eligible employee 
is entitled to a combined total of 26 weeks of all types of FMLA leave. 
 
Additional information on the amendments and a version of Title I of the FMLA with the new 
statutory language incorporated are available on the FMLA amendments Web site 
at http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm. 


5.06 NON-QUALIFYING FMLA LEAVE (Rev: 4/19) 


For employees who do not qualify for FMLA, CSI allows employees to take up to 6 weeks of 
unpaid job-protected leave which cannot be used intermittently or to extend FMLA leave. At the 
end of the approved leave, employees must return to their full-time position or employment may 
be terminated. 


5.07 DISABILITY LEAVE (Rev: 12/17) 


In the event of a sustained illness or disability, short-term disability insurance is available 
following a 30-day waiting period.  Long-term disability is available after short-term disability 
ends. 


5.08 MATERNITY/PATERNITY LEAVE (Rev: 101/8) 


Maternity/paternity leave follows FMLA regulations for employees who qualify. Please refer to 
the Family Medical Leave Act (above). 


5.09 MEDICAL APPOINTMENTS (Rev: 1/06) 


Sick leave, compensatory time, or vacation may be used for medical appointments. 


5.10 FUNERAL LEAVE (Rev: 2/00) 


Your sick leave, compensatory time, or vacation leave benefit are available for use when 
requesting funeral leave.  See your supervisor to make arrangements. 



http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm

http://hr.csi.edu/handbook/leave5.htm#BM3_16_03__FAMILY_LEAVE





5.11 PROFESSIONAL LEAVE AND RELEASE TIME (Rev: 10/18) 


The College strongly encourages all employees to maximize their educational opportunities and 
will fully support employees in their educational pursuits. 
 
Leave with pay may be allowed to employees to attend conferences and professional meetings, 
provided arrangements are approved by the supervisor in advance.  Travel expenses and per 
diem allowances may or may not be provided.  All allowances for travel and per diem must be 
approved in advance by your supervisor. 
 
Based upon the needs of both the College, staff may wish to enroll in or be employed to teach 
courses for which they possess the necessary skills and qualifications. Staff must recognize that 
the operational needs of their work areas must take precedence over release time for classes. 
The following guidelines have been set concerning educational and instructional release time for 
staff: 


• Staff should make every attempt to schedule classes during hours they are not working. 
• Staff must request permission from their supervisors to vary their schedules in order to take 


classes. 
• The Memo of Understanding form must be completed if pursuing instructional duties and a 


copy of that form provided to the HR Office 
• Time away from scheduled work hours due to classes must be taken as compensation time, 


vacation leave, or made up during the regular work week. 
• Classes that directly benefit the employee in performing their current duties may be taken 


during regular working hours as part of their job.  In this instance, the department, with the 
supervisor’s discretion, may pay for fees associated with CSI classes. 


These guidelines are intended to provide consistency campus wide and to insure all staff are 
treated equally concerning release time. 


5.12 SABBATICAL LEAVE (Rev: 12/04; 7/07) 


Sabbatical leave of absence is a privilege available to qualified members of the faculty for 
intellectual refreshment and professional growth, which is normally obtained by study, research, 
travel, work experience, or other creative activity. The objective of a sabbatical leave is to 
enhance the service of the applicant to the College and to increase the distinction of the 
College. 
 
It is expected that each individual requesting sabbatical leave for the following year will submit a 
written application to the President by December 1. It is suggested that this report be planned in 
consultation with the President. The application should be accompanied by a statement 
detailing goals, objectives and a program of study which the applicant proposes to follow while 
on leave. Upon completion of the sabbatical, each employee will submit to the President a 
written report on the completion of his or her stated goals and objectives. When formal college 
credit has been earned during the leave, an official transcript will also be required. 
 
If an application is denied for lack of a suitable plan, the applicant will be given an opportunity to 
improve the plan and resubmit an application within a period of two weeks from the date of 
notification. An applicant will be notified by February 1 of his/her sabbatical status. A list of 







sabbatical alternates will be established each year in the event of a change of plans for 
individuals awarded a sabbatical. 
 
An applicant for sabbatical must have rendered services at the College of Southern Idaho for a 
minimum of six consecutive years immediately preceding the sabbatical leave. A leave of 
absence, except for a sabbatical leave, does not count as a break in the continuity of service for 
purposes of sabbatical leave consideration. However, any such absence shall not be included 
as service with respect to the six-year requirement. 
 
A sabbatical leave may be granted for a period of one full academic year, one full semester, or 
for one or two summer periods. Compensation for a one-year sabbatical leave shall be no less 
than 50 percent of the contract salary for the previous academic year. Compensation for only a 
one-semester sabbatical leave shall be the amount of the semester contract for the previous 
academic year. A summer sabbatical shall be for two-ninths of an academic year 
salary. Sabbatical leave shall be considered as regular service to the district for the purpose of 
salary. Employees on sabbatical leave shall not accept full-time positions for pay. If other grants 
or awards are received during the year as salary or compensation, the combination of 
sabbatical pay and other grants shall not exceed the applicant's annual contracted salary. 
The method of payment will be in the same manner as if the employee were teaching in the 
district. The employee must render two full years of service to the institution immediately 
following his/her return from sabbatical leave unless waived by the College. Failure to perform 
will result in a payment to the district by the employee for the sum received proportionate to the 
time of failure to meet the obligation of teaching in the two-year period. 
 
The maximum number of sabbatical leaves granted in any one year will not exceed 2 percent of 
the full-time faculty. The exact number will be determined by budgetary considerations and is 
based on the salary of the individual at the time of the application. The President, Executive 
Vice President/Chief Academic Officer, and appropriate Instructional Dean (with approval of the 
Board) shall choose from the applicants based on the following criteria: 
 


• Proposed work or study is concerned with a program that will directly benefit the College 
and its students. 


• Proposed work or study will result in the professional improvement of the College staff 
member. 


• The length of service of the applicant is a minimum of six consecutive years immediately 
preceding the requested sabbatical leave. 


5.13 ADMINISTRATIVE LEAVE (Rev: 1/14) 


Leave from duty for reasons other than those outlined in other leave categories may be granted 
to an employee upon approval of the President.  All leave in excess of 30 working days must be 
approved by the Board of Trustees. Such leave shall not exceed one year in duration. 


5.14 MILITARY AND JURY DUTY LEAVE (Rev: 2/00) 


Please refer to 3.14.05 Military and Jury Duty Pay. 


5.15 WORK-RELATED INJURY OR ILLNESS (Rev: 3/19) 



http://hr.csi.edu/handbook/compensation3.htm#BM3_14_05__GUARD_





In case of a life threatening emergency, an employee should report DIRECTLY to the nearest 
hospital emergency room. 
 
Employee Responsibility 


1. Notify your supervisor immediately of illness, injury or accident. 
2. Notify campus Security at 208-732-6605. 
3. Complete an incident report online. 
4. If immediate medical attention is necessary, go to: 


• St. Luke's Magic Valley Occupational Health from 8 a.m. - 6 p.m., Monday - Friday. 


Medical Plaza 
775 Pole Line Rd. W #101 
Twin Falls, ID 83301 
208-814-8100 


• For areas outside of Twin Falls go to your local Occupational Health Provider 


5. If you need to seek treatment outside normal hours listed above, please go to the 
nearest Emergency Department in your area. 


6. A post-accident drug screen is required for all work-related accidents & injuries. 


If unable to return to work employee MUST: 


1. Maintain contact with his/her supervisor 
2. Fill out leave slips and time loss for Workers Compensation 
3. Provide the Supervisor and HR with a Release/Intent to Return to Work Form completed 


by both employee and Physician 


Supervisor Responsibility 


1. Contact Security at 208-732-6605. 
2. Contact the HR Office at 208-732-6271. 


• If employee is unable to Return to Work or requires accommodations 
• For Pay Status/Continuation of employment 


3. Confirm employee has completed the Workers Compensation First Report of Injury 
Form. 


4. DO NOT allow employee to return to work WITHOUT a Release/Intent to Return to Work 
Form. 
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6. OPERATING POLICIES & PROCEDURES 
 
 


6.01 UNLAWFUL DISCRIMINATION, HARASSMENT, HUMAN TRAFFICKING, SEXUAL 
MISCONDUCT POLICY AND COMPLETE COMPLAINT PROCEDURE (Rev: 6/15) 


Purpose  
 
Persons of the College of Southern Idaho community, guests and visitors have the right to be 
free from discrimination, harassment, and sexual misconduct. All persons of the campus 
community are expected to conduct themselves in a manner that does not infringe upon the 
rights of others. 
 
The purpose of this Policy is to: 


• Clearly establish the College’s commitment to provide a campus free from discrimination, 
harassment, and sexual misconduct. 


• Define and set forth the procedures for investigating and resolving complaints of such 
conduct. 


• Reaffirm these principles and provide recourse for those individuals whose rights have been 
violated. 


This policy shall not be construed or applied to restrict academic freedom at the College of 
Southern Idaho, nor shall it be construed to restrict constitutionally protected expression, even 
though such expression may be offensive, unpleasant, or even hateful. 
 
Unlawful conduct which adversely impacts the campus, or has the potential to adversely impact 
the campus, will not be tolerated. 
 
Policy  
 
Discrimination or harassment of an applicant for employment, a student, a member of the 
public, or an employee by any individual on the basis of race, color, religion, national origin, 
gender, age (40 and over), sexual orientation, pregnancy, or disability is in violation of state 
and/or federal law and will not be tolerated by the College of Southern Idaho. 
 
Human trafficking, or sexual exploitation and abuse, as defined in Executive Order section 103 
of the TVPA, 22 U.S.C. 7102(8), will apply to all federal contractors and subcontractors, and 
includes sex trafficking in which a commercial sex act is induced by force, fraud, or coercion, or 
in which the person induced to perform such act has not attained 18 years of age, or the 
recruitment, harboring, transportation, provision, or obtaining of a person for labor or services 
through the use of force, fraud, or coercion, for the purpose of subjection to involuntary 
servitude, peonage, debt bondage, or slavery. Exchange of money, employment, goods, or 
services of sex, including sexual favors or other forms of humiliating, degrading or exploitive 
behavior is prohibited. This includes exchange of assistance that is due to beneficiaries. 
 
Persons found to be participating in any form of unlawful discrimination, harassment, sexual 
misconduct, or retaliation against another person for filing a complaint or cooperating with an 
investigation shall be subject to disciplinary action up to and including termination of 







employment or expulsion from school. 
 
Responsibility 
 
The College: It is the responsibility of the College to develop this Policy, provide training on this 
Policy, keep it up to date, and to ensure that any violation of this Policy brought to its attention is 
dealt with as required by law and according to this Policy.  
 
College Employees: It is the responsibility of each and every employee to know this Policy and 
to follow it. All College employees share the responsibility of understanding and preventing 
unlawful discrimination, harassment, and sexual misconduct and abuse. Supervisors have the 
responsibility to enforce the policy, to see that new employees receive training on the Policy, to 
make a regular review with all employees to ensure they know the Policy and to regularly check 
the workplace to make sure the Policy is being followed.  
 
The College has designated the Director of Human Resources, as the Coordinator for Title VII 
of Education Amendments of 1964, Title IX of the Education Amendments of 1972, and 
Sections 503 & 504 of the Rehabilitation Act of 1973, who will be responsible for following the 
reporting or complaint procedures as set out in this Policy. 
 
Gender-Based Misconduct 
 
Offenses include, but are not limited to: 


• Verbal, Physical, Visual, and Sexual Harassment 
• Non-Consensual Sexual Contact (or attempts to commit same) 
• Non-Consensual Sexual Intercourse (or attempts to commit same) 
• Sexual Exploitation 


Verbal, Physical, Visual, and Sexual Harassment: 
 
Verbal Harassment -- Includes, but is not limited to epithets, derogatory comments, slurs, 
propositioning, or otherwise offensive words or comments on the basis of race, color, religion, 
national origin, sex, age (40 and over) and disability whether made in general, directed to an 
individual, or to a group of people regardless of whether the behavior was intended to harass. 
This includes but is not limited to inappropriate sexually-oriented comments, including dress or 
physical features, sexual rumors, code words, and race-oriented stories, as well as jokes of a 
sexual or discriminatory nature or “kidding” which is oriented towards a prohibited form of 
harassment. 
 
Physical Harassment -- Includes, but is not limited to assault, impeding or blocking movement, 
leering, or the physical interference with normal work, privacy or movement when directed at an 
individual on the basis of race, color, religion, national origin, sex, age (40 and over) and 
disability. This includes pinching, patting, grabbing, inappropriate behavior, or making explicit or 
implied threats or promises in return for submission to physical acts. 
 
Visual Forms of Harassment -- Includes, but is not limited to derogatory, prejudicial, 
stereotypical or otherwise offensive posters, photographs, cartoons, e-mails, notes, bulletins, 
drawings or pictures on the basis of race, color, religion, national origin, sex, age (40 and over) 







and disability. This applies to both posted material and material maintained in or on College 
equipment or personal property in the workplace. 
 
Sexual Harassment --Includes but is not limited to any unwelcome: sexual advances, requests 
for sexual favors, or other verbal or physical conduct of sexual nature, including sexual assault. 
Sexual harassment, including sexual assault, can involve persons of the same or opposite sex. 
Sexual Harassment is defined as: 


• Unwelcome, gender-based verbal or physical conduct that is 
• Sufficiently severe, persistent or pervasive that it 
• Unreasonably interferes with, denies or limits someone’s ability to participate in or 


benefit from the College of Southern Idaho’s educational programs and/or activities, and 
is 


• Based on power differentials (quid pro quo), the creation of a hostile environments, or 
retaliation. 


Types of Sexual Harassment 
 


1. Quid pro quo sexual harassment exists when: 
• There are unwelcome sexual advances, requests for sexual favors or other verbal or 


physical conduct of a sexual nature; and 
• Submission to or rejection of such conduct results in adverse educational or 


employment action. 
2. Hostile Environment includes any situation in which there is harassing conduct that is 


sufficiently severe, pervasive and objectively offensive that it alters the conditions of 
employment or limits, interferes with or denies educational benefits or opportunities, from 
both a subjective (the alleged victim’s) and an objective (reasonable person’s) viewpoint. 


The determination of whether an environment is “hostile” must be based on all of the 
circumstances. These circumstances could include: 


• The frequency of the conduct; 
• The nature and severity of the conduct; 
• Whether the conduct was physically threatening; 
• Whether the conduct was humiliating; 
• The effect of the conduct on the alleged victim’s mental or emotional state; 
• Whether the conduct was directed at more than one person; 
• Whether the conduct arose in the context of other discriminatory conduct; 
• Whether the conduct unreasonably interfered with the alleged victim’s educational or 


work performance; 
• Whether the statement is a mere utterance of an epithet which engenders offense in an 


employee or student, or offends by mere discourtesy or rudeness 
• Whether the speech or conduct deserves the protections of academic freedom or the 1st 


Amendment. 


Non-Consensual Sexual Contact 
 
Non-Consensual Sexual Contact is defined as: 







• Any intentional sexual touching, 
• However slight, 
• With any object, 
• By a man or a woman upon a man or a woman, 
• That is without consent and/or by force 


Non-Consensual Sexual Intercourse 
 
Non-Consensual Sexual Intercourse is defined as: 


• Any sexual intercourse 
• However slight, 
• With any object, 
• By a man or woman upon a man or a woman 
• That is without consent and/or by force. 


Sexual Exploitation 
 
Occurs when a person takes non-consensual or abusive sexual advantage of another for his/her 
own advantage or benefit, or to benefit or advantage anyone other than the one being exploited, 
and that behavior does not otherwise constitute one of other sexual misconduct offenses. 
Sexual Exploitation is defined as: 


• Invasion of sexual privacy; 
• Prostituting another person; 
• Non-consensual photos, video, or audio-taping of sexual activity; 
• Going beyond the boundaries of consent (such as letting your friends hide in the closet 


to watch you having consensual sex); 
• Engaging in voyeurism; 
• Knowingly transmitting an STI or HIV to another person; 
• Exposing one’s genitals in non-consensual circumstances; inducing another to expose 


their genitals; 
• Sexually-based stalking and/or bullying may also be forms of sexual exploitation 


Other Misconduct Offenses (will fall under Title IX when gender-based) 


• Threatening or causing physical harm, extreme verbal abuse, or other conduct which 
threatens or endangers the health or safety of any person; 


• Discrimination, defined as actions that deprive other persons of the community of 
educational or employment access, benefits or opportunities on the basis of gender; 


• Intimidation, defined as implied threats or acts that cause an unreasonable fear of harm 
in another; 


• Hazing, defined as acts likely to cause physical or psychological harm or social 
ostracism to any person within the College of Southern Idaho community, when related 
to the admission, initiation, pledging, joining, or any other group-affiliation activity; 


• Bullying, defined as repeated and/or severe aggressive behavior likely to intimidate or 
intentionally hurt, control or diminish another person, physically or mentally (that is not 
speech or conduct otherwise protected by the 1st Amendment). 


• Violence between those in an intimate relationship to each other; 







• Stalking, defined as repetitive and/or menacing pursuit, following, harassment and/or 
interference with the peace and/or safety of a member of the community; or the safety of 
any of the immediate family of members of the community. 


• Relationship violence is abuse or violence between partners or former partners involving 
one or more of the following elements; battering that causes bodily injury, purposely or 
knowingly causing reasonable apprehension of bodily injury, emotional abuse creating 
apprehension of bodily injury or property damage, or repeated telephonic, electronic, or 
other forms of communication -- anonymously or directly -- made with the intent to 
intimated, terrify, harass, or threaten. 


Additional Applicable Definitions 
Definitions from the Student Handbook 
 
Confidentiality, Privacy and Reporting Policy 
 
Confidentiality will be maintained to the fullest extent possible in accordance with applicable 
federal, state and local law. However, a complete and thorough investigation of the allegations 
will require the investigator to inform witnesses of certain aspects of the report or compliant in 
order to obtain an accurate account of the actions of the parties involved. 
 
To Report Confidentially 
 
When consulting campus resources, all parties should be aware of confidentiality, privacy and 
mandatory reporting in order to make informed choices. On campus, some resources can offer 
you confidentiality, sharing options and advice without any obligation to tell anyone unless you 
want them to. 
 
If one desires that details of the incident be kept confidential, they should speak with on-campus 
mental health counselors or off-campus rape crisis resources, members of the clergy or 
employee assistance program who can maintain confidentiality. Campus counselors are 
available to students free of charge.  
  
If you are unsure of someone’s duties and ability to maintain your privacy, ask them before you 
talk to them. They will be able to tell you, and help you make decisions about who can help you 
best. 
 
Non-Confidential Reporting Options 
 
You are encouraged to speak to officials of the institution to make formal reports of incidents. 
The College of Southern Idaho considers all faculty and staff “responsible employees” with the 
exception of campus counselors. 
 
Notice to anyone in any of these roles is an official notice to the institution. You have the right 
and can expect to have incidents of sexual misconduct to be taken seriously by the institution 
when formally reported, and to have those incidents investigated and properly resolved through 
administrative procedures. Formal reporting means that only people who need to know will be 
told, and information will be shared only as necessary with investigators, witnesses, and the 
accused individual. 
 
To Report 
 



https://www.csi.edu/studentHandbook/nonDiscrimination-definitions.asp





CSI follows the practice of due process; i.e., the right to be heard in his or her own defense to 
provide an equitable method for the administrative resolution of complaints without coercion, 
restraint, or reprisal against any person for filing or for involvement in a complaint, and to 
establish a uniform method of filing a complaint.  
 
If any individual observes unlawful discrimination, he/she should take direct action to report the 
problem. Employees must take action by notifying their administrator or Director of Human 
Resources, who will then take prompt steps to address the allegation. 
 
The following complaint procedure should be followed in order to address a report or complaint 
regarding personnel policies and procedures, practices, working conditions and/or unlawful 
harassment, discrimination, sexual misconduct and abuse, or retaliation: 


• A person who feels unlawfully harassed, discriminated against, sexually exploited and 
abused, or retaliated against should report it to the Director of Human Resources or 
Dean of Students. If any employee becomes aware that unlawful conduct is occurring in 
any College department as a result of an individual coming forward, the employee will 
immediately report it to the appropriate administrator pursuant to this Policy. Once a 
complaint of unlawful harassment, discrimination, sexual misconduct and abuse, or 
retaliation has been made, the complaint cannot be withdrawn by the complainant 
without a determination that it was made erroneously. 


• Promptly upon receiving the complaint, the Director of Human Resources or Dean of 
Students will initiate the investigation to determine whether there is a reasonable basis 
for believing that an alleged violation of this Policy occurred. 


• Investigator will be assigned by either the Director of Human Resources or Dean of 
Students, and will interview the complainant, the respondent, and any relevant witnesses 
to determine whether the unlawful conduct occurred. 


• The investigator will conclude the investigation and submit a report of their findings. 
• If it is determined that conduct in violation of the College’s policy has occurred, the 


Director of Human Resources or Dean of Students will recommend the appropriate 
course of action to be taken by the College.  


• If the investigation is inconclusive or it is determined that there has been no conduct in 
violation of this Policy, but some potentially problematic conduct is revealed, corrective 
action may be taken. 


• After the investigation is concluded, the Director of Human Resources or Dean of 
Students will meet with the complainant and the respondent separately in order to notify 
them of the findings of the investigation. 


• All parties will be informed of the colleges appeal process, and their right to exercise a 
request for appeal. 


Sanctions/Disciplinary Action 
 
If unlawful conduct is determined to have occurred, the action will be commensurate with the 
severity of the offense, up to and including expulsion or termination. The conduct body reserves 
the right to broaden or lessen any range of recommended sanctions/discipline in the case of 
serious mitigating circumstances or egregiously offensive behavior. Neither the initial hearing 
officers nor any appeals body or officer will deviate from the sanctions unless compelling 
justification exists to do so. 
 
Retaliatory Harassment 
 







Retaliatory harassment in any manner against a person for filing a charge or initiating a report or 
compliant, testing in an investigation, providing information or assisting in an investigation, is 
expressly prohibited and subject to disciplinary action. 
 
False Complaints 
 
Any complaint regarding discrimination or harassment, or sexual misconduct and abuse, which 
is conclusively proven to be false, will result in discipline up to expulsion or termination. This 
statement is not intended to discourage individuals from making reports or complaints regarding 
unlawful conduct. However, false complaints adversely impact the campus and the livelihood of 
the accused, even when disproved, and will not be tolerated. 


6.02 AMERICANS WITH DISABILITIES ACT (ADA) (Rev: 10/18) 


The College of Southern Idaho complies with the Americans with Disabilities Act of 1990 and 
the Rehabilitation Act of 1973. The Americans with Disabilities Act (ADA) prohibits 
discrimination against qualified individuals with disabilities in any aspect of employment. The 
Americans with Disabilities Act (ADA) requires that employers provide opportunities for 
selection, testing and hiring of qualified applicants with disabilities. The Director of Human 
Resources serves as the Title II ADA Coordinator. The Director is located at TAB 212 or may be 
reached at 208-732-6267. 
 
The ADA requires reasonable accommodation for a disabled person, unless the 
accommodation would cause an undue hardship. Reasonable accommodations allow an 
otherwise qualified person with a disability to perform essential job functions. Any qualified 
individual employed at the College of Southern Idaho with a disability who needs to have the 
disability reasonably accommodated must complete the procedure as outlined below. 
 
ADA Definitions 
 
Individual with a disability: any person who: (1) has a physical or mental impairment that 
substantially limits one, or more, major life activity, (2) has a record of such an impairment or (3) 
is regarded as having such an impairment. To be protected by the ADA, the individual must be a 
qualified individual with a disability. 
 
Qualified individual with a disability: with respect to employment, a person with disability who, 
with or without reasonable accommodation, can perform the essential functions of the job in 
question. 
 
Essential function: the ADA covers only qualified individuals with disabilities. Determining the 
"essential functions" of a position is critical in evaluating whether or not a person with a disability 
is qualified for the position he or she holds. If an individual with a disability can perform the 
essential job functions, with or without reasonable accommodation, he or she may be 
considered qualified for the position held. EEOC regulations define essential function as "the 
fundamental job duties of the employment position the individual with a disability holds." 
Marginal duties are not included. 
 
Procedure for Requesting Reasonable Accommodation by a Qualified Individual with a 
Disability (Added: 2/2000) 
 







The employee may request the accommodation by obtaining a copy of the request form from 
the Human Resource Department (HR), completing and signing it, and returning it to HR along 
with appropriate medical documentation. 
 
If an employee makes a verbal request for accommodation to a supervisor, or other 
administrator, that individual should refer the employee to the Human Resource Department 
and notify HR of that referral. 
 
When HR receives a signed request form, the Director will convene a meeting of a 
representative from HR, the supervisor/unit head and other administrative personnel as 
appropriate to discuss the request and reasonable accommodation. 
 
The supervisor will provide this committee with a current job description for the position held by 
the qualified employee. 
 
If the individual meets the definition of a qualified individual with a disability, a reasonable 
accommodation plan will be developed. Once it is agreed upon by the requesting employee, the 
supervisor, and HR, the plan will be signed and implemented. All accommodation plans will be 
reviewed after six months unless a shorter period of review is agreed to in the plan. 


6.03 DRUG AND ALCOHOL FREE CAMPUS POLICY AND DRUG AND ALCOHOL TESTING 
POLICY AND PROCEDURES (Rev: 1/06; 12/12) 


Purpose 
 
The College of Southern Idaho recognizes the health risks and costs associated with the use of 
illicit drugs and the abuse of alcohol and is committed to providing a drug-free and alcohol-free 
educational environment which supports the mission of the College. 
 
Statement of Policy 
 
It is the policy of the College of Southern Idaho that the unlawful manufacture, distribution, 
dispensation, possession, use of a controlled substance as listed in Idaho Code Section 37-
2705, intoxicants as defined by Twin Falls City Ordinance 3027, or the use of alcohol by 
students and employees is prohibited in the workplace, on College time, or on College property. 
This prohibition covers any individual's actions that are part of College activities occurring on 
College property or in the conduct of College business away from campus. At any time when an 
employee of the College, on College business, accompanies students away from campus, or is 
in a position to supervise students away from campus, the possession, use or dispensation of a 
controlled substance or the use of alcohol by such employee is strictly prohibited. The 
employee-student policy applies even when the President, or his designee, deems it appropriate 
to permit the presence of alcohol at an off-campus College sponsored event. 
 
It is a condition of employment with the College that employees abide by this policy. All 
employees must sign a CSI Drug and Alcohol Free Workplace Acknowledgement and 
Agreement . Employees who have previously signed the Drug Free Workplace Agreement are 
subject to this policy. New employees will be required to sign the Agreement. A copy of this 
policy and these procedures are available on the CSI web site. Employees may request a hard 
copy from the Human Resource Department. All employees, prospective employees, and 
contract employees are subject to the terms and conditions of these revised policies and 
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procedures. If the College of Southern Idaho functions as the fiscal agent and grantee for a 
specific program, that program may have greater, but not lesser, requirements. 
 
Testing Policy 
 
The State of Idaho has codified the procedure under which a political subdivision of the State of 
Idaho may test its employees for drugs and/or alcohol at Title 72, Chapter 17 of the Idaho Code. 
 
The Board of Trustees of the College of Southern Idaho has determined that it is in the best 
interest of the College, its administration, faculty and staff to have a drug and alcohol testing 
policy. The College may require any employee or prospective employee to submit to appropriate 
testing for the presence of drugs or alcohol under circumstances which may include, but not be 
limited to the following: post-accident, reasonable suspicion and return to duty/follow-up. 
 
Employees will not be permitted to work with a detectable level of prohibited drugs in their 
system. The basis for determining "under the influence" and/or "detectable level" is, for the 
purposes of this policy, a positive test result for drugs and/or alcohol. A positive result for 
alcohol shall be .02 alcohol concentration or more. Prohibited drugs include both illegal and 
legal substances, including alcohol or prescription drugs that have not been specifically 
prescribed, or used as prescribed, by a licensed physician for specific treatment purposes of the 
employee at that time. 
 
The policy of the College of Southern Idaho, which may be amended at any time, is as follows: 
Post-accident: 
 
Any employee whose performance either contributed to any accident or injury or cannot be 
completely discounted as a contributing factor to an accident will be tested based upon the 
following conditions: 


1. If the accident caused injuries resulting in medical treatment being provided by a physician 
or his/her designee (other than first-aid). 


2. If the accident resulted in significant property damage. 


Reasonable suspicion: 
 
When trained supervisory personnel determine there is reasonable suspicion to believe an 
employee is under the influence or in possession of any substance prohibited by these 
standards or is otherwise in violation of this policy, the College may: 


1. Require the employee to submit to a drug and/or alcohol test when at least one 
designated/trained employee and the President of the College, or his designee, have 
reasonable suspicion to believe that an employee is under the influence of drugs and/or 
alcohol. These beliefs will be based upon specific physical behavioral or performance 
indicators. 


2. Turn over to appropriate law enforcement agencies any illegal substance found on the 
premises. This may result in criminal prosecution. 


Return to duty/follow-up: 
 
An employee who tests positive for drugs or alcohol may not return to work until such employee 







tests negative. The College of Southern Idaho has the option of disciplinary action up to and 
including termination for a confirmed positive test. When disciplinary action has been chosen as 
an option, the employee may return to duty when the following conditions, which may be at the 
employee's expense, are met: 


1. The employee must have a negative return-to-duty test for drugs and/or alcohol as specified 
in this policy. The sample collection and analysis of the specimen must be conducted at the 
company's designated site. The sample must have been collected no more than 24 hours 
prior to the employee's return to work. 


2. The employee must submit to an evaluation (a copy of which is sent to the employer) by the 
College's designated Substance Abuse Professional/Employee Assistance Program 
identifying: 
• Recommendations for treatment, if any. 
• A signed agreement from the employee stipulating to his/her commitment to the outlined 


plan/recommendations. 
• A plan for follow-up drug/alcohol testing to be completed for a period of time to be 


determined by the substance abuse professional. 


Testing Procedures 


1. Any testing for drugs or alcohol on current employees will be considered work time for 
compensation purposes. Prospective employees shall not be paid for any time spent for 
drug/alcohol testing. The College shall pay all initial costs of drug or alcohol testing pursuant 
to this policy. 


2. An employee does have the right to refuse to be tested. However, refusal to submit to the 
test may be grounds for disciplinary action up to and including termination. 


3. Sample collection, testing and analysis for drugs or alcohol shall be performed by the third 
party administrator and within the guidelines as set forth within a Substance Abuse and 
Mental 
Health Services Administration (SAMHSA) approved lab and Department of Health and 
Human 
Services (DHHS). The third party administrator will assure validity, confidentiality and 
security of samples and test results. Sample selection and testing will conform to the above 
guidelines, including scientifically accepted analytical methods and procedures. 


4. The third party administrator will designate a Medical Review Officer (MRO), or his 
designee, to interpret, evaluate and monitor the drug testing program and results. The MRO 
will be a licensed physician with knowledge of drugs, testing methods and drug abuse 
disorders. 


5. The College of Southern Idaho and/or physician shall determine the drug testing technique 
(e.g., urine sample, breath sample, blood sample, physical examination, sobriety 
examination) to be administered. 


6. All individuals who are required to be tested under the conditions of this policy will report to 
the third party's administrator/College of Southern Idaho's designated collection site and at 
the requested time. 


7. If the test or retest is negative, the chain of custody form is reviewed for completeness and 
accuracy and the results are reported to the College of Southern Idaho. 


8. If any test is positive for drugs or alcohol, the College of Southern Idaho shall receive a 
confirmatory test. 


9. If an employee or prospective employee tests positive for drugs or alcohol: 







• The employee shall be contacted by the MRO, prior to notification of the College of 
Southern Idaho, so that the MRO may determine whether a legally prescribed 
medication resulted in the positive drug test. It is the employee's obligation to be 
available to the physician so the situation can be discussed. 


• Any employee or prospective employee who tests positive for drugs or alcohol must be 
given written notice of that test result, including the type of substance involved. 


10. Any employee who tests positive for drugs or alcohol may not return to the work force until 
such employee tests negative. 


11. Any employee or prospective employee who has a positive test result may request that the 
same sample be re-tested by a mutually agreed upon laboratory. A request for retest must 
be made in writing to the Director of Human Resources within seven (7) working days from 
the date of the first confirmed positive test notification and be paid for by the employee or 
prospective employee requesting the test. If the retest results in a negative test outcome for 
an employee, the 
College will reimburse the cost of the retest and/or compensate the employee for his time if 
suspended without pay. 


12. Upon receipt of a confirmed positive drug or alcohol test result or other proof which indicates 
a violation of this policy, or upon the refusal of an employee to provide a test sample or upon 
an employee's alteration or attempt to alter a test sample, the College may use that test 
result or the employee's conduct as the basis for disciplinary or refusal-to-hire action. The 
College may require that the current employee utilize the return-to-work procedure as a 
condition of continued employment or reinstatement. Actions by the College may include, 
but are not limited to, the following: 


• Per the evaluation of a substance abuse counselor, the employee will enroll in a private 
employer-approved rehabilitation, treatment or counseling program, which may include 
additional drug or alcohol testing, as a condition of continued employment; 


• Suspension of the employee with or without pay for a period of time; 
• Termination of the employee; 
• Other disciplinary measures as deemed appropriate by the College. 


13. All tests results will be maintained by the College of Southern Idaho in a manner which 
assures their confidentiality and will be available to other parties only upon specific written 
consent of the individual tested. 


14. This policy shall conform in all respects with the provisions of Title 72, Chapter 17, Idaho 
Code. 


15. This policy shall not in any way create a physician-patient relationship with the College of 
Southern Idaho and a prospective or current employee. 


16. If an employee tests positive for drugs or alcohol, such employee shall not be considered 
disabled by virtue of the test results alone. 


17. All prospective and current employees will be fully informed of the Drug and Alcohol Free 
Workplace Policy and procedures prior to any testing being administered. All employees will 
be provided with a copy of this policy. No current or prospective employee will be tested until 
this information is made available to him/her. 


Appeals Process 
 
In the event that any employee is found to have violated this policy and is not satisfied with any 







action taken by the College under the provisions of 12 (a), (b), (c) or (d), such employee may 
appeal as follows: 


1. Within ten (10) days following notice of the action taken by the College concerning a 
violation of the policy, notify in writing the Director of Human Resources that the employee 
desires to appeal the decision, the basis for the appeal and the grounds upon which the 
employee believes that the action taken by the College was inappropriate; 


2. The "Appeals Committee" shall be composed of 5 members. The committee will include two 
members each from faculty and staff, and one member from the administration. Members 
from faculty and support staff will be selected by the faculty senate and by the staff 
organization. 
Administration, professional and the President's Council members will be appointed by the 
President. 


3. Any appealing employee will be provided a full hearing on his or her appeal within thirty (30) 
days of the written notice of appeal and will be provided with a written decision by the 
Appeals Committee within ten (10) days following the hearing. If the Appeals Committee 
finds for the employee, the written decision will include a recommendation to the President 
for action to be taken regarding the employee's employment status. 


4. Failure to file any such appeal, in writing, within the (10) days following notice of the action 
by the College will constitute a waiver of the employee's right to appeal. 


Education and Prevention 
 
The College of Southern Idaho recognizes drug and alcohol dependency as a serious problem 
and as a health, safety and security threat to the business of education. Employees who need 
help in overcoming such dependency should contact their supervisor, the Employee Assistance 
Program or the Director of Human Resources. A voluntary, conscious effort to seek such 
assistance is encouraged. 
 
Employees are encouraged to learn more about the dangers of drug and alcohol abuse and 
may obtain more detailed information about available treatment and counseling options. For 
additional information contact the Director of Human Resources or the Employee Assistance 
Program. 
 
Citations, Violations, and Convictions of Criminal Drug and Alcohol Statutes 
 
The College serves as a public trust and it is in the public interest that all employees report any 
citations for violations of this policy to their supervisor or to the President. Employees must 
notify the President's Office of any criminal drug or alcohol statute conviction not later than five 
(5) calendar days after the employee is convicted. 
 
Enforcement 
 
Convictions or violations of CSI's Drug-free and Alcohol-free policy will result in disciplinary 
action up to and including dismissal. 
 
This policy complies with the requirements of PL 100-690, Title V, Section 5153. This alcohol 
policy does not apply to the College of Southern Idaho Foundation. 


6.04 DUE PROCESS PROCEDURE (Added: 10/18) 







All full-time professional and classified employees (faculty see faculty handbook) are entitled to 
due process before the College makes any decision to impose any disciplinary sanction or 
involuntary transfer, dismissal, suspension, or demotion as set forth in Section 67-5315(2) Idaho 
Code. Due Process requires the College to provide the employee with a notice of the 
contemplated action, the basis or reason for contemplated action, and explanation of the 
evidence supporting the contemplated action, and an opportunity to be heard before a decision 
is made. Any College department considering disciplinary action must contact Human 
Resources to review the recommended action and documentation and to assist with 
implementing appropriate action. 
 
Step One: Notice 
 
Notice of the Contemplated Action: The Dean, Department Director or Vice President will 
provide an explanation and a recommendation for action to Human Resource for review based 
on information from the immediate supervisor, if applicable. A notice of contemplated action will 
be prepared by Human Resource with the assistance of the appropriate supervisor. The 
employee will be placed on leave during this period pending a final outcome. 
Contents of the Notice of Contemplated Action must include: 


1. Action contemplated; i.e., dismissal, suspension, demotion, or involuntary transfer 
2. Reason for this action 
3. An explanation of the information or evidence pertinent to the contemplated action 
4. The time frame for the response 


Step Two: Opportunity to Respond 
 
A professional or classified employee who receives a notice of contemplated action is entitled to 
an opportunity to respond in writing. This step provides the employee an opportunity to respond 
to the notice and present his or her reason(s) why the contemplated action(s) should not be 
taken. The employee must act upon the opportunity to respond within the time period indicated 
in the notice, otherwise the opportunity is deemed waived by the employee. The response, if 
any, shall be provided by the employee to the Director of Human Resources. 
 
Time Period to Respond: The notice of contemplated action provides a set time period of up to 
ten (10) working days within which an employee may respond after the receipt of notice. The 
College may not extend the time period for a response, unless both the College and employee 
agree to file an extension in writing. 
 
Right to Representation: The law provides an employee with the right to be represented by a 
person of his or her choosing during the opportunity to respond. 
 
Step Three: College's Decision 
 
The College Administration, or their designee shall make and implement the final decision and 
the Director of Human Resources shall notify the employee of the final decision no later than ten 
(10) working days after the employee has responded in writing, failed to respond, or otherwise 
waived his or her right to respond in writing. The College's final decision will be sent or delivered 
to the employee and a copy will be concurrently placed in the employee’s personnel file. 
 
The Due Process Procedure is completed when the Director of Human Resources or designee 
notifies the employee of the College's decision. If a disciplinary sanction or involuntary transfer 







is imposed, it may be implemented immediately. 
 
Optional Mediation Step 
 
The Dean, Department Director or Supervisor and employee may mutually agree to engage in 
mediation after notice of contemplated action has been sent during the Due Process Procedure. 
If both sides agree, the time limitations for the opportunity to respond and the department's 
decision will be suspended pending mediation. Mediation is not possible unless the Dean, 
Department Director or Supervisor and employee agree. Human Resources can assist in 
identifying a mediator. 


6.05 GRIEVANCE POLICY (Added 4/19) 


The College of Southern Idaho is committed to supporting students, faculty and staff in and 
outside the classroom. Grievance Policies exist to ensure students, faculty and staff have 
avenues to voice concerns and address both academic and non-academic matters in safe, 
unbiased environments. 
 
CSI Faculty and staff strive to maintain a safe learning environment conducive to community 
and student success. A positive, productive learning environment is founded on mutual respect 
between CSI employees and the individuals they serve. These relationships can be achieved 
and maintained when parties engage in open discussion and active listening. 
CSI Faculty and staff are committed to providing an effective conflict resolution and grievance 
process. The following principles guide this policy: 


• Individuals will not suffer any form of disadvantage as a result of filing a grievance or an 
appeal. 


• The grievance resolution will be handled informally, where possible and appropriate. 
• Conflicts and grievances will be resolved confidentially and expeditiously. 
• An individual’s rights to due process will be guaranteed. 


Students, faculty and staff are provided the opportunity to voice concerns without fear of 
consequence by following the appropriate steps. Individuals may begin the process of grievance 
resolution any time they feel there has been unfair treatment, lack of communication, or breach 
of policy. It is beneficial to resolve conflict and grievances as soon as possible. Be advised, 
approaching the person/people directly involved first and attempting to work out solutions is 
usually most effective. If a satisfactory solution is not obtained or the individual feels 
uncomfortable approaching the person/people involved, the individual may report their concern 
to CSI Administration using the 'Report a Concern' link on the CSI website Home page.  
 
It is unprofessional, counterproductive and inappropriate to take concerns and grievances to 
individuals who are not involved in the resolution process. 
 
PROCEDURE 
 
Prepare to share thoughts, feelings, and issues using clear and specific words. Complete a 
written, detailed description of the situation and include the outcome desired. A written 
statement allows those involved to respond to an individual’s concerns in an organized, efficient 
manner. 



https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0





Each grievance has its own unique process and timeline for resolution. Please follow the 
appropriate link provided for more information. 
 
Academic Appeals 
 
Students should follow the guidelines established for academic appeals. Those detailed 
guidelines, processes and timelines can be found at the following link for the CSI Office of the 
Registrar. 
 
Please Note: There are specific program appeal processes and procedures that must be 
followed in fields such as the health professions and nursing. Please check with an advisor 
about any such standards and their relationship with the college procedures. 
 
American with Disabilities Act 
 
Student Disability Services at the College of Southern Idaho, in concert with the faculty, staff, 
and administration, strives to ensure the provision of reasonable accommodations for all 
qualified student with disabilities. Our goal is to create equal access to all curricular and co-
curricular offerings in order to provide an equal opportunity for students with disabilities to 
demonstrate their skills, knowledge, and abilities as they pursue their educational goals. 
 


In accordance with Section 504 of the Rehabilitation Act of 1973 as amended and with the 
Americans with Disabilities Act (ADA) of 1990 as amended, Student Disability Services is 
proactive in developing specialized accommodations to support the abilities of each individual 
eligible for such services. 


The Student Disability Services Grievance Procedures and forms can be found at this link. 
 
Non-Discrimination Statement 
 
It is the policy of the College of Southern Idaho to comply with all federal, state and local 
authorities requiring nondiscrimination, including but not limited to Title VI of the Civil Rights Act 
of 1964, the Civil Rights Restoration Act of 1987, Title IX of the Education Amendments of 1972, 
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990 (ADA), 
the Age Discrimination Act of 1975, and Executive Orders 12898 (Environmental Justice) and 
13166 (Limited English Proficiency). College of Southern Idaho is an equal opportunity 
employer.  
 
The college does not exclude from participation in, deny the benefits of, or subject any individual 
to discrimination on the basis of race, color, national origin, sex, sexual orientation, gender 
identity, disability, income, protected veteran status, limited English proficiency, or any other 
status protected under applicable federal, state or local law. 
 
Title IX of the Education Amendments of 1972 
 
Title IX protects people from discrimination based on sex in education programs or activities that 
receive Federal financial assistance. Title IX states that: 
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“No person in the United States shall, on the basis of sex, be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any education program or activity 
receiving Federal financial assistance.” 
 
Title IX requires all colleges to promptly respond to allegations of sex discrimination, including 
sexual violence and sexual harassment; limit its effects; and prevent its recurrence. Title IX 
prohibits all forms of sex and gender based discrimination including sexual harassment and 
sexual violence. 
 
View CSI’s Unlawful Discrimination and Harassment policy. Also, view CSI’s Student Code of 
Conduct. 
 
For more information or if you believe you have been subject to discrimination on the basis of 
sex, sexual orientation, gender identity, or disability, or if you believe you have been subject to 
discrimination on any other basis, please contact: 
 
Dr. Michelle Schutt 
Title IX Coordinator 
VP of Student Services 
Email: mschutt@csi.edu  
Phone: 208-732-6863 
Office: Taylor Building 120E 
 
OR  
 
Eric Nielson 
Deputy Title IX Coordinator 
Director of Human Resources 
Email: enielson@csi.edu 
Phone: (208) 732-6267 
Office: Taylor Building 212 
 
OR 
 
Jason Ostrowski 
Deputy Title IX Coordinator 
Dean of Students 
Email: jostrowski@csi.edu 
Phone: (208) 732-6225 
Office: Taylor Building 238 
 
You may also file a complaint with: 
 
U.S. Department of Education 
Office of Civil Rights (OCR) 
810 3rd Avenue #750 
Seattle, WA 98104 
(206) 607-1600 
OCR.Seattle@ed.gov 
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The Family Education Rights and Privacy Act of 1974 (FERPA) 
 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. Â§ 1232g; 34 CFR Part 99) 
is a Federal law that protects the privacy of student education records. The law applies to all 
schools that receive funds under an applicable program of the U.S. Department of Education.  
 
Follow this link for additional information regarding the College of Southern Idaho FERPA policy. 
 
Student Handbook 
 
The most current information on student policies and information can be found in CSI’s 
official Student Handbook. 
 
Distance Education 
 
College of Southern Idaho offers a variety of distance learning opportunities. Many of our 
courses are offered online, through our telecommunication system, or at our off-campus 
centers. We understand that many of our students have family or work responsibilities and are 
not able to come to campus during the day to take classes. Furthermore, many students prefer 
taking classes online. We even have students who live in our dorm yet choose to take online 
classes. Some students love this delivery method and they thrive in an online learning 
environment. Nevertheless, online learning is not for everyone. Online classes are just as 
challenging (if not more challenging) as their face-to-face counterparts. The learning outcomes 
are the same, only the delivery method and instructional strategies are different. Most students 
who do well in online classes are comfortable with technology and the Internet; like to read, do 
online research, and write; are self-motivated; and have very good time management skills. Our 
distance education students are just as important as on campus students and we make it a 
priority to resolve all student complaints and concerns in an expeditious, fair and amicable 
manner. 
 
If a student is not satisfied with the outcome of the institutional process, or if the issue is not 
resolved at the institutional level, the student may appeal with either the institution's home state 
or the student's home state. For a complete listing of state contacts, please see the NC-SARA 
website. Students must first exhaust the institution's internal complaint resolution process prior 
to appealing to a state portal. 
 
State Authorization and Regulatory Compliance 
 
The State of Idaho is a member of the National Council for State Authorization Reciprocity 
Agreements (NC-SARA) and the College of Southern Idaho is one of the approved SARA 
institutions in Idaho. As such, we adhere to an established common set of standards for offering 
post-secondary distance education among member states, districts and territories. Participation 
in SARA is intended to make it easier for students to take online courses offered by 
postsecondary institutions based in another state. 
 
The College of Southern Idaho also works directly with states that are not NC-SARA members 
to ensure that when authorization or licensure is necessary, required approvals are secured. 
While we monitor the laws in each state, authorization of distance education is a dynamic 
environment and prospective students should check this site often for updates. It is the student’s 
responsibility to understand current circumstances or special requirements in their state of 
residence. 
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6.06 EMERGENCY FIRST AID (Rev: 1/15) 


If extreme personal injury, illness or danger exists, call 9-911 
 
Call Security at Extension 6605. (The CSI Security Department is available 24 hours a day to 
respond to any emergency.) 
 
Take action to provide or find aid as required. Each building has a First Aid kit and an 
Automated External Defibrillator (AED); locate them quickly. Use safety coverings for yourself 
(gloves and/or mask) if you touch a person or substance or provide CPR. Evacuate the area if 
necessary. 
 
What may seem at the time to be a minor accident with an employee or student may have far-
reaching implications. Many of these seemingly minor accidents later result in lawsuits or 
disability or insurance claims for workmen's compensation. It is important for both the 
employee/student and the College to have factual information concerning the incident. For this 
reason, before processing the injury claim, the Business Office must have an accident report 
signed by the employee's dean or division supervisor. In the case of a student accident, the 
instructor must sign the accident form. The CSI Security Office should be contacted immediately 
regarding any accident or injury that occurs on campus. 
 
Anyone witnessing an accident or involved in an accident, including visitors, employees, and 
students, should report the accident to Security. Accident reports are not required for illness, 
unless injuries result from a seizure (falling, striking an object, etc.) The CSI Security Office 
should be contacted regarding any severe illness that occurs on campus. 
 
If the injury is received by an employee or student worker during their working hours, they are 
covered by Workers' Compensation. Any injured employee who requires the care of a physician 
or hospital must advise the physician or hospital and an industrial insurance form will be initiated 
immediately. 


6.07 CSI EMERGENCY PROCEDURES MANUAL (Rev: 1/15) 


A CSI Emergency Procedures Manual exists to acquaint employees with the proper procedure 
should an emergency occur in their workplace. All employees should become familiar with this 
manual and keep it where it will be immediately available should one of the identified 
emergencies occur. Copies of the manual have been distributed to all buildings and should be 
posted, at a minimum, in every classroom, laboratory, and conference room. Additional hard 
copies are available by contacting the Public Safety Office at x6860. 
 
See also CSI Emergency Manual 


6.08 KEYS (Rev: 7/08) 


It is the policy of the College to allow the faculty and staff all freedom of movement about the 
campus consistent with reasonable security of public and personal property. Faculty and staff 
may check out keys for their offices and other areas to which they need access. Keys may be 
checked out from the Maintenance Office after your supervisor has filled out the required work 
order form requesting the keys. The work order must include the employee's name and the list 
of room numbers and building doors to which that person needs access. Please allow 
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a minimum of 24 hours between the time keys are requested and the time they are issued. Only 
the person receiving the key may sign for it. Please be prepared to show your CSI Employee ID 
card. 
 
Instructional buildings will be opened at 7 a.m. on regular school days. Upon request of 
authorized personnel, the buildings may be opened at nonscheduled school days--weekends 
and holidays, for example. General-purpose classrooms and other rooms, except those 
containing special equipment and supplies, will be left unlocked. Therefore, there will be access 
to these rooms any time the buildings are open. 
 
All keys no longer required by faculty and staff shall be returned immediately to the 
Maintenance Office. Each person who signs for and receives keys assumes the responsibility 
for the equipment and supplies in areas made accessible by the keys. 
 
Upon termination of employment, keys must be returned to the Maintenance or HR 
Departments. Keys need to be returned and checked in to Maintenance in order for them to be 
reissued to a new employee. Your final paycheck may be held until keys are returned to CSI. 


6.09 SCHEDULING USE OF COLLEGE FACILITIES (Rev: 11/09) 


When special activities or events not listed in the class schedule are to be held on campus, a 
facilities request form must be filled out. Completed forms are forwarded to the Office of 
Instructional Administration. These requests are considered at the Monday morning 
administrative meeting. 
 
All athletic events, gymnasium, Expo, and Fine Arts Auditorium scheduling requests are to be 
requested through the Office of Instructional Administration. The requests are then forwarded to 
appropriate facilities managers for their consideration and review. After their initial approval, 
these requests are considered at the Monday morning administrative meeting. 


6.10 COLLEGE VEHICLE POOL USE (Rev: 1/15) 


College vehicles may be used only for official College business or sponsored activities and must 
be driven only by an authorized driver unless approved by the President or his designee. 


1. An ‘authorized driver’ is a college employee, a CSI student or official volunteer who meets 
the requirements below: 


• Must have a driver’s license valid in the United States. A copy will remain on file in the 
Maintenance Department. 


• Must have a clean driving record. Driving privileges may be suspended for traffic 
violations or poor driving behavior. 


• CSI employees must have approval from their department director/head. 
• CSI students must have approval of instructor or advisor and department director/head. 
• Official volunteers must be approved by the President or his designee. 
• A student driver or volunteer must be accompanied by an advisor or instructor and meet 


the following age restrictions: 


o Passenger Cars: Must be 21 years of age or older 







o 12 & 15 Passenger Vans: Must be 21 years of age with a CDL License or 25 years of 
age 


o Students who are employed by the College must be 18 years or older to operate a 
college vehicle, but only as it pertains to their scope of employment with the College. 


2. Authorized drivers must work with the Maintenance Department to complete the following 
prior to scheduled vehicle pick up date: 


• Vehicle Use Request form signed by the appropriate supervisor (1st step in reserving 
vehicle. Send in as early as possible to insure vehicle is available). 


• Submit a copy of driver’s license for verification and office files (at least 3 days prior). 
• Vehicle Use Agreement (prior to departure). 
• Training requirements appropriate for type of vehicle being used (at least 3 days prior). 
• For student groups, the driver must submit a detailed travel itinerary and an Emergency 


Contact List (at least 3 days prior). 


3. Driving time/distance restrictions: 
• Trips should be limited to twelve (12) hours per day. 
• All drivers are limited to four (4) hours behind the wheel at one time, and may drive a 


total of six (6) hours per day. Driver must take a minimum one (1) hour break after 
driving four (4) hours before driving the last two (2) hours allowed per day. 
 


4. Speed limit restrictions: 
• Passenger cars: Drivers must adhere to the posted speed limits or less should driving 


conditions warrant. 
• 12 & 15 Passenger Vans: Drivers must not exceed the posted ‘truck’ speed limit and 


must adjust to a lower speed should driving conditions warrant. 
 


5. Passenger restrictions: 
• All vehicles must carry only the number of people it can seat with seatbelts. Check with 


the Maintenance Department for more information on passenger cars. All vans are 
limited to 12 people, including the driver. 


• Only authorized CSI employees, students, and official volunteers may ride in college 
owned vehicles unless approval has been granted by the President or his designee. 


• Employees of other government entities, acting within the scope of employment, may 
ride in CSI vehicles. 


• In the event an employee wishes to take a family member or any person that is not a 
CSI employee, student or approved volunteer on an official College trip, they should get 
permission from their supervisor to take their own personal vehicle and request mileage 
reimbursement. 
 


6. General Use: 
• No alcoholic beverage or tobacco use is allowed in any CSI vehicle at any time. 
• A maximum of two vans may be used by a single group for travel outside the Magic 


Valley area.  Groups requiring additional space are encouraged to travel by bus. 
• Cars must be picked up at and returned to the CSI motor pool at the times indicated on 


the approved Vehicle Use Request. 


o With prior approval and on irregular isolated instances, CSI vehicles may be taken to 
an employee’s home when it is to be used for official travel that begins or ends 







outside regular working hours and under other circumstances when the President or 
President’s designee judges it to be in CSI’s interest. 


• Any department, club, organization, or entity utilizing CSI vehicles will be charged usage 
costs based on mileage and a daily rate indicated on the Vehicle Use Fees. 


• Employees who use our vehicles on a scheduled, reoccurring, consistent basis need 
only to fill out the form once with the scheduled, reoccurring, consistent layout of their 
proposed use of the vehicle, approved by the appropriate supervisor. 


• CSI Vans are to be used for activities directly involved with the College. The use of 
College vehicles by other government entities and community organizations will be 
evaluated on a case by case basis by the President or his designee. 


• Campus programs/departments that have their own vehicles or vehicles assigned to 
them on a permanent basis must be monitored by the department head/director to insure 
that college policies are followed and documented. 


• Any exceptions to this vehicle use policy must be approved by the President or his 
designee. 


6.11 TRAFFIC AND PARKING REGULATIONS (Rev: 12/18) 


Campus Driving Policy Statement: No person, while operating a vehicle on the campus of the 
College of Southern Idaho, will drive a vehicle at a speed greater than is reasonable and 
prudent under the conditions, and having a regard to the actual and potential hazards there 
existing. Consistent with the foregoing, every person will drive at a safe and appropriate speed 
when special hazards exist with respect to pedestrians or other traffic or by reason of weather or 
roadway conditions. 
 
Speed Limit: The speed limit as hereinafter authorized will be a maximum of twenty (20) miles 
per hour. Failure to comply with maximum and safe limits may result in the issuance of a citation 
by law enforcement; employee disciplinary action; or sanctions pursuant to the College of 
Southern Idaho Student Code of Conduct. 
 
Seat Belt Use: College of Southern Idaho employees and their passengers shall wear seat 
belts in all seating positions while driving or riding in college-owned vehicles (if the vehicle is so 
equipped with safety restraints). 
 
Parking Regulations General: Parking is permitted in designated parking areas only. Parking 
is not permitted in fire lanes, handicapped spaces, no parking zones, or other areas not posted 
for parking. 
 
Special Permit Required: It is recognized that on occasion, loading and unloading of vehicles 
is necessary in campus areas that are not permitted for parking. Special, short term permits are 
available through the campus security department for this purpose. Vehicles parked in 
prohibited areas without a short-term permit will be cited for improper parking. 
 
Parking in Fire Lanes: Parking in designated fire lanes is strictly prohibited. 
 
Towing and Impound: Vehicles improperly parked and causing a clear public safety hazard 
may be towed and impounded at the owner’s expense. Campus security will make a reasonable 
attempt to locate the driver/owner before towing a vehicle. 
 







Campus Parking Citations: Campus Security has been delegated the responsibility for traffic 
enforcement on College of Southern Idaho properties. This authority includes issuing campus 
traffic citations. 
 
Note: Law enforcement does have citing authority for certain traffic offenses on campus, which 
includes handicap parking violations. 
 
Prima Facie Responsibility: If any vehicle is found stopped, idling or parked in a manner in 
violation of this policy, and the operator cannot be determined, the owner, person, corporation 
or named lessee in whose name the vehicle is registered, shall be held prima facie responsible 
for the violation. 
 
Enforcement and Fines 
 
Improper Parking Fine: The fine for all improper campus parking violations shall be twenty 
dollars ($20) per offense. The campus fine for improperly parking in a designated handicapped 
parking space shall be fifty dollars ($50) per offense. 
 
Payment deadline: Improper parking citations shall be paid, or an appeal requested, within five 
(5) business days of citation's issuance. Parking fines shall be paid at the College of Southern 
Idaho Business Office in the Taylor Administration Building. Requests for Appeal will be 
addressed Monday - Friday, 8 a.m. - 5 p.m. in the Security Office. 
 
Failure to pay a fine 
 
Student: The failure to pay an improper parking citation may include additional student 
sanctions. 
 
Staff/Faculty: The failure to pay an improper parking citation by a staff or faculty member may 
result in disciplinary action. 
 
Community Member: The failure to pay an improper parking citation by a member of the 
community may result in seeking judicial remedies. 
 
Citation Appeals Process 
 
Student Appeals: Students of the College of Southern Idaho may appeal the parking violation 
to the Office of the Dean of Students. The decision of the Dean of Students is final. 
 
Staff/Faculty Appeals: Employees of the College of Southern Idaho may appeal the parking 
violation to the Office of Human Resources. The decision of the Director of Human Resources is 
final. 
 
Community Member Appeals: Member of the community may appeal a campus parking 
violation to the Director of Public Safety. The decision of the Director of Public Safety is final. 


6.12 MANDATORY USE OF SEAT BELTS BY ALL CSI EMPLOYEES (Added: 2/00) 


To promote a safer workplace and community, and to reduce the possibility of injury or death 
while driving or riding in College of Southern Idaho owned vehicles, personnel and their 







passengers shall wear seat belts in all seating positions while driving or riding in college-owned 
vehicles if that vehicle is so equipped with safety restraints. 
 
College personnel are encouraged to use seat belts while operating their personal vehicles, 
whether for College or personal use, to enhance the safety of themselves and their families 
(established January 1995). 


6.13 STUDENT INFORMATION RELEASE POLICY (FERPA) (Rev 11/09) 


The Family Education Rights & Privacy Act of 1974 (FERPA) is a federal law that protects the 
privacy of a student’s educational records. Student education records are considered 
confidential and may not be released without written consent of the student, except by 
provisions outlined in FERPA. Requests for access to or copies of student records, verification 
of enrollment or degree, or situations that require releasing student information (including 
directory information) should be forwarded to the Admissions & Records Office. Any questions 
or concerns should be addressed to the Registrar. 
 
All employees must complete the FERPA tutorial prior to receiving access to student records. 
The tutorial is intended to ensure that anyone granted access to student records understands 
the obligations under FERPA to protect those student records. The tutorial is designed to 
provide a basic understanding of FERPA and help all employees maintain compliance. The 
tutorial includes an online quiz which must be passed with a score of 70% or greater. 
 
The College of Southern Idaho’s FERPA web site includes the most current information 
available as it pertains to the rights and responsibilities of students, parents, faculty, and staff. 


6.14 SMOKE FREE CAMPUS POLICY (Rev: 10/19) 


Smoking is prohibited on all college properties, including off- campus centers and any properties 
owned or leased by the College. For the purposes of this policy, smoking is defined as burning 
any type of tobacco product including, but not limited to, cigarettes, cigars, cigarillos, pipes, bidis 
and e-cigarettes. 
 
Organizers and attendees at public events, such as conferences, meetings, public lectures, 
athletic events, social events and cultural events, using College facilities will be required to 
abide by the CSI Smoke Free Policy. Organizers of such events are responsible for 
communicating this policy to attendees and for enforcing this policy. 
 
The following smoking prohibitions have been established on the CSI campus: 


• Smoking is prohibited in all CSI-owned residences, including Eagle Hall. 
• Smoking is prohibited in all CSI-owned or leased vehicles. 
• The sale of tobacco products on campus is prohibited. 
• The free distribution of tobacco products on campus is prohibited. 
• Campus organizations are prohibited from accepting money or gifts from tobacco 


companies. 
• Tobacco advertisements are prohibited in college-sponsored publications. 



http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html

http://www.csi.edu/ferpa/index.asp





The College will provide free, accessible tobacco treatment. Find information and an email link 
to a contact at www.phd5.idaho.gov/tobacco or call 208-737-5968 to reach the South Central 
Public Health Tobacco Cessation Coordinator. 
 
Effective implementation of this Smoke Free Policy depends upon the courtesy, respect, and 
cooperation of all members of the CSI community. Complaints or disputes should be brought to 
the attention of the College employee who has immediate responsibility for the workplace, 
event, or residence, or to her/his supervisor. If satisfactory resolution is not reached, the Dean 
of Students or the Director of Human Resources should be consulted. 


6.15 SOLICITATIONS/DISPLAYS/PRESENTATIONS (Rev: 2/16) 


Requests by non-college personnel to distribute letters or circulars to CSI staff members on 
campus are to be made to the Business Office for approval. Materials designed for the general 
campus audience or individuals or groups wishing to have direct communication with the 
students are to be approved and arrangements made through the Student Affairs Office. 
The College permits distribution of non-commercial informational materials with the 
understanding that they shall not: 


1. Disrupt the orderly operation of the College 
2. Interfere with the educational process, for example, shall not disrupt classrooms 
3. Pose a campus safety or security risk 
4. Unduly block traffic or entrance to buildings 
5. Coerce 
6. Impede any passerby 
7. Harass an individual 


All materials must clearly identify the author or group responsible for their production and shall 
be date-stamped by the CSI Student Affairs Office. The College will designate reasonable 
posting areas. Once stamped, materials may not obstruct other posted materials. Materials may 
be displayed for a maximum of 20 days and removed by after completion of the event or 
expiration of the date stamp. Postings are not allowed outside of designated areas including 
windows, walls, poles, trees, sidewalks or other physical plant structures. 
 
The College is not responsible for the content of materials that are date-stamped or posted by 
persons or groups. Additional information may be found in the Student Code of Conduct or by 
contacting the Student Affairs Office. 
 
Staff and faculty who request individuals to make presentations have the responsibility to show 
all significant sides of a topic. For example, if a political candidate desires to make a 
presentation, or is invited to do so, other candidates running for the same office are to be 
afforded the same opportunity. 
 
Private business or commercial solicitation is generally not permitted on the CSI campus; i.e., 
any site or location owned or utilized by the College. 


6.16 CSI COMPUTER USE POLICY STATEMENT (Rev: 11/09) 


This policy is designed to guide students, faculty, and staff in the acceptable use of computer 
and information systems and networks provided by the College of Southern Idaho (CSI). 



https://www.phd5.idaho.gov/tobacco/

http://www.csi.edu/studentHandbook/pdf/StudentCodeOfConduct.pdf





 
Guiding Principles 
 
The CSI community is encouraged to make innovative and creative use of information 
technologies in support of education and research. Access to computer systems and networks 
owned or operated by College of Southern Idaho imposes certain responsibilities and 
obligations and is granted subject to college policies, and local, state, and federal laws. 
Acceptable use always is ethical, non-offensive, reflects academic honesty, and shows restraint 
in the consumption of shared resources. It demonstrates respect for intellectual property, 
ownership of information, system security mechanisms, and individuals’ rights to privacy and to 
freedom from intimidation and harassment. 
 
Acceptable Use Guidelines 
 
In making acceptable use of resources the College expects that you will: 


• Use resources only for authorized purposes. 
• Use resources for educational-related course work, research projects, or department 


activity. 
• Protect your user id and system from unauthorized use. You are responsible for all activities 


on your user id or that originate from your system. 
• Access only information that is your own, that is publicly available, or to which you have 


been given authorized access. 
• Use only legal versions of copyrighted software in compliance with vendor license 


requirements. 
• Be considerate in your use of shared resources. Refrain from monopolizing systems, 


overloading networks, degrading services, or wasting computer time, connect time, disk 
space, printer paper, manuals, or other resources. 


In making acceptable use of resources the College expects that you will not: 


• Use another person’s system, user id, password, files, or data without permission. 
• Use computer programs to decode passwords or access control of information. 
• Attempt to circumvent or subvert security measures. 
• Engage in any activity that might be harmful to systems or to any information stored thereon, 


such as creating or propagating viruses, disrupting services, or damaging files. 
• Use CSI systems to access or distribute what could be considered offensive, abusive, 


pornographic, threatening or libelous material. 
• Use CSI systems for commercial or partisan political purposes, such as using electronic mail 


to circulate advertising for products or for political candidates. 
• Make or use illegal copies of copyrighted software, store such copies on CSI systems, or 


transmit them over CSI networks. 
• Use mail or messaging services to harass or intimidate another person, for example, by 


broadcasting unsolicited messages, by sending unwanted mail, or by using someone else’s 
name or user id. 


• Waste computing resources, for example, by intentionally placing a program in an endless 
loop, printing excessive amounts of paper, or sending chain letters. 


• Use the College’s systems or networks for personal gain, for example, by selling access to 
your user id or to CSI systems or networks, or by performing work for profit with CSI 
resources in a manner not authorized by the college. 







• Play games using any of the College’s computers or networks, unless for instructional 
purposes as specifically assigned by a professor. 


• Engage in any other activity that does not comply with the Guiding Principles presented 
above. 


Procedures and Sanctions 
 
Individuals using computer systems owned by the College of Southern Idaho do so subject to 
applicable laws and CSI policies. College of Southern Idaho disclaims any responsibility and/or 
warranties for information and materials residing on non-CSI systems or available over publicly 
accessible networks. Such materials do not necessarily reflect the attitudes, opinion, or values 
of College of Southern Idaho, its faculty, staff or students. 
 
Notice is hereby given that there are no facilities provided by the College for guarantee of 
confidential files. CSI staff may have the ability to view all messages and files of any user. 
However, it is not the routine policy of the staff to view others’ files, and the intention is to keep 
files private, even though such privacy cannot be guaranteed. 
 
Violations, or apparent violations, of this policy will be referred to the Office of Instruction and 
Computer Center as appropriate. Persons found to be in violation of this policy are subject to 
the full range of sanctions, including the loss of computer or network access privileges, 
disciplinary action, dismissal from the College, and legal action. 
 
The College of Southern Idaho considers any violation of acceptable use principles or 
guidelines to be a serious offense and reserves the right to copy and examine any files or 
information resident on CSI systems allegedly related to unacceptable use, and to protect its 
network from systems and events that threaten or degrade operations. Violators are subject to 
disciplinary action as prescribed in the student’s College Code of Conduct and the student and 
employee handbooks. Offenders also may be prosecuted under laws including (but not limited 
to) the Communications Act of 1934 (amended), the Privacy Protection Act of 1974, the 
Computer Fraud and Abuse Act of 1986, the Computer Virus Eradication Act of 1989, Interstate 
Transportation of Stolen Property, the Electronic Communications Privacy Act, and Idaho 
computer crime laws as specified in Idaho Code, Section 2201. Access to the text of these laws 
is available in the reference section of the College of Southern Idaho library. 
 
Appeals 
 
Any appeal should be directed through the existing appeals and problem-solving procedures. 


6.17 COMPUTING HARDWARE AND SOFTWARE PURCHASES (Rev: 5/17) 


All hardware and software purchase requests will be reviewed by the Institutional Technology 
(IT) staff to insure consistency with campus computing. Non-instructional requisitions will be 
formally reviewed at the point a purchase requisition is submitted to the Business Office; 
however, IT encourages discussion early in the process. Requisitions for instructional use will 
be reviewed by the Executive Vice President/Chief Academic Officer. 
 
All administrative computer repair and software upgrades involving the expenditure of funds 
must be approved by IT. 







6.18 COMPUTER/OFFICE EQUIPMENT MOVES, SURPLUS, & ASSIGNED OFF-CAMPUS 
USE (Added: 2/00) 


The following procedures have been established for your benefit as well as the College's 
protection from possible misunderstandings concerning use of College equipment and the 
inventory tracking system: 


1. Office equipment, computers, and peripherals that become surplus must be tracked. Each 
department will then have access to any surplus items that are available. Inventory 
adjustments, authorization forms, and reassignment will be beneficial to all concerned. 


2. Office equipment, computers, and peripherals which move from one location to another on a 
permanent or temporary basis of more than one month need a movement record filled out 
and sent to the Business Office 


3. Office equipment, computers, and peripherals which are authorized by the supervisor for off-
campus use must have a movement record filled out, signed, and a copy sent to the 
Business Office 


6.19 COLLEGE EQUIPMENT USE POLICY (Added: 1/05) 


Both state law and College policy are very clear concerning the personal use of the disposition 
of College-owned property. Guidelines concerning College property are as follows: 


1. No College property or equipment may be taken home without written permission of the 
applicable vice president. This property must be listed on our inventory as located at the 
person's home. 


2. College property taken home must be for the purpose of benefiting the College. Property 
cannot be taken home for the primary benefit of the employee. The only authorized College 
property at the employee homes at this time are faculty computers. 


3. College property must not be used to financially benefit an employee. 
4. College vehicles are to be used for official College business only. 
5. College property that has been determined surplus must be disposed of in accordance with 


Idaho Code 33-601. This involves approval of the Board of Trustees, advertisements and 
appraisals. No individual is authorized to trade or dispose of College property. 


6. All donated property becomes College property at the time title transfers and must be 
disposed of in accordance with Idaho Code 33-601. 


7. In accordance with the Ethics in Government Act, an employee or his family may not 
financially benefit from a property exchange or financial transaction with the College. 


6.20 CONFIDENTIALITY POLICY (Added 12/17) 


Policy brief & purpose 
 
This policy is intended to explain how we expect our employees to treat confidential information. 
Employees may unavoidably receive and handle personal and private information about 
students, employees, community members and our College. We want to make sure that this 
information is well-protected. 
We must protect this information for two reasons. It may: 


• Be legally binding; i.e., sensitive student or employee data 
• Constitute policy that is related to higher education or our college specifically 







Scope 
 
This policy affects all employees and students, including board members, and volunteers, that 
may have access to confidential information. 
 
Policy elements 
 
Confidential and proprietary information is secret, valuable, expensive and/or easily replicated. 
Common examples of confidential information are: 


• Unpublished financial information 
• Student or employee lists (existing and prospective) 
• Data entrusted to the College by external parties 
• Tuition/marketing and other undisclosed strategies 
• Documents and processes explicitly marked as confidential 
• Unpublished goals, forecasts and initiatives marked as confidential 


Employees may have various levels of authorized access to confidential information. 
 
What employees should do: 


• Lock or secure confidential information always 
• Shred confidential documents when they are no longer needed 
• Make sure they only view confidential information on secure devices 
• Only disclose information to other employees when it is necessary and authorized 
• Keep confidential documents inside our College's premises unless it is necessary to move 


them 


What employees should not do: 


• Use confidential information for any personal benefit or profit 
• Disclose confidential information to anyone outside of the College 
• Replicate confidential documents and files and store them on insecure devices 
• When employees stop working for the College, they are obliged to return any confidential 


files and delete them from their personal devices. 


Precautionary measures 
 
We will take measures to ensure that confidential information is well protected, including but not 
limited to: 


• Store and lock paper documents 
• Encrypt electronic information and safeguard databases 
• Ask employees to sign non-disclosure agreements (NDAs) 
• Ask for authorization by administration to allow employees to access certain confidential 


information 


Exceptions 
 







Confidential information may occasionally have to be disclosed for legitimate reasons. 
Examples are: 


• If a regulatory body requests it as part of an investigation or audit 
• If the College examines a venture or partnership that requires disclosing some information 


(within legal boundaries) 


In such cases, HR will instruct how employees involved should document their disclosure 
procedure and collect all needed authorizations. We are bound to avoid disclosing more 
information than needed. 
 
Disciplinary consequences 
 
Employees who do not respect the College's confidentiality policy will face disciplinary and, 
possibly, legal action. The College will investigate every breach of this policy. We will terminate 
any employee who willfully or regularly breaches our confidentiality guidelines for personal 
profit. We may also have to punish any unintentional breach of this policy depending on its 
frequency and seriousness. We will terminate employees who repeatedly disregard this policy, 
even when they do so unintentionally. 
 
This policy is binding even after separation of employment. 


6.21 INFORMATION SECURITY (Rev: 5/17) 


Employees of the College need to be aware and knowledgeable about their role and 
responsibilities in maintaining and securing the confidential information that are collected in 
various databases for institution business. All employees are expected to help keep these 
systems secure (e.g. by keeping passwords private) and to take adequate precautions when 
accessing, printing, copying and/or distributing information from the institution’s databases. 
 
Data Protection 
 
CSI Institutional Technology (IT) strongly encourages its computer users to protect the data they 
store and access. Particular attention should be afforded to sensitive data. Sensitive data may 
include any of the following: 


• Personal info on individuals, including donors, volunteers, alumni, friends, faculty, students, 
attendees, and staff. FERPA applicable information qualifies as sensitive data. 


• Confidential data that contains demographic, biographic, gift, membership, employment, 
academic, admissions, or financial information associated with a specific individual. 


For users who must store sensitive data on their laptop IT strongly recommends disk encryption 
software for any laptop that will be used for storing restricted or sensitive personal information. 
 
Please contact the Helpdesk x6311 to learn more about best practices for keeping your data 
protected including how to encrypt your laptop. 


6.22 PUBLIC RECORDS (Rev: 10/19) 







The President shall establish procedures to accommodate requests for information from the 
public. Financial information shall be released only through proper channels after a formal 
request has been received and reviewed. The procedures shall ensure that no information of a 
private nature about faculty, staff, or students is disclosed. The College may charge a 
reasonable fee for locating and copying the records. 
 
The Vice President of Administration is the designated custodian of records. The Public 
Information Officer is the designated contact for the purposes of the Open Records Law, 
Sections 9-337-348, of the Idaho Code. In the event of the Public Information Officer's absence, 
the Public Information Specialist will be the temporary contact. The College will comply with the 
requirements set forth in the Idaho Code in every respect regarding public records. 
 
Requesting Public Records 
 
Requests for public records shall be submitted to the Public Information Officer in writing or in 
the online form. 
 
Requests to examine or copy public records shall be granted or denied, as required by Idaho 
Statute, within three working days of their receipt. However, the custodian of public records may 
take an additional 10 working days to respond to such requests if necessary. 
 
Examination of public records must be conducted during regular office or working hours. 
 
The custodian shall make no inquiry of any person who applies for a public record, except to 
verify the identity of a person requesting a record in accordance with section 9-342, Idaho Code, 
to ensure that the requested record or information will not be used for purposes of a mailing or 
telephone list prohibited by section 9-348, Idaho Code, or as otherwise provided by law, and 
except as required for purposes of protecting personal information from disclosure under 
chapter 2, title 49, Idaho Code, and federal law. The person may be required to make a written 
request and provide their name, a mailing address and telephone number. 
 
Individuals requesting public records have the right to 
make his/her own copies of the documents using 
College of Southern Idaho copying equipment. The 
custodian of public records or a designated staff 
member shall use whatever diligence is required to 
prevent alteration of any public record while it is being 
examined or copied. For copies totaling in excess of 
100 pages, the college will establish a cost per page to 
be paid by the requester. Requests that require greater 
than two hours of staff time will be charged at a 
reimbursement rate according to the table included here. 


6.23 MAINTENANCE AND REPAIRS PROCEDURE (Rev: 7/08) 


All requests for maintenance to buildings, furniture moves, and repairs to equipment should be 
made through the Maintenance Office with the online work order form. These requests will be 
handled in the order they are received, or at the discretion of the director. Any emergency 
should be identified as such when reported. 
All requests for substantial alterations to buildings, classrooms, and offices must be submitted 
through the supervisor to the Executive Vice President with rough drawings and estimates of 







cost. Prior to reaching the President for final approval, the method of payment for the project 
must be determined through the VP of Administration, along with consultation with maintenance 
personnel as to the viability of the project. 


6.24 INSTITUTIONALIZATION OF FUND-RAISING PROGRAMS (Rev: 12/10) 


All fund-raising activities of the College of Southern Idaho and its units are coordinated by the 
Foundation Office as designated by the President. Solicitation of gifts, funds, or property shall 
not be made by anyone in the name of or for the benefit of the College of Southern Idaho 
without communication with the Foundation Office. 
 
In the case of fund-raising activities sponsored by the Associated Students or by other student 
groups, prior approval of the Dean of Students is required as well as coordination with the 
Foundation Office. 
 
The purpose of coordinating all private fund-raising activities through one office is threefold: 


1. To provide continuity for understanding of and support for funding needs throughout the 
district. 


2. To avoid conflict in and duplication of effort in the fund-raising contact program. 
3. To maximize the contribution from each potential donor. 


Please see the Foundation Office for specific guidelines relating to college-initiated gifts or 
donor-initiated gifts. 


6.25 WEAPONS ON CAMPUS (Rev: 1/15) 


Note: Please find Weapons Policy Q&A on the Safety Department site.  
 
PURPOSE 
 
An environment of safety and security is critical for educational institutions to cultivate a climate 
conducive to knowledge and learning. Therefore, this policy prohibits the possession and use of 
dangerous weapons on CSI property or at CSI sponsored events by students, faculty, staff and 
visitors except for those persons authorized by state law or campus administration to carry 
concealed firearms and ammunition. In order to provide a safe and positive campus 
environment for teaching, learning and working, this policy strongly discourages bringing a 
firearm onto the CSI campus or events even when permitted by law to do so. 
 
DEFINITIONS 
 
Dangerous weapon: An object, device, instrument, material or substance that is used for or is 
readily capable of causing death or serious bodily injury. This term does not include a pocket 
knife with a blade of less than 2½ inches in length. Firearms are included in this category as are 
incendiary devices and explosives. 
 
Firearm: A dangerous weapon (including a starter gun) which will or is designed to or may 
readily be converted to expel a projectile by the action of an explosive. 
 



http://www.csi.edu/security/weaponspolicy-QA.pdf





Concealed firearm: A firearm which is carried upon one’s person so as not to be readily 
discernible by ordinary observation. 
Upon one’s person: The physical carrying of a firearm in clothing or handbag as well as having 
the weapon in close proximity, readily available for prompt use. 
 
Open carry: Carrying a firearm upon your person or in your vehicle when it is clearly visible. 
 
POLICY 
 
Open carrying of firearms (including in vehicles) is prohibited at all times anywhere on CSI 
property or CSI sponsored events except for sworn peace officers or others who have been 
approved by campus administration. 
 
The possession, wearing, carrying, transporting or use of a dangerous weapon is strictly 
prohibited on college owned or controlled premises, including vehicles parked upon these 
premises. The only exceptions to this policy are the following categories of individuals who have 
been authorized by state law or college administration to carry a concealed firearm on CSI 
property/events. 


• Full-time sworn peace officers 
• Qualified retired law enforcement officers 
• Persons who hold an “Enhanced” Idaho Concealed Weapons License 
• Those individuals who have been granted specific permission from CSI administration 


It is unlawful and a violation of this policy to carry a concealed firearm while under the influence 
of alcohol. 
 
Concealed weapons shall not be carried into or possessed within the following CSI facilities: 


• Eagle Hall dormitory 
• Gymnasium 
• Fine Arts Building 
• Expo Center 
• CSI Off-Campus Centers (Blaine County, Jerome, Mini-Cassia and Gooding) 


An individual who discharges or purposely exhibits any firearm in a rude, angry or threatening 
manner is in violation of this policy. 
 
Students, staff, faculty and visitors shall produce their credentials to carry a concealed firearm 
(under one of the categories above in Item #2) when requested to do so by a representative of 
the CSI Security Department or law enforcement personnel. 
 
Violations of this policy may result in disciplinary action up to and including: expulsion for 
student offenses, termination for employee offenses, and a trespass from campus for offending 
community members. Criminal violations will be referred to local law enforcement. 
 
Unless an employee of the college is required by the CSI President or Vice President of 
Administration to carry a firearm as a part of that employee’s job duties, any possession or use 
of a firearm is not within the course and scope of employment with the college. Therefore, any 







civil or criminal litigation stemming from such possession or use will not be covered or defended 
by the college. 
 
REFERENCES 
Idaho Code Title 18, Chapter 33 
Title 18 U.S. Code, Sections 921, 926 and 930 
Idaho State Board of Education Policy 


6.26 EXPLOSIVES & FIREWORKS POLICY (Rev: 07/14) 


Possession of explosives, and/or fireworks is strictly prohibited on College premises and at 
College sponsored activities and events. Violation of this policy constitutes grounds for 
suspension, expulsion or termination from the College of Southern Idaho. 


6.27 CAMPUS DISRUPTIONS AND VIOLENCE (Rev: 9/11) 


Any intimidation, threat of violence, or act of violence, any seizing of any portion of property, or 
any unauthorized activity which prevents the normal operation of the College in any way by any 
individual or group will be considered in direct opposition to the necessary operation of the 
College. Action will be taken immediately, up to and including dismissal. Similar action will be 
taken against those who advocate such described activities. 


6.28 COPYRIGHT POLICY (Added: 12/04; Rev: 11/15) 


The College of Southern Idaho interprets and applies copyright and intellectual property laws so 
as to encourage the discovery of new knowledge and its dissemination to students, to the 
profession, and to the public. Within that tradition, it has been the prevailing academic practice: 


1. To treat the faculty member as the copyright owner of works that are created independently 
and at the faculty member's own initiative for traditional academic purposes, and 


2. To employ the principle of Fair Use in teaching and other academic activities, as provided in 
the Copyright Act 


3. The U.S. Constitution gave Congress the power “To promote the Progress of Science and 
useful Arts by securing, for limited Time, to Authors and Inventors the exclusive Right to 
their respective Writings and Discoveries.” The copyright owner has the exclusive right to 
produce copies of the work, prepare derivative works, distribute copies by sale or otherwise, 
and display or perform the work publicly (U.S.C. Title 17, section 106). 
 


The following statements and procedures represent a sincere effort by the College to adhere to 
the provisions of copyright and intellectual property laws and regulations: 
 
1. The College strictly prohibits the illegal use, reproduction, distribution, public display, or 


performance of copyrighted materials in any form. 
2. Only legal copies of copyrighted materials may be made or used on College equipment. 
3. College employees shall place appropriate copyright notices on or near all equipment 


capable of duplicating copyrighted materials. 
4. CSI employees who create new works of intellectual property shall be responsible for 


making sure that any work produced with College resources is in compliance with all 
applicable copyright and intellectual property laws and regulations. 







5. The College shall make this Policy widely accessible and shall provide to faculty, staff, and 
students access to current and reliable information on copyright and intellectual property 
laws and regulations, and specific compliance strategies through its copyright website.  


6. The College shall offer training opportunities in copyright and intellectual property. 
7. The Library shall make support materials available. 
8. College personnel shall be responsible to learn about copyright laws and regulations, 


statutory exemptions (such as the Fair Use Doctrine), and about when and how to request 
necessary clearances and written permissions. 


9. Each member of the College community must take individual responsibility for copyright 
compliance. 


10. Members of the College community who willfully disregard this Policy and/or copyright and 
intellectual property laws and regulations, do so at their own risk and assume all liability for 
their actions. 


The full CSI Copyright and Intellectual Property Policy and Procedures is available on the CSI 
Website. 


6.29 INCLEMENT WEATHER CLOSURE (Added: 5/17) 


While every attempt is made to maintain normal operations and services for the benefit of our 
students, faculty, and staff, it may occasionally be necessary to close the College when extreme 
weather conditions occur. The decision to close campus and cancel classes is made by 
administration based on careful consideration of a variety of factors and conditions. 
 
If the College decides to close the campus and cancel classes, the information will be posted 
on the CSI Website and communicated to the media (local TV and radio stations), posted 
on all official CSI social media channels, and sent through our RAVE Mobile emergency 
contact system. The information on the Website will be periodically updated. 
 
Notification of a decision to close will be communicated as quickly as possible. Every effort will 
be made to ensure that decisions on morning closures are communicated by 7 a.m. the latest; 
and decisions to close at night are communicated by 4 p.m. 
 
When the decision to close the campus is made, it applies to the main campus as well as to all 
off-campus centers. As a general rule, when the College is closed, activities such as music and 
theatre performances, club meetings, etc. are also cancelled. 
 
CSI serves an eight-county area and we recognize that every employee has his or her unique 
circumstances (weather conditions at their home, condition of roads between their homes and 
the campus, cars they drive, etc.). While traveling to or from campus, if inclement weather 
conditions are encountered, the travel/not travel decision is the ultimate responsibility of the 
employee. Employees must assume responsibility for their own safety and must use their own 
judgment on whether they should drive to CSI under varying weather conditions. 


6.30 IDENTITY THEFT PREVENTION PROGRAM (Est: 5/09) 


Policy Statement 
 
In accordance with the Fair and Accurate Credit Transactions Act (FACTA) of 2003, the College 
has established an Identify Theft Prevention Program to identify relevant red flags (a pattern, 







practice, or specific activity that indicates the possible existence of identity theft) for new and 
existing covered accounts, detect new red flags, and respond appropriately to any red flags that 
are detected. This policy applies to all University employees, students, contractors, and affiliates 
who have access to personally identifying information and/or covered accounts and will be 
implemented by the Chief Financial Officer. 
 
Identification of Red Flags 
 
In order to identify relevant red flags, the College must consider the types of accounts it 
maintains, methods it provides to open and access these accounts and its previous experiences 
with identity theft. Accordingly, the following red flags have been identified for each of the 
categories listed: 


1. Notifications and Warnings from Credit Reporting Agencies 
• Report of fraud accompanying a credit report; Notice or report from a credit agency of a 


credit freeze on an applicant; Notice or report from a credit agency of an active duty alert 
for an applicant; Receipt of a notice of address discrepancy in response to a credit report 
request; and 


• Indication from a credit report of activity that is inconsistent with an applicant’s usual 
behavior or activity. 


Suspicious Documents 


• Identification document or card that appears to be forged, altered, or unauthentic; 
Identification document or card on which a person’s photograph or physical description 
is not consistent with the person presenting the document; Other document with 
information that is not consistent with existing student information; and 


• Application for services that appears to have been forged or altered. 


Suspicious Personal Identifying Information 


• Identifying information that is inconsistent with other information the student provides, for 
example two documents with different birth dates; Identifying information that is 
inconsistent with other sources of information, for example supplemental documentation 
for a student loan with a different address than that on file with the College; Identifying 
information that is the same as information shown on other applications that were found 
to be fraudulent; Identifying information presented that is consistent with fraudulent 
activity, for example an invalid phone number or fictitious address; Social Security 
Number that is the same as another student or employee; Address or phone number 
that is the same as another student or employee; and 


• An individual who fails to provide complete personal identifying information on an 
application when prompted to do so. 


Suspicious Covered Activity Account or Unusual Use of Account 


• Change of address for an account followed by a request to change the student’s name; 
Payments stop on an otherwise consistently up-to-date account; Account is used in a 
way that is not consistent with prior use; Mail sent to a student is consistently returned 
as “undeliverable;” A student notifies the College that s/he is not receiving mail sent by 







the College; A student notifies the College that an account has unauthorized activity; 
Breach in the College’s computer system security; and 


• Other unauthorized access to or use of student account information. 
 


2. Alerts from Other Sources 
 
• Notice to the College from a student, identity theft victim, law enforcement or other 


individual that the College has opened or is maintaining a fraudulent account for a 
person engaged in identity theft. 


Detecting Red Flags 


1. Student Enrollment: In order to detect any of the red flags identified above that are 
associated with the enrollment of a student, College personnel must take the following steps 
to obtain and verify the identity of the individual opening the account: 
• Require certain identifying information such as name, date of birth, academic records, 


home address or other identifying information; and 
• Verify the student’s identity at the time of issuance of CSI student identification card by 


checking student’s driver’s license or other government issued identification. 
• Existing Accounts: In order to detect any of the red flags identified above for an existing 


covered account, College personnel must take the following steps to monitor 
transactions on an account: 


• Verify the identification of students requesting information in person, by mail, e-mail or 
facsimile; Verify the identity of individuals requesting to change billing addresses by mail 
or email; Provide the student a reasonable means of promptly reporting incorrect billing 
address changes; and 


• Verify changes in banking information given for billing and payment purposes. 
 


2. Consumer Credit Reports: In order to detect any red flags identified above for any covered 
account for which a credit report is required, the College will take the following steps to 
assist in identifying address discrepancies: 
• Require written verification from any applicant that the address provided by the applicant 


is accurate at the time the request for the credit report is made to the consumer reporting 
agency; and 


• In the event that notice of an address discrepancy is received, verify that the credit 
report pertains to the applicant for whom the report was requested and report to the 
consumer reporting agency an address for the applicant that the College has taken 
reasonable steps to confirm is accurate. 


Preventing and Mitigating Identity Theft 


1. Reporting Requirement: In the event that university personnel detect any red flags, the Chief 
Financial Officer must be contacted within one (1) business day. Thereafter, one or more of 
the following steps must be taken, depending on the degree of risk posed by the red flag: 
• Monitor the effected covered account for evidence of identity theft; 
• Contact the student or applicant for which a credit report was run; 
• Change any passwords or other security devices that permit access to covered 


accounts; Provide the student with a new student identification number; 
• Notify law enforcement; or 







• Other action as recommended by the Chief Financial Officer. 
 


2. Protecting Student Identifying Information: In order to prevent the likelihood of identity theft 
occurring, the College will take the following steps with respect to its internal operating 
procedures to protect student identifying information: 
• Ensure that institutional web pages are secure or provide clear notice where web pages 


are not or cannot be secured; Ensure complete and secure destruction of paper 
documents and computer files containing student account information when a decision 
had been made to discard that information; Avoid using social security numbers except 
when required for tax or other governmental reporting purposes; Ensure computer virus 
protections are up to date; and 


• Require and maintain the minimum amount of student information that is necessary for 
institutional purposes. 


Program Administration 
 
Oversight: Responsibility for implementing and updating the identity theft prevention program 
lies with the Chief Financial Officer. The Chief Financial Officer will be responsible for training 
College staff about the program and for reviewing SARs on the detection of and response to red 
flags. The Chief Financial Officer is also responsible for determining which steps of prevention 
and mitigation are most appropriate in light of particular circumstances. 


1. Staff Training and SARs: The Chief Financial Officer is responsible for training College 
employees to detect red flags and respond appropriately. The Chief Financial Officer will 
work with the appropriate personnel to effectively implement the program and to regularly 
monitor compliance with the program requirements. The Chief Financial Officer will develop 
a reporting procedure for employees to report red flag incidents and will summarize his/her 
findings for the Vice President of Administration on a biannual basis. 
 
Service Provider Arrangements: In the event the College engages a service provider to 
perform an activity in connection with one or more covered accounts, the university will take 
the following steps to ensure the service provider performs its duties in accordance with all 
institutional policies and procedures designed to detect, prevent and mitigate the risk of 
identity theft: 
• Require, by contract, that service providers understand and agree to abide by College 


policies and procedures regarding identity theft: and 
• Require, by contract, that service providers report any red flags to the Chief Financial 


Officer or the College employee with primary oversight of the service provider. 


Non-Disclosure of Specific Practices: In order to optimize the effectiveness of the Identity 
Theft Prevention Program, information regarding specific red flag identification, detection, 
mitigation and prevention practices may need to be limited to the Chief Financial Officer, 
his/her supervisor(s), and employees charged with identifying and reporting those red flags. 


2. Program Updates: The Chief Financial Officer will periodically review and update the Identity 
Theft Prevention Program to reflect changes in risks. In so doing, the Chief Financial Officer 
will consider the institution’s experiences with identity theft, changes in the means by which 
identity theft occurs, changes in identity theft prevention and detection methods, and 
changes in the way business relationships are structured with other entities. After 







considering these changes, the Chief Financial Officer will determine whether changes to 
the program, including the type of red flags, are warranted. 


For additional information, please refer to the Fair and Accurate Credit Transactions 
Act (FACTA) of 2003. 


6.31 EMERGENCY DISASTER NOTIFICATION PLAN (Rev: 10/19) 


In the event of a disaster or dangerous situation, the person witnessing the event should 
immediately call 911 to notify first responder entities. The second call should be to CSI Security 
at 732-6605. The caller should notify CSI Security that a 911 call has or has not been made. 
Upon receiving notification of a campus emergency/threat that warrants a campus wide alert, 
the CSI Security Office will ensure that 911 authorities have been notified. 
 
As soon as possible, the Public Information Officer will activate the RAVE mobile safety 
emergency alert notification system. This system will send information via text message, voice 
and e-mail to employees, students, and community members who have signed up for this free 
service. Logging into the RAVE system and updating your personal preferences is crucial. 
 
In meetings with the local law enforcement officials concerning emergencies, the Twin Falls City 
Police indicated that they will have three officers on campus in less than five minutes. Additional 
assistance from the Twin Falls County Sheriff’s Office and Idaho State Police will be provided in 
less than 10 minutes. 
 
CSI Security and administration will cede all command and control functions over to law 
enforcement authorities as soon as they are established on campus. 
 
Emergency situations/disasters require CSI staff to remain flexible and react based upon the 
best information available at the time. Written procedures provide the framework for responses 
but the need for adaptability to address the issues must be maintained regardless of policies. 
 
The Emergency Disaster Notification Plan will be tested once each semester and the test 
results documented by the CSI Security Supervisor. 
 
Questions regarding this policy should be directed to the Vice President of Administration. 


6.32 STUDENT HOUSING FIRE POLICY (Rev: 5/17) 


The College of Southern Idaho has one dormitory and one apartment complex that constitute 
student housing. These entities are operated by the College in conjunction with the College of 
Southern Idaho Dormitory Housing Commission. 
 
Dormitory housing is provided in Eagle Hall which is located on the main campus. This facility 
houses approximately 242 students in double and single rooms. Student resident advisors 
receive training each fall in first aid, CPR, emergency disaster procedures and building fire 
procedures. 
 
As per fire code, the dormitory is not equipped with sprinklers due to it being constructed of non-
combustible materials. The dormitory is equipped with an addressable smoke alarm system 
which consists of individual room sensors and area smoke and heat detectors in each 
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mechanical and electrical room. Fire pull stations are located at each of the buildings seven 
exits. Fire extinguishers are located in each hallway. 
 
The alarm system consists of both light strobes and horns. The activation of the system 
automatically triggers an alarm to the local fire station. 
 
Fire extinguishers are inspected each month with the inspection date noted on a tag attached to 
the extinguisher. The smoke/heat detector system is checked for mechanical defects on an 
annual basis by a certified alarm testing company. 
 
Emergency fire drills are conducted at least once per semester for the dormitory. All occupants 
are required to evacuate the building upon the activation of the fire alarm system and to remain 
outside of the building until authorized to return by the proper authorities. Fire drills are 
coordinated through the Dean of Students, Dormitory Counselor, Physical Plant Director and 
Security Supervisor. The Security Supervisor is responsible for documenting these drills. 
 
The apartment complex consists of the North View Apartments which are located on the North 
West edge of the main campus. There are 42 units made up of single, double- and three-
bedroom apartments located in three (3) buildings in close proximity. Like most commercial 
apartments, the buildings are constructed of wood and do not have fire sprinkler systems. 
 
The apartments have one exit which exists out to an outside hallway with two possible 
directions of evacuation. Windows may also be utilized for egress in an emergency. Fire 
extinguishers are located in each building as follows: 
 
A Building – One at each end and one in the middle of each floor 
B Building – One fire extinguisher between every two apartments – 2 upstairs and 2 downstairs 
C Building – One fire extinguisher upstairs in the middle and two downstairs – one at each end 
D Building – One fire extinguisher upstairs in the middle and two downstairs – one at each end 


There is also one fire extinguisher in the laundry room and one in the maintenance shop. These 
are inspected monthly by maintenance staff to ensure they are charged. Additionally, a 
commercial fire extinguisher company services all fire extinguishers every three years. 
 
When the individual apartments are leased, the renter is provided with a smoke alarm with new 
batteries. The renter is responsible for keeping charged batteries in the smoke alarm and 
periodically testing the smoke alarm. There is no central fire alarm system and fire alarm drills 
are not held for the North View Apartments. 
 
The CSI Security Director is responsible for collecting data and filing an annual report by each 
housing group detailing the following: 


1. Number of fires 
2. Number of deaths 
3. Number of injuries 
4. Documentation of Fire Drills 
5. Fire related property damage 
6. A listing of the type of fire detection system in each building 







Questions concerning fire safety, testing and procedures should be directed to the Physical 
Plant Director. Questions concerning this policy should be directed to the Vice President of 
Administration. 


6.33 EMERGENCY EVACUATIONS (Est: 12/10) 


Because of bomb threats, fire alarms, or other emergency conditions, all faculty, staff, and 
students may be evacuated from College buildings or facilities. During these times no one is 
authorized to be in the facilities without consent of the Public Safety official in charge. 


6.34 MISSING STUDENT NOTIFICATION POLICY (Est: 12/10) 


The College of Southern Idaho takes student safety very seriously. To this end, the following 
policy and procedures have been established concerning students who live in CSI-owned on-
campus housing who, based on the facts and circumstances known at the time to CSI officials, 
are presumed and/or determined to be missing. 
 
Most missing person reports in the college environment result from students changing their 
regular routines without informing roommates and/or friends or family members of the change. 
For purposes of this policy, a student will be presumed missing, if a roommate, classmate, 
faculty member, friend, family member or other campus person has not seen or heard from the 
student in a reasonable amount of time. In general, a reasonable amount of time is 24 hours or 
more but may vary with the time of day and information available regarding the missing 
student's daily schedule, habits, and reliability. Students will also be considered missing 
immediately, if their absence has occurred under circumstances that are suspicious or cause 
concerns for their safety. 
 
Anyone who believes that a student who lives in on-campus housing is missing should report 
his/her concern immediately to Campus Security. Missing student reports can be made to the 
Security Supervisor or any Security Officer. 
 
At the beginning of each semester, Residence Hall staff will inform students residing in on-
campus housing that an official from CSI will notify the appropriate law enforcement agency in 
addition to the individual(s) identified by the student on the Missing Student Emergency 
Notification form and the parent/guardian (if the student is under 18 years of age and not 
emancipated) within 24 hours of the determination that the student is missing. 
At the beginning of each academic year, students living in on-campus housing will be asked to 
provide, on a voluntary basis, confidential emergency contact information in the event they are 
reported missing while enrolled at CSI. The contact information will be registered confidentially, 
and the information will be accessible only to authorized campus officials and it may not be 
disclosed, except to law enforcement personnel in furtherance of a missing person investigation. 
This emergency information will be gathered and/or updated each semester by the Housing 
Coordinator. 
 
CSI will follow the following general notification procedures for a missing student that resides in 
on-campus housing: 


1. Any and all official missing person report(s) relating to students residing in on-campus 
housing shall be referred immediately to Campus Security. 







 
The official receiving the report will try to collect and document the following information: 
• The name and relationship of the person making the report. 
• The date, time and location the missing student was last seen. 
• Description, clothes last worn, where student might be, who the student might be with, 


vehicle description, information about the physical and mental wellbeing of the student, 
an up-to-date photograph, class schedule. 


• The general routine or habits of the suspected missing student (e.g. friends who live off-
campus, working off-campus) including any recent changes in behavior or demeanor. 


• The missing student's cell phone number (if known by the reporter). 


2. Every missing student report will be followed up with an investigation to determine the validity of 
the missing person report.  


3. Once CSI receives a missing student report, the following officials/offices may have a need to 
know and be informed: 


• President's Office 
• Executive Vice President and Chief Academic Officer 
• Vice President of Student Services 
• Vice President of Administration 
• Dean of Students 
• Housing Coordinator 


4. If Campus Security, after investigating the official report, makes the initial determination that the 
student subject of a missing person report is missing: 


• Campus Security will notify the appropriate law enforcement agency within 24 hours of 
the determination by Campus Security that the student is missing. 


• The Dean of Students or his designee will notify the individual(s) identified by the student 
within 24 hours of the determination by Campus Security that the student is missing. 


• If the student is under 18 years of age and not an emancipated individual, the Dean of 
Students or his designee will also notify a custodial parent or guardian in addition to the 
individual(s) identified by the student within 24 hours of the determination by Campus 
Security that the student is missing. 


Upon notification from any entity that a student who resides in on-campus housing may be 
missing, CSI may use any or all of the following resources to assist in locating the student: 


• Contact the student via e-mail or phone. 
• The Housing Coordinator and staff may be asked to assist in physically locating the 


student by keying into the student's assigned room and talking with known associates. 
• Security may search campus locations to find the student and utilize the student's ID 


picture for assistance in obtaining pertinent information. 
• Contact roommates, floor mates, known friends, family, faculty members or advisors to 


seek information on last sighting or additional contact information. 
• Check the student's social networking sites (e.g. Facebook, Twitter, etc.). 
• Security may access security camera and video recordings to determine last sightings of 


the missing student. 
• Security may access vehicle registration or license information for vehicle location and 


distribution to authorities. 







• Information Technology staff may be asked to look up logs for last login and use of CSI's 
systems (e.g. e-mail, network, Blackboard, etc.). 


• If there is any indication of foul play or an immediate safety/security concern, the 
appropriate law enforcement agency will be notified immediately. 


Student notification of this policy: 


• Included on the CSI Website 
• Discussed during beginning of term mandatory Residence Hall meetings 
• Included in the annual Campus Security Report 


6.35 CRIME STATISTICS - JEANNE CLERY ACT (Added: 1/15) 


College of Southern Idaho campus crime statistics are published and annually reported in 
compliance with federal regulations. A Campus Crime and Fire Log is maintained by the CSI 
Security Department and is available for public review. The Security Department may be 
reached by calling 208-732-6605. 
 
College of Southern Idaho campus crime statistics are published online through U.S. 
Department of Education Office of Postsecondary Education website (OPE ID: 00161900) or 
can be viewed on the CSI Campus Safety and Security Webpage.  


6.36 CAMPUS MEMORIAL POLICY (Added 12/12) 


The College receives requests from various organizations and individuals concerning 
establishing a memorial for a deceased individual or special organization. These individuals are 
encouraged to establish a scholarship endowment with the College of Southern Idaho 
Foundation. 
 
For groups or individuals who wish to establish a physical memorial on campus, the following 
guidelines apply: 


1. The only approved memorial will be a single tree. 
2. The tree will be purchased by the College and planted by the College maintenance 


department. 
3. The applicant shall request a variety of tree but the ultimate selection of the variety of tree 


will be by the College. The tree will have to be consistent with the overall landscaping plan 
of the College. 


4. The applicant may request a location but the ultimate location on the campus will be decided 
by the College maintenance department. The site will take existing trees, the campus 
master plan and the overall landscaping plan into effect. 


5. If the tree does not survive or is destroyed by wind, insects or other occurrences, the tree 
may be replaced at the applicant's expense. 


6. The College reserves the right to move the tree and plaque to a new location if deemed 
necessary by the maintenance department. 


7. A brass plaque not to exceed 9 inches by four inches with minimal wording will be ordered 
by the College. The brass plaque will be mounted in a flat, ground level concrete slab cast 
and located by the College maintenance department. 


8. All costs associated with the purchasing of the tree, the planting, pouring of the concrete 
slap and brass plaque will be paid for by the applicant. 
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9. Prior to the start of the project, the applicant will pay a deposit of $300. Upon completion of 
the project, a final billing for total costs in excess of the $300 will be sent to the applicant. 
Any excess funds deposited will be refunded to the applicant. 


10. In the event that the applicant wishes to establish a tree as a memorial without a plaque, the 
applicant will pay a deposit of $100. Upon completion of the project, a final billing for total 
costs in excess of the $100 will be sent to the applicant. Any excess funds deposited will be 
refunded to the applicant. 


11. Applicants may contact the College of Southern Idaho Physical Plant Director concerning 
tree varieties, possible locations and the ordering of brass plaques. 


Applicants requesting variances concerning this policy may apply to the College of Southern 
Idaho Administrative Council in writing with their specific request. 


6.37 VISUAL IDENTITY USAGE (Added 5/17) 


The College of Southern Idaho visual identity and logo usage guidelines are posted online at the 
Copy Center site. This reference guide is to ensure our logo is used consistently in all digital 
and produced media. A consistent identity will enhance the recognition of the College. These 
logo usage guidelines must be adhered to strictly. No variations, adaptations, or new logos 
should be created without prior consultation with the CSI Graphic Design Specialist, at 
208.732.6320. 


6.38 ANIMALS ON CAMPUS (Added 10/19) 


Definitions 
 
Handler - The owner and person in charge of an animal. 
 
Pet - Any animal kept for ordinary use and companionship. Service and Support Animals are not 
considered Pets. 
 
Service Dog - Any dog that is individually trained to do work or perform tasks for the benefit of a 
person with a disability, including a physical, sensory, psychiatric, intellectual, or other mental 
disability. The work or tasks performed by a Service Animal must be directly related to the 
person’s disability. The provision of emotional support, well-being, comfort, or companionship 
does not constitute work or tasks for the purpose of this definition. 
 
Service Dog in Training - A dog who is participating in a formal program to learn how to become 
a Service Dog. 
 
Support Animal - An animal that provides emotional or other support that improves one or more 
identified symptoms or effects of a person's disability. Unlike Service Dogs, Support Animals are 
not required to be trained to perform work or tasks, and they may include species other than 
dogs. Support Animals could include, but are not limited to domestic dogs, domestic cats, 
rabbits, companion birds, and other animals commonly kept as Pets. 
 
Policy 
 
I. Policy Statement 
 







The College of Southern Idaho is committed to making reasonable modifications to its rules, 
policies, and practices as required by law to afford people with disabilities an equal opportunity 
to access its programs, services, and activities. Possession of any animal on campus including 
but not limited to domestic pets, wildlife, livestock, wild animals, exotic animals, vicious animals, 
and insects must be in compliance with local, state, and federal laws and regulations. Twin Falls 
City Code Title 6, Chapters 3-4 should be consulted before bringing any animal on campus. 
 
Animals in Outdoor Spaces 
 
Animals may be brought onto outdoor spaces on campus that are open to the public, except for 
College athletic fields/arenas if: 
 


A. The animal is accompanied and appropriately restrained by a competent Handler at all times, 
and 
B. The animal and the Handler are in compliance with all applicable laws and regulations. 


II. Service Dogs 
 
Service Dogs are permitted to accompany people with disabilities in all areas of the College 
facilities, including on-campus housing, where students, members of the public, and other 
participants in services, programs, or activities are allowed to go. 


1. A Service Dog must be trained so that it controls its waste elimination, absent illness or 
accident. The Handler must maintain control of the Service Dog at all times by a harness, 
leash, or other tether, or by voice, signals or other effective means if the Handler is unable 
to hold control devices, or such use would interfere with the Service Dog’s performance of 
work or tasks. 


2. The College does not require documentation, such as proof that the animal has been 
certified, trained, or licensed as a Service Dog. 


3. College employees may only ask two questions of the Handler to determine whether the 
animal qualifies as a Service Dog: 


4. Is the animal required because of a disability? 
5. What work or task has the animal been trained to perform? 


Asking additional questions of the Handler may be a violation of College Policy on Unlawful 
Discrimination, Harassment. If a College employee has concerns about a Service Dog, contact 
the Student Disability Services, Human Resources, or Campus Safety as appropriate. 
 
III. Requests for assistance with Service Dogs 
 


A. Students - Contact Student Disability Services. 
B. Employees - Contact Human Resources Office for information on employment 
accommodations If requesting the use of Service Dogs in the course of employment. 
C. Others - Contact Campus Safety. 


IV. Support Animals and Pets 
 
The following are procedures for where Support Animals and Pets are allowed and under what 
circumstances. 
 
On Campus Student Housing 
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1. A Support Animal may reside in on-campus housing, including accompanying persons 
with disabilities in all public or common use areas of on-campus housing, when it may be 
necessary to afford the person with a disability an equal opportunity to use and enjoy on-
campus housing. 


2. Before a Support Animal can move into on-campus housing with a person with a 
disability, the student requesting use of an Animal must submit a request to the Student 
Disability Services. The Student Disability Services will review the request and notify the 
student and Housing Administration if the request is approved or denied. Prior to a final 
decision, the Student Disability Services Staff may request additional information from 
the student. The request for a Support Animal should be made at least thirty (30) days 
prior to the student bringing the Support Animal into on-campus housing. 


3. Student Disability Services will require documentation for Support Animals from a 
licensed physician or mental health provider, including without limitation a qualified 
psychiatrist, social worker, or other mental health professional, to provide sufficient 
information for the College to determine that: 
 
• The individual qualifies as a person with a disability 
• The Support Animal is necessary to afford the person with a disability an equal 


opportunity to use and enjoy on-campus housing 
• There is a reasonable, documented connection between the animal and the disability 


 
4. Once approved, refer to the Service and Support Animal Guidelines for more 


information. These guidelines will be given to Handlers of living in on-campus housing 
upon approval of a Support Animal. 


5. Pets are not allowed in On Campus Student Housing 


Beyond Campus Student Housing 


1. Pets are not allowed in classrooms, offices, or buildings. 
2. If any member of the College community is concerned about any animal on campus, they 


may address their concerns with the Student Disability Services, Human Resources, or 
Campus Safety as appropriate. 


V. Service Dog Trainees 
 
Service Dogs in Training are allowed on campus to the same extent and subject to the same 
limitations as Service Dogs. 
 
VI. Responsibilities 
 
The College is not responsible for the care or supervision of Service Dogs or Support Animals. 


1. Handlers are responsible for the cost, care, and supervision of their animals, including: 
• Compliance with any laws pertaining to animal licensing, vaccination, and owner 


identification; 
• Keeping the animal under control and taking effective action when it is out of control; and 
• Feeding and walking the animal as necessary, and disposing of its waste. 


2. Handlers may be charged for damage caused by their animals to the same extent that the 
College would normally charge a person for the damage they cause. However, the College 
will not require any surcharges or fees for the use of Service or Support Animals. 
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3. Handlers must ensure their animals comply with applicable College rules regarding noise, 
safety, disruption, and cleanliness. 


VII. Exceptions and Exclusions 
 
The College may impose some restrictions on, and may even exclude an animal in certain 
instances, including Service and Support Animals. Any animal may be excluded from an area in 
which it was previously authorized to be if: 


1. It is out of control and effective action is not taken to control it, 
2. It is not house-broken or the Handler fails to clean a cage or box designated for the animal’s 


waste such that the cleanliness of the room is not maintained, or 
3. It poses a direct threat to the health or safety or others that cannot be mitigated by 


reasonable modifications of policies, practices, or procedures, or the provision of auxiliary 
aids or services. 


In the event that restriction or removal of a Service or Support Animal is determined to be 
necessary, the person with a disability will still be given the opportunity to participate in the 
service, program, or activity without having the animal present. 
 
VIII. Guidelines for Members of the College Community 
 
To ensure equal access and nondiscrimination of people with disabilities, members of the 
College community must abide by the following practices: 


1. Allow Service Dogs, and in some cases Support Animals, to accompany people with 
disabilities on campus; 


2. Do not ask for details about a person’s disability; 
3. Do not pet a Service Dog or Support Animal as it distracts the animal from its work; 
4. Do not feed a Service Dog or Support Animal; 
5. Do not deliberately startle, tease, or taunt a Service Dog or Support Animal; 
6. Do not allow Pets to approach and/or interfere with a Service Dog or Support Animal; and 
7. Do not separate or attempt to separate a Handler from his/her Service Dog or Support 


Animal. 


IX. Policy Non-Compliance 
 
Violation of any portion of this policy may result in disciplinary action. Incidents will be evaluated 
on a case-by-case basis and may result in the following sanctions up to: 


1. Exclusion or expulsion in the case of students, or 
2. Exclusion or dismissal from employment, in the case of faculty and staff, or 
3. Exclusion from campus, in the case of the public. 


If a Handler feels his or her animal has been improperly excluded from campus, the Handler 
may contact the Student Disability Services, Human Resources, or Campus Safety as 
appropriate. 


 
Contact Information 


Student Disability Services - Available to students at 732-6260 
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Human Resources Office - Available to College employees at 732-6267 
Campus Safety - Available to visitors at 732-6605  
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8. BUSINESS POLICIES & PROCEDURES 
 
 


8.01 COLLEGE BUSINESS POLICIES (Rev: 5/17) 


Business policies are established to provide a framework for consistency, structure and 
guidance for the general business operations of the College. While many policies are based 
upon laws or regulations, most simply reflect good business practices. 
 
Polices for payment of fees, refunds and student related issues are found in the current College 
of Southern Idaho catalogue. 
 
Polices are not designed to cover all unique situations or special circumstances. In those 
special cases where a policy does not appear to apply, the College will take actions that reflect 
common sense and good business practices that are in the best interest of the College, its 
students and the community. Any questions concerning the business operations of the College 
should be directed to the Business Office. 
 
In all cases, the Business Office will operate in accordance with state and federal laws and 
regulations. Interpretations of laws and regulations and how they apply to the College are the 
responsibility of the Vice President of Finance and Administration, the President and the College 
attorney. 


8.02 CODE OF CONDUCT (Rev: 5/17) 


The College of Southern Idaho requires all employees to act in accordance with all state, federal 
and local laws and regulations. Employees are expected to be of high moral character and 
utilize judgment to avoid even the appearance of impropriety. 
 
All instances of suspected fraud, error or omission will be properly investigated and 
documented. All violations of policy will be brought to the immediate attention of the Vice 
President of Finance and Administration or the Controller. Instances of fraud or abuse will be 
brought to the immediate attention of the Vice President of Finance and Administration, 
Executive Vice President, Controller, or the President. External independent auditors may be 
brought in to investigate any issue at the discretion of the President or the Board of Trustees. 


8.03 INDEPENDENT CONTRACTORS (Rev: 1/07) 


Numerous instructors, interpreters and service providers are requesting to be paid as 
independent contractors rather than through payroll. If the independent contractor does not 
have insurance, the College may be held liable for both the liability insurance and the worker's 
compensation claims. 
 
In certain situations, the person may be paid as an independent contractor if prior approval is 
obtained from the Business Office. These people would not be required to show proof of liability 
insurance or workers compensation. 
 
These situations would include all of the following criteria: 







• Liability is limited and 
• The probability of a workman's compensation claim is limited and 
• The service performed is of a one-time nature such as a guest lecturer and 
• The amount is less than $1,000 per occurrence and expected to be less than $1,000 per 


year. 


In all other situations, in order to protect employees and students and comply with IRS 
regulations, independent contractors must provide the College with a personal liability policy of 
$1,000,000 listing the College as an additional insured and a worker's compensation policy. 
Service providers must meet the IRS definitions for independent contractors in order to be paid 
as a consultant or contractor rather than an employee. 
 
IRS independent contractor guidelines are available from the Business Office. 
College employees are not eligible to be paid as contractors unless they have a separate EIN 
number and meet IRS requirements for independent contractors. 


8.04 PURCHASING AND PROCUREMENT POLICY (Rev: 10/19) 


Purpose: To provide for oversight and responsible stewardship of CSI funds by setting forth 
guidelines for purchasing goods and services 
 
Scope: Applies to all employees of CSI who are authorized to make purchases on behalf of CSI 
 
Responsible Party: Vice President of Finance and Administration 
 
Policy Statement 
 
Efficient and cost-effective procurement of goods, services and public works construction is an 
important aspect of local government operations. CSI should endeavor to buy goods, services 
and public works construction by way of a publicly-accountable process that respects the 
shared goals of economy and quality. All purchases will be made within the terms of the 
approved institutional budget. Administrators and professional support staff who administer 
budgets within their department or program are responsible for and will be accountable to CSI to 
ensure that purchases are made within the means of their budget. This policy and its 
procedures define the roles and responsibilities of the departments and the Business Office as 
they apply to the procurement of goods and services by CSI. 
 
Procedures 
 
Purchasing Overview 
Generally, the Accounts Payable Office processes and mails checks on Wednesdays. 
Payment/reimbursement documentation must be received in the Business Office by Monday at 
noon to ensure payment by Wednesday. Checks will be mailed after being processed. Original 
itemized invoices or receipts are required. Individuals are to request reimbursement for their 
own expenses. All requests must be signed by at least two employees with one employee 
having appropriate signing authority. Incomplete requests will be returned to the signing 
authority for resolution. All payment/reimbursement requests should be submitted on a weekly 
basis. 
 
Preliminary Cost Analysis 







Prior to making a purchase the requestor shall work with the department head to research the 
good or service to determine the cost range of the procurement. Under CSI's procedures and 
state and federal guidelines for procurement, purchases are divided into dollar amount 
thresholds. For CSI, the following are the dollar threshold requirements: 


• Below $5000, a Request for Payment or P-Card is required 
• $5,000 and above, a Purchase Order is required 
• $10,000 to $49,999, three Quotes and a Purchase Order are required 
• $50,000 and above, a Formal Sealed Bid and a Purchase Order are required 


*Regardless of dollar amount, Purchase Orders are the preferred method of purchasing 
whenever possible and when working with federal funds. 
 
Other preliminary considerations 


• Is the purchase exempt from the bid/RFQ requirements? And if so, what documentation 
is required to authorize the exemption? Contact the Business Office 


• Is the purchase made with grant funds? Does the Uniform Guidance apply to the 
purchase? Contact the Grant Accountant in the Business Office. 


• Is the purchase technology related (software, hardware, support, services)? Contact 
Information Technology Services. 


• Is this purchase related to physical plant, facilities or furnishings? Contact Physical Plant 
Director 


• Is this purchase related to student clubs or activities? Contact the Student Affairs Office 
• Is the purchase allowable? Some examples of purchases that are not allowed include 


the following: 
o Alcoholic beverages, unless approved by the President 
o Birthday or other departmental celebration cakes, cards, or decorations, unless 


approved by the President (birthday/departmental celebrations are still 
encouraged, however, expenses must be paid from resources outside CSI 
dollars) 


o Gifts or purchases of flowers and plants that are not program related, unless 
approved by the President 


o Gifts and donations, unless approved by the VP of Finance or Controller 
o Traffic tickets and violations 
o Gift certificates/gift cards/prizes unless approved by the VP of Finance or 


Controller 
o Departmental clothing purchases unless approved by the VP of Finance or 


Controller 


Purchases that Require Board Approval 


• All real property 
• Any purchase of $100,000 and above 
• Capital purchases that will cause a Division to exceed their Board approved annual 


budget 


Purchases under $5,000 (Request for Payment, P-Card or Purchase Order) 
 







• Purchases valued under $5,000 may be procured through a Request for Payment form, 
P-Card, or Purchase Order. The Request for Payment form and directions can be found 
on the Business Office website. The completed form along with original invoice or 
receipts should be turned into the Business Office. Procurement with a P-Card should be 
made in accordance with CSI's P-Card Policy. Procurement with a Purchase Order 
should go through the normal purchase requisition process. 


 
Purchases $5,000 and above (Purchase Order required) 


• All purchases of $5,000 and above require an approved Purchase Order. The Purchase 
Requisition form that initiates the Purchase Order process can be found on the Business 
Office website. Purchase orders are not required under the following circumstances: 


o A purchase of $5,000 and above is made on account with a vendor approved by 
the Business Office 


o A purchase of $5,000 and above is made using the CSI Bookstore's separate PO 
system such as bulk textbook purchases, etc. 


o A purchase of $5,000 and above for travel arrangements 
o A special exemption is pre-approved by the VP of Finance and Admin 


• All requests must be signed by at least two employees with one employee having 
appropriate signing authority. 


Purchases Valued Between $10,000 to $49,999 


• Purchases (or leases) of personal property or services that are valued between $10,000 
and $49,999 are subject to the procurement rules contained in Idaho Code. CSI is 
required to solicit at a minimum three quotations from vendors for the product or service 
that is needed. Three quotes are not required if exemption is pre-approved by the VP of 
Finance and Admin. Additional documentation is required under these circumstances. 


• A Request for Quotation (RFQ) should include: 
o A clear description of the purchase to be made so that the vendor dealing in such 


goods or services can understand what is to be procured 
o A clear description of the method by which the vendor should respond, including 


time and date, and person to whom the response should be directed 
o A minimum of five working days for the quote response 


• Each vendor should be provided identical quote specifications. The Quote Request can 
be in either electronic or physical format. 


• Vendor responses should: 
o Be in writing on the vendor's letterhead or with logo 
o List the vendor's company/business name, address, phone number and contact 


name 
o Respond to the quote request as to quality, quantity or service capabilities 


• Objections or questions from a vendor must be in writing and received no less than two 
(2) days prior to the due date of quotes. 


• Once quotes are received they should be compiled and reviewed by the Department 
Chair and/or Dean overseeing the purchase. The lowest responsive quote should be 
selected from the bid submittals. When specifications are valued or comparative 
performance examinations are conducted, the results of such examinations and the 
relative value of required specifications will be weighed as set out in the criteria of the 
RFQ, in determining the lowest responsive quote. 







• If CSI chooses to award a competitively bid contract involving the procurement of 
personal property or services to a bidder other than the apparent low bidder, CSI shall 
declare its reason or reasons. These reasons should be documented and should be 
attached to the Purchase Requisition form. A response from a bidder that it cannot meet 
the requirements of a quote request is a valid response and counts as one of the three 
quotes. This does not mean a department can circumvent the procedures by requesting 
quotes from un-qualifying parties. If three quotes cannot be obtained, a description of the 
efforts undertaken to procure three quotes shall be documented and such 
documentation will be attached to the Purchase Requisition form. 


• The department requesting the bids must attach all three quotes to the Purchase 
Requisition form before a purchase order will be issued. 


Purchases Valued at $50,000 or above 


• When an expenditure or purchase is contemplated for personal property or a service that 
may be at $50,000 or above, the purchase must be made pursuant to an open 
competitive bid (Request for Proposals, Invitation to Bid). A Request for Proposal (RFP) 
must be developed that provides the specifications and details of what is to be 
purchased. Further, as additional factors, including but not limited to location, standards, 
licensing, references, ability of vendor, or finances can be put into the body of the 
Request for Proposal. The RFP must also provide a time frame for the process and the 
evaluation criteria under which the vendor will be selected. Items cannot be separated 
as to type, such as separating chairs from desks to keep from bidding. Bid splitting is 
prohibited by law and can result in fines. RFP's and bids involving technology systems, 
equipment, and/or services must be reviewed and pre-approved by the Chief 
Technology Officer. 


• The RFP process takes approximately three to six weeks. The RFP document must be 
developed, and the RFP must be approved by the Business Office. State law also 
requires a legal notice be published in the official newspaper of the political subdivision. 
This legal notice will designate the CSI contact person. CSI posts legal notices in the 
Times-News. State law requires the following for the publication: 


o Two notices soliciting bids shall be published 
o The first notice shall be published at least two weeks (14 days) before the date 


that the bids are to be opened 
o The second notice shall be published the succeeding week, at least seven (7) 


days before the bids are to be opened 
o The legal notice must describe the property or service to be purchased, 


information for a vendor to obtain a copy of the RFP, and provide the time and 
date when proposals will be due 


• Vendors may obtain a copy of the RFP from the CSI contact person associated with the 
purchase. This designated CSI contact person's name and contact information will be 
included in the legal notice for the bid. Questions can be sent by e-mail as directed in the 
proposal. Proposals may not be withdrawn after the time and date set for the opening of 
the bids. The opening will be in a public location so that vendors or the public may be 
present at the opening. CSI generally holds the opening at the CSI Business Office at 
315 Falls Ave. in Twin Falls, Idaho. 


• Once opened, an Evaluation Team will be established and approved by the Business 
Office. The Evaluation Team shall review all proposals, evaluating them based on the 
criteria set forth in the RFP. The award will be granted to the vendor who is most 
qualified based on the criteria. 







Exemptions to Bid/RFQ Process 


• State of Idaho Open Contract List 
o As a political subdivision of the state of Idaho, CSI is able to purchase goods or 


services at the same contract prices, terms and conditions available to the State 
of Idaho. The state open contract 
(https://purchasing.idaho.gov/statewide_contracts.html) website includes a list of 
vendor goods or services that the state has already bid and determined to be the 
best overall value. Departments should first review this list before making a 
purchase. No matter the cost of the purchase, if a good or service is listed on the 
state open contract list, the purchase is exempt from the bid/RFQ process. If a 
purchase from the state open contracts will exceed $50,000, the purchaser must 
document that the vendor was included on the state list. Documentation to 
substantiate the presence of the item on the state open contracts is required to 
be submitted with a CSI Purchase Requisition form. 


• Real Property and Leases 
o Procurement of an interest in real property is exempt from the bid requirements 


under Idaho Code 67-2803(5). CSI requires that all real property purchases be 
approved by the Board of Trustees 


• Joint Powers 
o Under Idaho Code, political subdivisions may utilize contracts of state and public 


agencies. Many contracts contain “public agency clauses” which allow cities, 
counties and political subdivisions access to state agency purchase agreements. 
The use of such contracts enables the secondary party to the agreement to make 
a purchase off the primary agency without seeking bids (as bids were already 
achieved in the original formation of the contract). When using another agency's 
contract for a purchase of goods or services the following procedures should be 
followed: 


o Obtain written permission from the primary agency to the contract for the 
utilization of the contract 


o Obtain a copy of the contract and have a clear understanding of the terms, 
including but not limited to financing and payment, duration and termination, and 
method of use 


o Obtain names and terms for all subcontractors 


Federal GSA Contracts 
 
CSI, as a political subdivision, may use federal government general services administration 
(GSA) contracts in accordance with the GSA eLibrary website. These contracts have already 
been bid and awarded by the federal government. The purchaser must document that the 
vendor was included on the federal GSA list for state and local government. Documentation to 
substantiate the presence of the item on the state open contracts is required to be submitted 
with a CSI Purchase Requisition form. 
Emergency Purchases 


• The policies governing purchasing procedures for the college system and its institutions 
shall be waived when the Vice President of Finance and Administration or other person 
delegated that authority, determines that an emergency requires such action. An 
“emergency” means when the immediate demand for supplies, materials, or services is 
such as to seriously hamper the operations of the institution, and in spite of all remedial 
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action possible, would result in costlier damage than the purchase involved, if purchased 
through normal procedures. The nature of the emergency and determination that the 
circumstances justified waiver of purchasing procedures shall be documented in writing. 


• The Vice President of Finance and Administration will determine when an emergency 
exists at CSI, and when an emergency purchase is warranted. Emergency purchasing 
cannot be used to satisfy preferences or convenience on the part of the department, nor 
is it allowed for preventing funds from reverting at the end of the fiscal year, to the 
institution, or for any reason that seeks to circumvent regular procurement procedures. 


Sole Source Purchases 


• CSI, as a political subdivision, may determine that there is only one vendor (one source) 
to acquire personal property. A sole source item is one that has only one supplier. For 
example, a sole source purchase might be necessary in the follow circumstances: 


o Where the compatibility of equipment, components, accessories, computer 
software, replacement parts or service is the paramount consideration. 


o Where a sole source supplier's item is needed for trial use or testing 
o The purchase of mass-produced movies, videos, books or other copyrighted 


materials 
o The purchase of property that for which it is determined there is no functional 


equivalent 
o The purchase of public utility services 
o The purchase of products, merchandise or trademarked goods for resale at a 


political subdivision facility 
o Where competitive solicitation is impractical, disadvantageous or unreasonable 


under the circumstances 
• Individual CSI departments or purchasers cannot make a determination on whether a 


vendor is a sole source. Departments contemplating a purchase that they suspect may 
be a sole source must provide a memorandum documenting the research and rationale 
behind the request for a sole source purchase. The memorandum describing the sole 
source must be signed by the Vice President of Finance and Administration. 


8.05 PRINTING AND DUPLICATING POLICY (Rev: 5/17) 


All major printing and duplicating jobs should be completed by the CSI Copy Center. All print job 
requests need to be detailed enough to allow the Copy Center to competitively bid the project if 
necessary. Outside vendors should not be used without prior-approval from the Copy Center. 


8.06 TRAVEL REIMBURSEMENT POLICY (Rev: 10/19) 


Transportation 
 


• Airfare - Employees will be reimbursed for airfare at the actual cost. 
• Private Auto - Employees will be reimbursed 58 cents per mile for in state travel. 
• Out of State Travel - If a private automobile is used, reimbursement will be at the airfare 


price or 58 cents per mile, whichever is lower. 
• CSI Vehicles - CSI vehicles are to be used for official CSI business only. Employees will 


be reimbursed for actual out of pocket fuel costs only when using a CSI vehicle. 
 







Lodging 
 
The actual cost of the hotel room will be reimbursed, less phone, meal or other miscellaneous 
charges. 
 
Meals 
 
A Per Diem rate of $45 per day will be allowed for overnight travel on the following schedule: 


• Departure prior to 7 a.m.: Breakfast, lunch and dinner are included. 
• Departure prior to 11 a.m.: Lunch and dinner are included. 
• Departure prior to 5 p.m.: Dinner is included 
• Return after 8 a.m.: Breakfast is included. 
• Return after 2 p.m.: Breakfast and lunch are included. 
• Return after 7 p.m.: Breakfast, lunch and dinner are included. 


 
o Per Diem is allowed at a rate of $45 per day both in state and out of state for CSI 


employees. Breakfast is $9, lunch is $13, and dinner is $23. 
o When meals are provided Per Diem will not be paid. A copy of the conference 


agenda or schedule of events must be attached to the travel voucher. 
o Per Diem for students on official CSI business will be allowed up to $45 per day 


for in state and out of state. Employees distributing funds to students for Per 
Diem must turn in documentation with the student's signature acknowledging 
receipt of Per Diem funds. 


o Per Diem will not be paid unless the employee or student is staying overnight at 
their destination. 


o An itemized receipt is required for all reimbursements. Credit card slips with 
totals are not sufficient documentation. 


o Excessive claims will be sent back to the supervisor with a request for a written 
explanation of the costs. 


o No expenses for alcohol will be reimbursed. 


Other 
 
A maximum tip of 18% will be allowed. Per Diem payments are inclusive of tips. 
 
All claims other than Per Diem and mileage must be supported by itemized receipts. If the 
receipt is not on letterhead, it must be signed by the provider of the services. 
 
Travel vouchers must be totaled with all receipts attached and signed by the appropriate 
supervisor with the complete fund-department-account filled in. Incomplete vouchers will be 
returned to the employee. 
 
Requests for reimbursement must be turned in at least monthly or within 30 days of the last day 
of travel. 


8.07 PRESIDENTIAL AND BOARD OF TRUSTEE TRAVEL POLICY (Rev: 1/11) 







It is recognized by the Board of Trustees that both the president and the president's spouse 
represent the College at various functions throughout the year. These functions range from 
various governmental events to national and regional meetings to athletic events. 
 
As a representative of the College of Southern Idaho, the president's spouse is entitled to travel 
at the expense of the College and be reimbursed for travel expenses and Per Diem in 
accordance with employee travel reimbursement policies. 
 
The Board of Trustees members are not compensated employees of the College but incur 
expenses in traveling to meetings and in representing the College at various functions 
throughout the year. It is recognized that Board members represent the College at these various 
functions and events. As representatives of the College, the Board members are entitled to 
travel at the expense of the College and be reimbursed for travel expenses and Per Diem in 
accordance with employee travel reimbursement policies. 


8.08 RENTAL CAR INSURANCE (Rev: 1/11) 


College of Southern Idaho employees renting vehicles for official College business should not 
purchase liability and collision insurance from the rental car company. The College's insurance 
policy through Idaho Counties Risk Management Program (ICRMP) contains provisions for both 
liability and collision for rental vehicles. The ICRMP insurance provisions apply regardless of 
payment method - direct bill, P-card or personal credit card - as long as the employee is utilizing 
the vehicle for official College business and acting within the scope of their employment. 
Our ICRMP insurance policy does not cover any vehicle driven or rented in a foreign country. 
The rental of vehicles in foreign countries is strongly discouraged and must have prior approval 
of the Business Office. 


8.09 NON-CSI EMPLOYEES IN CSI VEHICLES (Rev: 1/11) 


CSI vehicles are to be used by CSI employees in the performance of their College duties and 
responsibilities. Non-CSI employees are generally not allowed to ride in or operate College 
vehicles. CSI students may ride in CSI vehicles for educational or CSI sponsored event 
purposes. Students who are employed by the College may operate CSI vehicles as it pertains to 
their scope of employment with CSI. 
 
Employees of another government entity, acting within their scope of employment, may ride in 
CSI vehicles. The use of College vehicles by other government entities is evaluated on a case 
by case basis by the Vice President of Finance and Administration, Executive Vice President or 
President. 
 
Family members of College employees are not allowed to ride in College vehicles. In the event 
an employee wishes to take a family member or non-CSI employee with them on an official 
College trip, they should get permission from their supervisor to take their own personal vehicle 
and request mileage reimbursement. 


8.10 COURTESY VEHICLE USE POLICY (Rev: 1/11) 


This Policy applies to athletic department personnel and CSI employees that receive a courtesy 
vehicle from a corporate sponsor of CSI. 







1. All vehicles and vehicle assignments must be approved by the Director of Athletics or 
applicable department head and the College President. 


2. Vehicles will be assigned to a designated departmental employee. 
3. All employees designated by the Directors of athletics or applicable department head will 


acquire the proper lease agreements from the corporate sponsor. The Business Office will 
forward a copy of any documentation to the Maintenance Department who will properly 
register the vehicle with the State of Idaho and obtain license plates. The courtesy vehicle 
will then be added to the College insurance policy by the Business Office. Only CSI 
designated employees shall be insured by CSI to drive the vehicle. CSI's insurance policy 
will cover all passengers. 


4. The designated employees will complete the lease value form each time a vehicle is 
provided or traded out. The employee will have the responsibility to file a mileage/usage 
report to the Payroll Office by the 15th of each month in accordance with IRS regulations. 


5. The Athletic Department/applicable department head will receive a copy of the vehicle use 
agreement made between the dealer and the employee. A copy of the vehicle use 
agreement will be kept in the employee's payroll file. The College employee will be 
responsible to keep the vehicle clean, report any problems with the vehicle to the dealer 
immediately and be responsible for fuel. 


6. Travel reimbursements will be made for necessary trips using the vehicle. Vehicle mileage 
reimbursement will not be paid but fuel expenses incurred as a result of trips on official CSI 
business may be submitted for reimbursement. 


7. Employee shall have use of motor pool vehicles for trips deemed necessary based upon the 
guidelines agreed upon by the dealer and the employee; i.e., limited mileage. 


8. The employee who has been assigned a vehicle is responsible for following the basic 
regulations governing vehicle use, including but not limited to the following: 
• State and local laws must be obeyed at all times. A CSI employee who violates such 


laws is held personally liable for any consequent damages or fines. A valid Idaho State 
Driver's License is required. 


• In case of an accident involving a courtesy vehicle, reports as required by law must be 
filed. Report all accidents to Directors of Athletics and CSI security. 


• Employees and their passengers shall wear safety belts in all seating positions while 
driving or riding in courtesy vehicles. 


8.11 EXPENDITURE AND SIGNATURE AUTHORITY (Rev: 5/17) 


All accounts payable requests for payment, travel and purchase orders must be signed by at 
least two employees with one employee having appropriate approving authority holding the 
position of Department Chair, Director, Dean or Vice President. 
 
Expenditures and travel initiated by Vice Presidents, the Director of Human Resources, the 
Associate Dean of Institutional Effectiveness, the Athletic Director and the Herrett Center/Library 
Director are approved by the President or, at the President's discretion, the Provost or Vice 
President of Finance and Administration. 
 
All expenditures in excess of $5,000 must be requested via a purchase order. The purchase 
order must be signed by the respective department head, Vice President, Dean or Directors. P-
Cards cannot be used for capital outlay purchases without specific authorization from the 
Controller or, in his/her absence, the Vice President of Finance and Administration. 
 
The Provost may delegate authority to the Instructional Dean or Director for the approval of 
hiring of and signing timesheets for all adjunct faculty and part-time employees in educational 







departments. The Provost will sign or will designate a Dean or Director to approve and sign 
timesheets for employees in the Academic Development Center and Adult Basic Education. 
 
New hire forms for full-time positions must be signed by the appropriate Vice President unless 
this hiring authority has been delegated to a Dean or Director. Trans IV, Refugee, IOOA, STAR 
and Head Start/Early Head Start require Presidential approval for the program Directors only. 
New hire forms for employees in these programs are approved by the Vice President of Finance 
and Administration or Controller. The Directors of Trans IV, Refugee, IOOA, STAR and Head 
Start/Early Head Start approve the hiring of and sign timesheets for all employees in their 
respective departments. 
 
The Associate Vice President of Student Services approves the hiring of and signs timesheets 
for all part-time employees in his/her respective departments. 
 
The Library Director/Herrett Center Director approves the hiring and signing of timesheets for all 
part-time employees in these departments. 
 
The Chief Technology Officer approves the hiring of and signs timesheets for all part-time 
employees in the Information Technology department. 
 
The Director of Human Resources approves the hiring of and signs timesheets for all part-time 
employees in the Human Resource Department. 
 
The Maintenance Director approves the hiring of and signs timesheets for all part-time 
employees in the Maintenance department. 
 
The Athletic Director approves the hiring of and signs timesheets for all part time employees 
paid from the athletic funds. Athletic employees charged to instructional accounts must be 
approved by the Provost. 
 
The Vice President of Finance and Administration or Controller approves the hiring of and signs 
timesheets for all part-time employees in the Bookstore and Business Office. 
 
The Provost, Vice President of Finance and Administration or Controller may sign any time 
sheet in the event the appropriate authority is not available. In these cases, a copy of the 
timesheet will be forwarded to the appropriate authority for confirmation after the fact. 
 
The Provost is responsible for all instructional expenses. This includes academic, professional 
technical, dual credit, summer school, outreach centers, adult basic education and continuing 
education. The Deans, Department Chairs and Directors of these departments have signature 
authority for expenditures initiated by their respective staffs. Expenditures and travel initiated by 
the Deans and Directors must have the signature of the Provost. All purchase orders in excess 
of $5,000 must be signed by the Provost. 
 
The Associate Vice President of Student Services is responsible for all expenditures in his/her 
respective areas. This includes Admissions, Records, Advising, Career and Counseling Center, 
Financial Aid, Student Disability Services, Student Information, Student Activities, Child Care 
Center, Student Health Center and Rec Center. The Deans and Directors of these departments 
have signature authority for expenditures initiated by their respective staffs. Expenditures and 
travel initiated by the Deans and Directors must have the signature of the Associate Vice 







President of Student Services. All purchase orders in excess of $5,000 must be signed by the 
Vice President of Student Services, Planning and Grant Development. 
 
The Chief Technology Officer is responsible for expenditures relating to audio visual services, 
telephones, telecommunications, campus network infrastructure, and help desk. He/she has 
direct signature authority over all travel and expenditures initiated in these areas. All purchase 
orders initiated in this area must be signed by the Chief Technology Officer. 
 
The Director of Physical Plant is responsible for all expenditures relating to the maintenance 
and repair of buildings and grounds, including outreach centers. All travel and expenditures 
relating to these areas must have the signature of the Director of Physical Plant. Major remodels 
and some purchases are run through the Plant Facility Fund. These expenditures are signed by 
both the Director of Physical Plant and the Vice President of Finance and Administration or 
Controller. 
 
The Director of Human Resources is responsible for all expenditures relating to the operation of 
this office. All travel and expenditures initiated in this office must have the Director of Human 
Resources signature. 
 
The Athletic Director is responsible for all athletic department expenditures. All travel and 
expenditures initiated by this department must have the Athletic Director's signature. 


8.12 CONTRACTUAL SIGNATURE AUTHORITY (Rev: 1/11) 


Contracts, memorandums of understanding, agreements and other documents concerning 
financial obligations made on behalf of the College must be reviewed by the Vice President of 
Finance and Administration or Controller. The purpose of these reviews is to determine if there 
are insurance issues or legal implications that need to be brought before the College attorney. 
Additionally, the President must be kept informed to determine if these issues need to be 
brought before the Board of Trustees. 
 
Signature authority on these documents is limited to the Controller, Vice President of Finance 
and Administration, and the President. 
 
Agreements with hospitals concerning clinical instruction for the Health and Human Services 
program may be signed by the Provost after being reviewed for compliance with College 
insurance policies. 


8.13 GIFT CERTIFICATES (Rev: 5/17) 


Gift certificates/gift cards are a form of compensation. Per IRS regulations and regardless of 
amount, gift cards are taxable to the recipient and must be reported as income to the IRS. In 
addition, because the IRS considers them to be cash equivalents (IRS Publication 15-B), there 
is no de Minimis value. 
 
Gift certificates/gifts cards are generally not allowed for prizes, awards or for payment of 
services. With prior approval from the Vice President of Finance and Administration or the 
Controller gift certificates/gift cards may be used under the following circumstances. 







• Prior written permission must be requested and approved by the Vice of Finance and 
Administration or Controller. 


• The Gift Certificate/Gift Card Recipient Form must be completed and submitted to the 
Business Office. 


• If a gift certificate/gift card is given to a student or a non-employee a W-9 must be 
completed. The department issuing the gift certificate/gift card will be responsible for 
collecting the W-9. W-9 forms are available in the Business Office. These forms are 
required to be updated annually. The amount given will be reported on form 1099-MISC. 


• If a gift certificate/gift card is given to an employee, the amount and name of the 
recipient must be reported to the business office, the amount added to the employee's 
W-2, and the employee and the issuing department charged for the payroll taxes 
associated with the gift certificate/gift card. 


8.14 PURCHASING CARD PROGRAM (Rev: 5/17) 


Upon approval, you will be entrusted with a state of Idaho Purchasing Card. This card is 
provided to you based on your need to purchase on behalf of the College of Southern Idaho. It 
is not an entitlement nor reflective of title or position. The card may be revoked at any time 
without your permission. As a College of Southern Idaho Purchasing Card cardholder, 
reconciler, or approver you agree to the following terms: 


• I understand that I will be making financial commitments on behalf of the College of 
Southern Idaho and will strive to obtain the best value for the College of Southern Idaho. 


• I understand that under no circumstances will I use the Purchasing Card to make 
personal charges, either for myself or others. Using the card for personal charges could 
be considered misappropriation of funds to the State of Idaho and could result in 
corrective action, up to and including termination. 


• I agree that should I violate the terms of this policy and use the Purchasing Card for 
personal use or gain, that I will reimburse the College of Southern Idaho within thirty (30) 
days for all incurred charges and fees related to the collection of those charges. I also 
understand that this could result in disciplinary action. 


• The Purchasing Card is issued in my name. I will not allow any other person to use the 
card. I am considered responsible for any and all charges against the card. 


• The Purchasing Card is property of the State of Idaho. As such, I understand that I may 
be periodically required to comply with internal control procedures designed to protect 
the assets of the College of Southern Idaho. This may include being asked to produce 
the card to validate its existence and account number. 


• If the card is lost or stolen, I will immediately notify Bank of America and contact the 
Program Administrator. 


• I will receive an electronic monthly statement via the internet, which will report all 
purchasing activity during the statement period. Since I am responsible for all charges 
(but not for payment) on the card, I will reconcile the statement and resolve any 
discrepancies by either contacting the merchant, Bank of America, or the Program 
Administrator by the 10th of each month. 


• I agree to surrender the Purchasing Card immediately upon termination of employment 
whether for retirement, voluntary, or involuntary reasons. 


• I have read and will follow the College of Southern Idaho Purchasing Card Policies and 
Procedures. I have signed and agree with the terms in the Cardholder User Agreement. 
Failure to do so could be considered as misappropriations of funds of the State of Idaho 
and a violation of the College of Southern Idaho Board Policy. Failure to comply with 







these terms may result in either revocation of my use privileges or other disciplinary 
action, up to and including termination. 


If you have any additional questions, please contact the Purchasing Card Administrator in the 
Business Office. 


8.15 GRANT ACCOUNTING AND ADMINISTRATION FISCAL POLICY (Rev: 5/17) 


An approved External Funding Form must be completed and submitted to the Business Office 
Grant Accountant prior to the submission/application of any grant. In order to administer and 
properly account for the grant, the Business Office must ensure that a system and controls are 
in place to properly account for grant funds. Upon acceptance or award of a grant, the Grant 
Manager must make an appointment to meet with the Grant Accountant to properly set up the 
grant. 
 
The Grant Accountant is responsible for setting up accounts, entering budgets in accordance 
with the grant requirements, and providing accounting information to grant managers. The Grant 
Accountant will bill for reimbursable grants in accordance with the funding agency requirements 
and CSI Business Office Policy. The Grant Accountant will complete and submit the required 
financial reports. 
 
The Grant Manager is the administrator, faculty, or staff person, sometimes referred to as the 
Principal Investigator, who serves as approval authority for expenditures and is responsible for 
the operational outcomes of the grant. All program/narrative reporting requirements and 
communication with the funding agency are the responsibility of the Grant Manager. Any budget 
modification of the original grant must be requested by the Grant Manager and provided to the 
Grant Accountant in writing. 
 
Regardless of the funding agency, all College of Southern Idaho Business Office policies will be 
followed. For federal funding OMB Guidance Part 200 - Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards available at 
https://www.whitehouse.gov/omb/grants_docs will be followed. The Grant Manager is 
responsible for adherence to these policies. The policies include but are not limited to the 
following: 


1. Any agreements financially obligating or contracting the College of Southern Idaho must be 
signed by the Controller or the Vice President of Finance and Administration or the 
President. 


2. Grants will operate within the budgets and budget guidelines outlined in the grant 
agreement, while also adhering to College policy. 


3. Federal grants/funding will not be used to supplant College or state funding. Additionally, 
other grants may flow through federal grants and have federal sources or restrictions 
concerning supplanting. Federal funds retain their identity regardless of the state or private 
agencies they may flow through and be awarded from. Any grant that supplants existing 
College resources must be signed off upon by the College Grant Accountant prior to 
submission. 


4. All cost share (match/in-kind/leverage) required by the funding agency must be pre-
approved by the Business Office to ensure that adequate documentation exists. 


5. The College indirect cost rate may be used as cost share with Business Office approval. 



https://www.whitehouse.gov/omb/grants_docs/





6. The General Fund requires an administrative fee unless the funding is specifically exempted 
by the President or Vice President of Finance and Administration. If the indirect cost rate is 
used as cost share, the administrative fee may be negotiable. 


7. Grant expenditures will be charged to standard accounting classifications of the College - 
Personnel Costs, Operating Expenditures, Supplies and Capital Outlay. Budget for grants 
will be set up based on these classifications. Questions concerning accounting 
classifications and costs to be inventoried will be directed to the Grant Accountant. 


8. No expenditures will be made outside the grant period without written prior approval by the 
funding agency and the Business Office. 


9. No grant funds will be expended until the service or product is received. 
10. Any consultant or contractual services budgeted and charged to the grant must have a 


specific contract outlining duties to be performed and a final after the fact report 
documenting that the duties were performed satisfactorily. 


11. Annual employment contracts will not be provided for administration, faculty, or staff whose 
salaries are funded by grants. It is the Grant Manager's responsibility to coordinate with the 
Human Resource Office in completing the necessary paperwork each year for grant-funded 
positions. These positions need to be re-addressed and processed each fiscal year. 


12. All persons with salaries funded by a grant must have a job description outlining their grant 
function. Any person whose salary is split between one or more funding source must 
complete monthly time and effort reports specifically documenting ALL employment hours. 
This includes both time spent on the grant and time spent on all other duties. 


13. In accordance with IRS regulations, stipends will be run through payroll. Scholarships, this 
includes any types of participant awards, will be run through the Financial Aid Office. 


14. If funds are granted and the College cannot appropriately spend the funds within the grant 
guidelines, the Grant Manager will notify the appropriate funding agency and the Grant 
Accountant, and the funds will be returned or de-obligated. 


15. The Grant Manager is responsible for meeting expenditure and final reporting deadlines as 
specified in the grant. 


16. Generally, all grant fiscal reports are completed and submitted by the Grant Accountant. For 
those grant managers that are granted special permission to submit the fiscal reports, these 
reports will need to be submitted to the Grant Accountant for prior approval before 
submission. All fiscal reports will be signed by the appropriate signatory authority, which 
includes the Vice President of Finance and Administration or Controller. 


8.15.1 GRANT INTERNAL CONTROL (Est: 1/14) 


CSI strives to maintain a financial management system to ensure that no one person has 
complete control over all aspects of any financial transaction to maintain appropriate checks and 
balances. Policies and procedures are in place to segregate duties so that no one person 
controls the order, receipt, payment, and reconciliation of a transaction. 


8.15.2 GRANT MONITORING (Rev: 5/17) 


The expenditure of external/grant funding (particularly federally-sponsored) is closely regulated 
and will be monitored accordingly. The Grant Manager bears the primary responsibility for 
monitoring and evaluating the progress of the scope of work, programmatic goals, deliverable 
deadlines, project expenditures and reporting requirements. Monitoring on a monthly basis by 
the Grant Manager is required and includes the following: 


• Ensuring that charges are allowable, allocable, and reasonable; 







• Spending funds in accordance with proposed budget 
• Paying personnel correctly and on time; 
• Certifying effort of personnel on federally-funded projects; 
• Adhering to CSI procurement and travel policies; 
• Keeping track of equipment purchased with grant funds; 
• Monitoring expenditures; 
• Monitoring and managing consortium members, partners, vendors and/or sub-


contractors 
• Tracking cost sharing; 
• Filing timely interim and final progress and financial reports; 
• Closing out awards within the time period specified in the award terms 
• Managing federal funds in accordance with OMB Guidance Part 200 - Uniform 


Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards. 


8.15.3 GRANT COST ALLOCATION (Rev: 5/17) 


One of the most important aspects of external funding/grant administration is the proper 
expenditure of funds. Project funds may be used to defray most if not all of the costs of doing 
the project work. It is imperative, however, to abide by federal guidelines that specify which 
expenses should be listed as direct costs on awards and which should be reimbursed through 
indirect cost recovery. Grant Managers should be aware and review the following principles, as 
outlined in the OMB Guidance Part 200, which is used to determine the appropriateness (allow 
ability) of listing an expense as a direct charge on a project ward. 
 
It is the Grant Manager's responsibility to ensure that the funding that they are managing is 
expended for charges that are “allowable” for the project in question. Specific guidance is 
provided in the OMB Guidance Part 200 - Uniform Administrative Requirements for Federal 
Awards, but in general an allowable cost must satisfy four conditions: 
 
A cost must be reasonable, meaning the nature and amount of the expenditure should reflect 
the action that a prudent person would have taken under the same circumstances. 
 
A cost must be allocable & adequately documented, meaning chargeable or assignable in 
that it is either incurred solely to advance the project work or has a reasonable basis for 
proportional assignment. Please note that items generally covered (administrative office 
supplies, administrative personnel, and facilities costs) by indirect cost reimbursement should 
not be assigned to the project. Indirect costs will be allocated using the current federally 
approved indirect cost rate on file in the Business Office. 
 
A cost must be consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the College of Southern Idaho. 
 
A cost must be consistently treated, meaning through application of generally accepted 
accounting principles. 
 
A cost must not be included as a cost or used to meet cost sharing or matching requirements of 
any other federally-financed program in either the current or prior period. 
 







A cost must conform to any limitations or exclusions either specific to the funding 
agency or to OMB Guidance Part 200 - Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards. 
 
An unallowable cost is any cost that fails to meet any of the four criteria listed above and 
therefore must be treated as unallowable. 


8.15.4 GRANT COST SHARE (MATCH/IN-KIND/LEVERAGE) (Rev: 5/17) 


Some external/grant funding projects require CSI and/or third parties to contribute a portion of 
the project costs. Such contributions are known as “cost sharing” or “match”. The requirement 
for cost sharing or matching funds is an indication that contributions beyond those provided by 
the funding agency are necessary to fulfill the objectives of the project. Once included in a 
proposal and confirmed in its corresponding award document, cost share become a binding 
obligation of CSI and must be contributed towards the fulfillment of the project. When cost 
sharing is required, only the minimum cost share necessary to satisfy the requirement may be 
offered to the funding agency. Requests to offer more than the minimum cost share must be 
pre-approved by the Vice President of Finance and Administration. Voluntary cost share is 
generally prohibited. Federal sources and other external funded projects generally cannot be 
used for cost sharing or matching purposes. 
 
Cost sharing has programmatic, administrative, and financial consequences for CSI and is 
strongly discouraged unless required by the funding agency (typically by a statement in the 
program announcement). An explicit commitment to devote a percentage of effort to a project 
carries auditable record-keeping requirements, reduces flexibility, and has an adverse effect on 
the recovery of indirect costs. 
 
All match/in-kind/leverage included and required by the funding agency must be pre-approved 
by the Business Office to ensure that the cost share is allowable and adequate documentation 
exists. 
 
In order to be used as cost share, expenses must occur during the project period. An expense 
must be allowable as a direct cost to the project if it is to be used as cost share. Existing 
equipment and office space on any CSI owned or leased property is part of the indirect cost rate 
calculation, and cannot be used as cost share. Please note: grant managers can, however, 
characterize the equipment as “available for the performance of the project at no direct cost to 
the project”. 
 
Unrecovered indirect costs may be used as cost share with Business Office pre-approval and 
pre-approval of the awarding agency. Unrecovered indirect costs are the difference between the 
amount which could have been charged to the award under our federally negotiated indirect 
cost rate and the amount actually charged to the grant. 
 
If an employee's salary is being used as cost share, they must complete monthly time and effort 
reporting. The Grant Manager is responsible for collecting and reviewing the time and effort 
reports and submitting them to the Business Office by the 15th of each month for the previous 
month of reporting. 
 
Match or mandatory cost share is the portion of the CSI contribution to the project which is 
required by terms of the agreement, typically noted in the Request for Proposal (RFP). Any 







match or mandatory cost share must be included in the proposal in order for the proposal to 
receive consideration by the funding agency. 
 
Leverage or voluntary committed cost share are resources that are committed and budgeted for 
in a project proposal, but that are not required by the funding agency in order for the proposal to 
be considered. Although not required, this cost share is a binding commitment and will need to 
be tracked by the Grant Manager and CSI. 
 
Voluntary uncommitted cost share are those voluntary contributions of institutional resources 
that are over and above mandatory or voluntary cost share. Such cost sharing is not required by 
the funding agency as a condition of the award and is NOT QUANTIFIED in the project budget 
or proposal, but is expended by CSI. An example of voluntary uncommitted cost share is “The 
College of Southern Idaho will provide classroom space for instruction”. This is listed in the 
proposal, but since there is no quantified amount listed, it is not tracked by CSI. 


8.15.5 GRANT PROGRAM INCOME (Rev: 5/17) 


Program income is any income directly generated by a project during the award 
period. Examples include conference fees, sale of assets purchased by project funds, fees for 
services when the project is providing the service, and sale of items such as books, manuals, 
software or videos created with project funding. Program income must be expensed on the 
project that generated the income. Program income will be spent as received and before further 
project funds are requested unless the funding agency requires a different method of distributing 
program income. Program income expenses carry the same restrictions as the rest of the 
program expenses. Any anticipated program income should ideally be estimated at the proposal 
state, and shown as an offset to the project budget. Please note that one of the possible options 
for the treatment of program income is to be used as part of any cost share obligation. The 
Grant Manager is responsible for tracking, reporting, and appropriately expending program 
income generated by the project. Program income from federal projects must be managed in 
accordance with OMB Guidance Part 200 - Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards and the applicable Code of Federal 
Regulations (45 CFR 74.24), which together set out the processes to be used in the 
identification, use, recording, reporting, and monitoring of program income generated by federal 
projects. 


8.15.6 GRANT BUDGET CONTROLS (Est: 1/14) 


Upon award the Grant Manager and the Grant Accountant will meet to establish a final budget 
for the grant project. The approved final budget will then be entered into the CSI Jenzebar 
accounting system. The Grant Manager will be responsible for monitoring the general ledger 
detail and trial balance on a monthly basis for budgetary control. On federal projects that span 
over a period of more than one year, the grant accountant will also keep a separate 
spreadsheet that ties to the general ledger and compares actual expenditures to budget 
categories. The spreadsheet will be emailed to the grant manager on a monthly basis as a cross 
reference and will serve as an additional budget control tool. 


8.15.7 GRANT PROCUREMENT/PURCHASING (Rev: 5/17) 


Procurement/purchasing activities shall be administered in strict adherence with procedures 
established by applicable local, state, and federal laws and regulations. Purchases shall be 







administered in a manner that provides maximum practicable open and free competition 
appropriate to the type of product or service to be provided. Where possible a solicitation of a 
minimum of three providers is required. 
 
All employees involved in purchasing activities must strictly adhere to the CSI Code of Conduct 
and must be made in the best interest of CSI. Purchases shall support project goals of cost 
efficiency and product/service quality, and these objectives shall be given consideration in 
purchasing decisions. No purchase of goods or services shall be made without proper 
supervisory and/or administrative approval. 
 
All procurement decisions must be made using sound and prudent business judgment and 
practices. 
 
Current procedures and forms for purchasing supplies, equipment, and services are located on-
line under the Business Office and should be periodically reviewed for changes. 
 
It is the responsibility of the Grant Manager and/or appropriate department head to determine 
and ensure funds are available and properly budgeted for any proposed purchase, specify the 
proper account number to be charged and monitor contractor/vendor performance. 
All expenditures in excess of $5,000 must be requested via a purchase order. 
 
Competitive bids are required for federal equipment purchases in excess of $5,000, any 
purchase of supplies or equipment expected to exceed $50,000 and service agreements for 
consultants, speakers, performers, writers or artists greater than $50,000. 


8.15.8 GRANT TIME AND EFFORT REPORTING (Rev: 5/17) 


The College of Southern Idaho is required by federal regulations and accounting standards to 
ensure that the apportionment of employee compensation accurately reflects the work 
performed by a CSI employee in connection with a grant project. Monthly time and effort 
reporting and certification is required of all employees whose salaries or a portion there-of are 
charged to a grant project. Time and effort forms and instructions are available in the Business 
Office with the Grant Accountant. The Grant Manager is responsible for managing the time and 
effort reporting process and for submitting the reports to the Grant Accountant on a monthly 
basis. 
 
All time and effort certification reports for the previous month are due to the Grant Accountant 
by the 15th of each month for the previous month. 
 
The Grant Manager and the Grant Accountant will work together on reconciliation and adjusting 
entries as required per the time and effort documentation. 


8.15.9 GRANT EQUIPMENT (Rev: 5/17) 


Equipment purchased with federal funds is defined as items that have a cost of $5,000 or more 
and a useful life of one year or more. Equipment purchased with federal funds must have written 
prior-approval from the granting agency. Please note this process is more than just having the 
items listed and approved in the grant agreement. This is a formal prior-approval process 
established by the granting agency. The grant manager will adhere to and follow the prior 
approval process for each equipment item as defined by each individual funding agency. 







(Please CSI Board Policy 8.29 INVENTORY POLICY for additional information on equipment 
property management and disposal). These federal equipment purchases of $5,000 or more 
must also go through a formal bid process. 
 
Equipment purchased with external/grant funding other than federal funding defaults to our CSI 
equipment threshold and is defined as items that have a cost of $2,000 or more with a useful life 
or one year or more. Generally, these equipment purchases do not require prior-approval from 
the funding agency and are not required to go through a formal bid process. These purchases 
will go through the normal CSI purchase process. 


8.15.10 GRANT REIMBURSEMENT (Est: 1/14) 


Unless otherwise specified in an external funding/grant agreement, all payments are requested 
on a cost-reimbursement basis. The CSI Grant Accountant is authorized to request payments 
on a grant or contract agreement. Reimbursements are requested on a monthly basis upon the 
completion of month-end, which is 5 working days after the end of the month. Along with the 
Grant Manager the Grant Accountant reviews and reconciles the general ledger report for the 
month for reasonableness and correctness. Correcting journal entries are completed as 
necessary. The Grant Accountant invoices the appropriate amount to the appropriate funding 
agency using the required format. This could include mailing a hard copy invoice, requesting a 
draw down from an on-line system, emailing an invoice, or whatever means is required by the 
funding agency. A copy of the general ledger, the trial balance, and the invoice or screen prints 
are kept in the official grant file maintained by the Grant Accountant. A copy of the invoice is 
given to the Accounts Receivable office. All payments are routed to and receipted by the 
Accounts Receivable office. Once received and receipted by the Accounts Receivable office the 
receipt is sent to the Grant Accountant and attached to the invoice and associated back-up 
documentation and stored in the grant file. 


8.15.11 GRANT FINANCIAL REPORTING (Est: 1/14) 


Most external funding/grant awards require regular reporting of expenditures, cash balances, 
cost share provided and program income to the funding agency. The required reports are 
completed and submitted to the funding agency by the Business Office unless specific 
permission is granted otherwise. The Grant Accountant and Grant Manager work together to 
ensure all items are properly reported. If the Grant Manager has a programmatic report that 
requests financial data, they must work with the Business Office to ensure correctness and 
consistency. 
 
All financial reporting, regardless of required format is tied to the general ledger for 
accurateness. Account balances are footed and back-up documentation is attached to the 
required report, with any discrepancies being addressed and corrected before submission. 
Copies of the financial reports are housed in the permanent grant file within the Business Office. 
CSI operates on a modified accrual basis. Reports are submitted with the appropriate accruals 
and encumbrances noted. Financial reconciliation is completed on a monthly basis and reports 
are typically submitted on a monthly, quarterly or annual basis as required. Financial reports are 
signed & submitted by the authorized official as required. A final copy is sent to the Grant 
Manager and/or appropriate Dean as a reference. 


8.15.12 GRANT CLOSE-OUT (Est: 1/14) 







The last few weeks of a project period are an important time in the life cycle of an award. 
Expenses must be reviewed for allowability, final accrued expenses must be posted, any deficits 
must be cleared, and a number of reports must be filed. 
 
The total amount of funds spent on a project must typically be reported to the funding agency 
within 30-90 days after the award has ended. Toward the end of a project period, the Grant 
Manager will need to communicate with appropriate Dean and the Business Office to ensure 
timely and accurate closeout of the award. 
 
All expenses being reported as cost share must fall within the project beginning and ending 
dates and all documentation must be provided to the Business Office two weeks prior to the due 
date for final reporting. 
 
Once the budget is settled, reconciled, and approved by the Grant Manager, the Business 
Office will submit the final report, which is typically due 30 (non-federal) and 90 (federal) days 
after the close of the grant. The final report tells the funding agency how much money was 
spent on the award, and commits CSI to releasing any unused funding or issuing a refund back 
to the funding agency. The final financial reports will be filed by the Grant Accountant within the 
appropriate deadlines. 
 
Most funding agencies require a final technical report, which is to be filed within 30-90 days of 
the end of the project. The particular required format is generally set forth in the terms and 
conditions of the award. Submission of the final technical report is the responsibility of the Grant 
Manager and a final copy will be submitted to the Grant Accountant and retained in the 
permanent grant file until records retention deadlines have passed. 
 
Certain funding agencies require a final property/inventory report. In most cases the equipment 
or property acquired with project funds vests with CSI, however, in some cases title remains 
with the funding agency and a determination must be made as to the disposition of these items 
upon completion of the work. The Business Office will work the Grant Manager to complete any 
required reporting and to request a determination for final disposition if necessary. 
 
The Business Office will complete any additional financial reporting required by the funding 
agency as part of a required close-out process. All financial reporting will be submitted within 
the funding agencies required time-lines. 


8.15.13 GRANT RECORDS RETENTION (Est: 1/14; Rev: 9/14) 


All hard copy external funding /grants financial and programmatic files are housed in the 
permanent grant file within the Business Office for two fiscal years. The files are then 
transferred to an offsite secure location where the records are filed by fiscal year for a period up 
to 7 years beyond the end of the final fiscal year in which the grant activity ended. The files are 
destroyed when they reach the 7-year mark. Electronic or on-line records are kept indefinitely. If 
any litigation, claim, or audit is started before the expiration of the 7-year period, the records 
shall be retained until all litigation, claims or audit findings involving the records have been 
resolved and final action taken. 
 
It is the responsibility of the Grant Manager to forward all programmatic files to the Business 
Office upon completion of the grant. 







8.15.14 GRANT EXTERNAL AUDIT (Est: 1/14) 


Organization-wide or program specific audits must be conducted under the auspices of OMB 
Circular A-133, which implements the Single Audit Act, when total federal expenditures are 
$500,000 or more for an organizational year. CSI's A-133 audit is conducted on an annual basis 
during the month of August. Generally, the audit report is presented to the CSI Board of 
Trustees during the October meeting of each year. Copies of the audit are disbursed to the 
appropriate agencies upon Board approval. 


8.15.15 ALLEGATIONS OF FRAUD, PROGRAM ABUSE AND CRIMINAL CONDUCT - 
INCIDENT REPORTING (Rev: 5/17) 


The detection and prevention of fraud and abuse are of the highest priority. The College of 
Southern Idaho requires all employees to act in accordance with state, federal and local laws 
and regulations. Employees are expected to be of high moral character and utilize judgment to 
avoid even the appearance of impropriety. 
 
All known instances of suspected or actual fraud, abuse or criminal conduct will be properly 
investigated and documented. All violations will be reported to the Vice President of Finance 
and Administration or the Controller. Instances of fraud or abuse will be brought to the 
immediate attention of the Vice President of Finance and Administration, Executive Vice 
President, Controller, or the President. External independent auditors may be brought in to 
investigate any issue at the discretion of the President or the Board of Trustees as per CSI 
Board Policy 8.02. 
 
Federal funding guidelines require an additional level of reporting for allegations of fraud, 
program abuse or criminal conduct involving grantees receiving federal funds. Grant recipients 
must immediately document allegations, suspicions and complaints involving possible fraud, 
program abuse, misapplication of funds, gross mismanagement, and any other incidents of 
known or suspected criminal or other serious activities using The Incident Report (IR) form (OIG 
1.156). In addition, situations involving imminent health or safety concerns, or the imminent loss 
of funds exceeding an amount larger than $50,000 are considered emergencies and must 
immediately be reported to the Office of Inspector General (OIG) and the Office of Financial and 
Administrative Management (OFAM) by telephone and followed up with a written report in the 
form of an IR, no later than one working day after the telephone report. 
 
Hotline complaints concerning federally funded projects can be sent directly to the Complaints 
Analysis Office, Office of Inspector General, 200 Constitution Avenue, N.W., Room S-5506, 
Washington, D C 20210. They can be telephoned to the OIG on the Toll Free Hotline at 1-800-
347-3756 or they can be emailed to hotline@oig.dol.gov. The OIG Hotline should not be used 
for resolving employee grievances, Equal Employment Opportunity complaints, labor disputes, 
or other personnel concerns. 


8.15.16 THE TRANSPARENCY ACT (Est: 1/14) 


The Federal Funding Accountability and Transparency Act (FFATA) is intended to empower 
every American with the ability to hold the government accountable for each spending decision. 
FFATA legislation requires information on federal awards to be made available to the public via 
a single, searchable website, which is www.USASpending.gov . 
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2 CFR Part 170 Subpart A requires recipients of federal awards to report sub-award and 
executive compensation information and place of performance for certain projects. CSI must 
report each action that obligates $25,000 or more in federal funds and is not determined exempt 
at http://www.fsrs.gov . 
 
CSI must report total compensation for each of our five most highly compensated executives, 
for the preceding completed fiscal year if - 1) 80 percent or more of gross annual revenues is in 
federal awards, loans, grants; and 2) $25,000,000 or more of annual gross revenues is from 
federal awards; and 3) the public does not have access to information about the compensation 
of the senior executives of the entity through periodic reports filed under section 13(a) or 15(d) 
of the Securities Exchange Act of 1934. 
 
For additional guidance please see 2 CFR Part 170. The Business Office will be responsible for 
reporting information under FFATA when required. 


8.16 BILLING POLICY AND PROCEDURES (Rev: 5/17) 


In order to remain consistent in billing format and to allow for funds to be deposited in a timely 
manner, we are requiring all invoices not generated in the Business Office to adhere to the 
guidelines listed below. 
 
Invoice Number 
 
All invoices sent off campus are to be assigned an Invoice number. The invoice number will 
have three (3) parts, the first being the phone extension of the person sending the invoice, then 
the date, and lastly the invoice number for that date. 
 
For example, the first invoice of the day from the Business Office would have an invoice number 
of 6204-0415-01 and your eleventh billing of the day would be 6204-0415-11. An invoice from 
HSHS may be 6701-0415-01. An invoice from GED may be 6534-0415-01 
If there is already an invoice numbering system in place that cannot be changed such as 
Penske, Freightliner and room reservations (only Facilities Use Coordinator), please let the 
Business Office know what that system is and we will see if we can work with it. 
 
Remittance Information 
 
All invoices from the College of Southern Idaho must include the following remittance 
information: 
 
Please include copy of invoice with payment and mail to: 


College of Southern Idaho 
Business Office 
PO Box 1238 
Twin Falls ID 83303-1238 


 
Payments are not to be directed to an individual or an individual department other than the 
Business Office. 
 
Business Office Notification 
 
At the time an invoice is ready to be mailed, a copy will need to be made and sent to the 
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Business Office. The Business Office copy must include the fund, department and revenue 
account number where the funds are to be receipted. This must be listed in fund/dept/acct 
order; i.e., 01-0004-4650. 
 
It is recommended that the account number be listed under the contact information; i.e., for 
questions regarding this billing pleases contact: Jane Doe, 208-732-6010 (01-0004-4650). 
The account number that funds are to be deposited to should be a revenue account. On the rare 
occasion that the funds do need to be receipted to an expense account an explanation must be 
attached and will be reviewed by the Business Office prior to receipting. Revenue accounts are 
the 4000 series and expense accounts are the 5000 series; i.e., Business Office Miscellaneous 
Revenue: 01-0004-4650. 
 
When the payment is received it will be deposited into the dept/revenue acct specified and the 
person who originated the invoice will be mailed a receipt. 
 
All funds received that cannot be matched up to an invoice in the Business Office will be 
deposited into general fund miscellaneous revenue until the time that it can be shown that the 
funds belong elsewhere. Should this happen, it will become the responsibility of the individual 
having sent the invoice to provide copies of billing with all the necessary information to the 
Business Office in order to have to have funds moved to the proper revenue account. 
 
Other Points of Consideration 
 
Third party billings for student Accounts Receivable accounts are processed through the 
Business Office and are to remain there. In the case of billing student accounts for the 
exceptions listed below there would not be a department and account listed but the student 
names, ID #'s, and the amount for each student would be itemized. Invoices cannot be sent out 
with the following description: Ten (10) students to take Course XYZ. 
 
The two exceptions for billing student accounts are: 


• Office Specialist, Adult Evening/Dual Credit - Apprenticeship and Dual Credit 
• Office Specialist, Health Sciences and Human Services - CNA, CPR (limited) 


Always include a contact person and phone number on all invoices. 
 
Personal Business 
 
All checks received by the mailroom will be forwarded to the Business Office, opened, 
restrictively endorsed, and deposited in CSI accounts. Personal checks are not to be mailed to 
CSI. Personal reimbursements must be made payable only to the employee (CSI name should 
not be included anywhere on the check) and must be mailed to the employee's home address 
or post office box. 


8.17 STUDENT PAYMENT POLICY (Rev: 1/11) 


Payment for classes is due at the time of registration or at assigned payment due dates for 
classes starting at the beginning of the semester in the fall, spring and summer sessions. 
Payment for intersession and all other classes is due at the time of registration. The College 
offers a Tuition Loan Agreement program for students to spread payment out over a two or 







three-month period. Students who have a balance due on their Tuition Loan Agreement will not 
be allowed to register for classes until the loan is paid in full. 
 
Students who do not abide by the terms in the Tuition Loan Agreement will have a hold put on 
their records, will still owe the full amount of the loan and are subject to being turned over to a 
collection agency. These terms and conditions are stated in the Tuition Loan Agreement. 
First time full-time students awaiting 30 day loans must either pay or fill out a Tuition Loan 
Agreement prior to the payment due date. Tuition Loan Agreements for students on 30 day 
loans will not be charged a loan set up fee. 
 
Students who owe the College money or have any type of Business Office hold on their account 
will not be allowed to register for classes or receive official transcripts. Additionally, students 
who do not pay funds owed to the College will receive a letter at their current address (as per 
the CSI Records Office) advising them that they have 30 days to make arrangements for 
payment or their account will be turned over to a collection agency. 


8.18 DORMITORY HOUSING PAYMENT POLICIES AND PROCEDURES (Rev: 5/17) 


Due Dates for $400 prepay and housing agreement: 


• Fall term - July 1st 
• Spring term - December 1st (pre-payment not required) 
• Summer term - May 15th (prepayment not required) 


Should one of the dates listed above fall on a Saturday or Sunday the due date will be extended 
to 4:00 p.m. the following Monday. 
 
Students that have not made the $400 pre-payment and have not turned in a housing 
agreement by the dates listed above may be moved to the waiting list. 
 
Processing of Housing Agreements 
 
Housing agreements will be processed and charges added to student accounts by the Business 
Office beginning the date listed above and as received thereafter. Housing agreements that 
arrive prior to the dates listed above that include a payment will be processed as they are 
received. Exception: Due to the fiscal year end June 30th, funds received prior to June 30th will 
be put in a holding account then transferred to student accounts after July 1st when housing 
agreements may be put on the student A/R. 
 
Housing agreements received without a meal plan circled will automatically have a 125 meal 
plan added. 
 
No student or student athlete will be checked into the dormitory or allowed to stay in the dorm 
without a completed housing agreement signed by the student or the coach. Coaches can only 
sign housing agreements for those players receiving a full dormitory scholarship. 
 
Dorm Account Payments and Due Dates 
 
Payments may be made at any receipting station. 
 







Dorm accounts are due in full the first day of the term. For fall and spring terms a grace period 
will be given through the first Friday of the term. A late fee of $50 will be added to all unpaid 
accounts after this time. Should a balance still remain after the second Friday of the term a hold 
will be placed on the students meal plan, the lock may be changed on the students dorm room 
and the student may be dropped from classes. 
 
Summer accounts are due in full the first day of the term and a grace period will be given 
through the first Wednesday. A late fee will be added to all accounts on Thursday and meal 
holds, lock changes, and drops for no pays will begin the second Monday of the term. 
 
The College also reserves the right to turn all unpaid accounts over to collection. 
 
Room and Board Changes 
 
Any changes to meal plans may be made only within the first two weeks of school, no changes 
will be made to meal plans after this time. If a student runs out of meals an additional meal plan 
may be purchased through Food Service. 
 
Students switching to a single or super single room will be responsible for paying the price 
difference at the time of the change. Students not paying this fee within 48 hours of the change 
will be assessed a $50 late fee. Students who have not paid this fee within 5 working days of 
the change will be assigned a roommate. 
 
Loan Agreements 
 
All loan agreements for dorm students will be approved and processed by the Business Office. 
There must be extenuating circumstances and proof of ability to make payments for a loan 
agreement to be made. The student must pay 1/3 of total account plus a $50 processing fee at 
the time of signing the loan agreement. 
 
Refund Policy 
 
Any student canceling a room reservation prior the pre-pay due date will owe nothing and will 
receive a full refund of the security deposit.  Cancellation occurring after the pre-pay due date 
but before the start of the term will result in a forfeiture of the $400 pre-pay and the $100 
security deposit.  Cancellation occurring the first week of the term will result in a 75% refund of 
the room charge (less the $400 prepayment) with 25% and the security deposit being 
forfeited.  Cancellation in the second week of the term will result in a 50% refund of the room 
charge after the $400 forfeiture with the other 50% and the security deposit being 
forfeited.  Refunds for board (meals) will be prorated according to the number of meals used 
and a $25 processing fee the first and second week of the term.  Any student moving out 
after the second week of the term will not be eligible for a room or board refund.  The 
board plan may still be used by the student until the student runs out of meals or the semester 
ends. 
 
Any refund outside of the above policy must be approved by the Vice President of Finance and 
Administration. All refunds will be processed within 10 days of the Business Office receiving the 
move- out form approved by the Housing Coordinator. If there is Financial Aid involved the 
refund could be delayed up to 30 days. 
 







Athletes 
 
All students in the Athletic program must adhere to the above policies. 
 
Housing agreements must be turned in by the due dates listed. If a student is on full scholarship 
the coach may complete the housing agreement. The form must be completed and signed by 
the coach prior to the athlete with a scholarship moving into the dormitory. It is the coaches’ 
responsibility to make sure all housing agreements are turned in for students in which rooms are 
being held for. The coach must also provide financial aid a complete scholarship list at least 1 
week prior to the start of the term. 
 
Any student athlete brought in mid semester must have a housing agreement completed before 
that student is issued a room. Fees will be immediately due and it will be the coaches’ 
responsibility to contact financial aid to initiate the award. Late fees will be added to student 
accounts that have not been paid within 3 days of check in and the student may be subject to 
being dropped for non-payment. Reinstatement fees will apply. 
 
Security deposits will not be charged up front for students on full athletic scholarship. Damages 
assessed at checkout will be charged to the athletic program. 
 
All student athletes not on full scholarship must pay by the scheduled due dates for that 
semester. 


8.19 FINANCIAL AID REFUND/CREDIT BALANCE DISBURSEMENT PROCESS (Rev: 1/11) 


All financial aid credit balances and refunds are distributed through BankMobile. Students 
enrolled for credit classes will receive a BankMobile card in the mail approximately two weeks 
prior to the start of the regular semester. The student must follow the step by step instructions 
accompanying the card. 
 
Students are given the option of having funds electronically transferred to the debit card, having 
funds electronically transferred to their checking account or receiving a check via the mail. 
The College maintains a BankMobile ATM machine on campus located in the Fine Arts building. 
The most critical part of this process is for students to insure that they have the correct address 
in CSI's registration system. 


8.20 BUSINESS OFFICE FINANCIAL AID POLICY (Rev: 5/17) 


The Financial Aid Office disburses, through the Business Office, millions of dollars of 
scholarships and grants to thousands of students each year. As a result of this high volume of 
transactions, it is sometimes necessary for the Financial Aid Office to make special awards, 
issue waivers or request adjustments or refunds to various federal and state entities due to 
issues arising through the reconciliation process. 
 
To ensure internal control, the Vice President of Student Services will review these unusual 
transactions and provide written documentation to the Business Office requesting these unusual 
transactions be processed. 


8.21 CASHIERING POLICY (Rev: 5/17) 







All persons collecting funds on behalf of the College must be approved by the Vice President of 
Finance and Administration or Controller. The Business Office will provide training for staff 
collecting funds and review polices relating to the handling of funds. 
 
Supervisors will notify the Business Office of their intent to have an employee collect funds. The 
employee will be scheduled by the supervisor for training with the Business Office. When 
training is completed, the Business Office will advise the supervisor and the employee will be 
authorized to collect funds. 
The following directives apply to cashiering: 


1. Procedures outlined in the Business Office Accounts Receivable Training Guide are to be 
followed. Any exceptions must be approved by the Business Office. 


2. All club deposits must be made to the Student Affairs Office by the club advisor. Students 
may have responsibility for collecting, counting and managing funds only when under the 
direct supervision of the club advisor or another full-time regular CSI employee. Students 
are not to be put in to the direct chain of custody during funds transportation. 
• The club deposits must be accompanied by a Club Deposit Form that is properly 


completed, dated and signed. 
• All club deposits will be counted upon receipt in the presence of the club advisor or CSI 


employee. 
• The amount of the deposit will be confirmed with signatures of the Student Affairs 


representative, and club advisor on the deposit form. 
• All deposits will be receipted when received and, if over $300, immediately take to the 


Business Office. Money must not be held by club advisors or officers. 
• For night deposit procedures see policy Collection of Funds and Deposit Policy (link). 


3. Checks are to be taken for the amount of the bill only. Checks for over the amount of 
purchase or donation will not have cash returned. If a refund is due, the refund process will 
be utilized. 


4. Third party checks will not be accepted. 
5. The Collection of Funds and Deposit Policy (link) and the Lock Bag Check-Out Procedure 


(link) will be followed. 
6. Questionable or unusual transactions must be cleared through the Business Office. 


8.22 COLLECTION OF FUNDS AND DEPOSIT POLICY (Rev: 5/17) 


From a customer service standpoint and out of necessity, cash and checks are collected at 
locations throughout campus and the outreach centers. Areas accepting money for the College 
include but are not limited to Student Affairs, Student Clubs, Student Success Center, 
Instructional Administration, Gym, Canyon Building, Aspen Building, Bookstore, Library, Fine 
Arts, Outreach Centers, Office On Aging, Head Start, Trans IV, Expo Center, and the Business 
Office. Money is collected for everything from fund raising events to tuition and fees. 
 
All funds in excess of $300 must be forwarded to the Business Office for deposit by the end of 
the day. In no case should balances in departmental safes exceed $300. In all cases, 
regardless of the amount collected, a deposit must be made by Friday of each week. It is 
particularly critical that all checks be deposited within one week of the date they are written. All 
deposits will be signed in when received in the Business Office. 
 
If an event is to be held at night or on a weekend after the Business Office is closed, bank lock 
bags are available from the Business Office. Lock bags are to be dropped off in the Business 







Office lockbox in the Taylor Building outside of the Business Office and picked up the following 
workday to be counted and deposited. If lock bags are needed, the Business Office must be 
notified at least two days prior to the event to insure lock bags are available. If Security is 
needed as an escort to the Business Office drop box after an event, the supervisor must make 
arrangements with Security to provide this service. 
The counting of funds and transfer of funds must have a clear custodial trail. Upon close out or 
the end of the day, funds must be counted, sealed, signed for and secured in a College 
approved safe. If a separate person is completing the deposit for collected funds, they must first 
count the funds and verify they are receiving the amount certified by the previous person. 
Money is to be counted and deposited by CSI employees only. Student club advisors are 
responsible for ensuring all student funds are deposited. Students may count or handle money 
only under the direct supervision of an advisor or CSI employee. In all cases, the advisor 
remains accountable. Students will not be put in the custody chain for deposits or counting 
funds. 
 
This policy applies to all funds that are accepted by the College regardless of source or 
purpose. Deposits must be made in full. In no case can expenses be netted or taken from the 
deposit. All expenditures must run through the normal disbursement request process with 
appropriate documentation and authorizations. Under no circumstances will cash be traded for 
any type of check or expenses paid from cash collected. 


8.23 LOCK BAG CHECK-OUT PROCEDURE (Rev: 5/17) 


The following form is available in the Business Office and is to be used for funds collected at 
night, weekends or after regular business hours. Lock bags are required in accordance with 
the Collection of Funds and Deposit Policy. 
 
All funds collected after hours must be dropped in the lock box at the Business Office in the 
Taylor Building. At no time will a student be put in the custody chain for deposits or counting 
funds - this is the full responsibility of the advisor or employee. 
 
Students may count or handle money only under the direct supervision of a CSI employee. This 
person is generally a club advisor but the supervision may be delegated to an authorized CSI 
employee upon approval by the Dean of Students and the Business Office. 
 
Night drop items will be collected the next regular working day. Club deposit bags are to be 
taken to Student Affairs. All other deposit bags are not to be taken from the Business Office. 
Lock box keys are due in the Business Office by 4 p.m. of the next regular business day. 


8.24 COLLEGE OF SOUTHERN IDAHO FOUNDATION FUNDS (Rev: 5/17) 


The College of Southern Idaho Foundation is a 501(c) 3 that is a legal separate entity from the 
College of Southern Idaho. The College strongly encourages all donations on behalf of the 
College be deposited with or directed to the College of Southern Idaho Foundation. 
 
In certain circumstances, even with the extensive efforts of the CSI Foundation to get donors to 
make checks out to the CSI Foundation, donors make checks out intended for the CSI 
Foundation to CSI. In these instances, the CSI Foundation brings the check to the CSI Business 
Office. The CSI Business Office evaluates the circumstances concerning these checks. If it is 
determined the donor truly intended for the funds to go to the CSI Foundation, the Vice 
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President of Finance and Administration or the Controller will endorse the check over to the CSI 
Foundation. A copy of each of these checks will be made and kept on file in the Business Office. 
The College of Southern Idaho will not issue checks payable to the College of Southern Idaho 
Foundation without specific authorization from the College of Southern Idaho Board of Trustees. 


8.25 FACILITIES USE INSURANCE POLICY (Rev: 1/11) 


As part of its community service mission, the College rents facilities to numerous individuals, 
groups, organizations and businesses. Liability insurance in the amount of $1,000,000 is 
required for any business entity or organization charging admission or conducting a commercial 
activity in the facility. 
 
Individuals or individuals representing non-business groups renting facilities will be required to 
sign a release of liability form agreeing to hold harmless and indemnify the College from any 
and all liability claims arising from the use of the facility. These individuals will not be required to 
purchase a separate commercial liability policy unless, in the judgment of a Vice President, 
Dean or Director, the proposed use of the building signifies a liability risk. 
 
Nationally recognized non-profit groups will be required to provide a certificate of liability 
insurance when using CSI facilities. The insurance requirement for local non-profit 
organizations, unincorporated local clubs or loosely formed groups may be waived if the use 
and event are determined to be a public service or benefit to the community. In all cases, the 
person requesting use of the facility must agree to hold the College harmless from any and all 
liability claims arising from the use of College facilities. 


8.26 INSURANCE/ACCIDENT REPORTING POLICY (Rev: 1/11) 


The College of Southern Idaho has insurance through the Idaho Counties Risk Management 
Program (ICRMP). All insurance claims are handled through the Business Office. The primary 
insurance contact in the Business Office is the Administrative Assistant to the Vice President of 
Finance and Administration. 
 
Any accident on campus must be reported to CSI Security so that an official accident report can 
be filled out. It is critical that Security be notified as soon as possible so that facts concerning 
the accident can be documented and forwarded to the Business Office. 
 
In dealing with students who have accidents, are injured or become seriously ill for any reason, 
CSI employees are to utilize their best judgment in providing for the safety and care of the 
student. Actions may involve, but are not limited to, calling for an ambulance, assisting the 
student in caring for the injury and assisting Security. 
 
Student Accidents/Insurance 
 
CSI has a student accident policy that may cover up to $5,000 in medical bills for incidents that 
occur while a student is in class, or is on CSI property. 
 
Insurance is situational and will depend on the circumstances in which the accident occurred. 
CSI employees do not have the authority to accept liability on behalf of CSI or our insurance 
company for any accidents that may involve a student. 
 







If a student is injured on campus or in a clinical setting off campus: 


• Make sure the health of the student comes first. Insurance concerns will be addressed 
after the student is taken care of. 


• An incident report must be completed for all accidents, no matter how minor. If the 
accident occurred on campus, Security must be notified. Forward a copy of the report to 
the Business Office. 


• If the student had to seek medical attention, he/she may file an insurance claim against 
the College of Southern Idaho. Please instruct the student to bring a ‘Claim for Damage’ 
to the Business Office along with copies of their medical bills. Once this has been 
received, a claim will be filed. *CSI will not contact students and ask them to complete a 
Claim based on an incident report. The student must be the one to take action. 


• Claims must be filed within 6 months of the accident date. Claims submitted after this 
time period will not be accepted. 


This coverage only applies to medical expenses that are incurred within 10 days of the accident 
that caused the injury.  After the 10 days, ICRMP will not pay any additional medical expenses 
under the Medical Payments coverage.  The student would have the option to file a Tort Claim 
against CSI if continued coverage is needed but the student must prove negligence on the part 
of CSI that caused the injury to receive payment under liability coverage. 
 
Claim forms may be picked up in the Business Office or found online. 


8.27 INVENTORY POLICY (Rev: 5/17) 


The inventory threshold for the College of Southern Idaho (CSI) is set at $2,000. At the 
discretion of administration, other items may be assigned an inventory tag based upon their risk 
of loss. 
 
The college inventory system is made up of a computer data base containing the date of 
purchase, value, fund-department-account where the item was charged and location. The 
system is audited each year by the college's independent auditors in determining compliance 
with generally accepted accounting principles. 
 
Items with inventory tags must have an “Inventory Change Form” (see attached form) filled out 
when they are moved to different locations, sold or at the time of disposal. We have to update 
our computer system to accurately portray items in a specific location for both insurance and 
audit compliance. Our auditors may pick items from our inventory listing and go to the location 
listed to verify the equipment exists and is in the proper location. 
 
Inventory records for equipment items over $5,000 that are acquired with federal funds shall 
include all of the following: 


1. A description of the equipment. 
2. Manufacturer's serial number, model number, or other identification number. 
3. Source of equipment, including the award number. 
4. Whether title vests with CSI or the federal government 
5. Acquisition date or date received and cost. 
6. Information from which one can calculate the percentage of federal participation in the cost. 
7. Location and condition of the equipment and date the information was reported. 



http://hr.csi.edu/handbook/www.icrmp.org/claims/reportingclaim.aspx

http://hr.csi.edu/handbook/Form_Inventory_Change.doc





8. Unit acquisition cost. 
9. Disposition data, including the date of disposal and sales price or method used to determine 


fair market value. 
10. Equipment owned by the federal government shall be identified to indicate as such. 
11. A physical inventory of federal equipment shall be taken and the results reconciled with 


equipment records at least once every two years. 


Surplus property must be disposed of in accordance with Idaho Code section 33-601 section 4. 
Except for items with a value of less than $500, a formal advertising/appraisal/auction process 
must be used to dispose of surplus equipment. All disposals of inventory items must go through 
the Maintenance Department and a Work Order must be completed for each inventory disposal. 


8.27.1 EQUIPMENT USE & DISPOSITION (Est: 2/14) 


Title to property and equipment acquired with general fund, state, local and federal funds and 
held by the College of Southern Idaho (CSI) shall vest with CSI. As a general rule, property and 
equipment purchased by CSI is utilized within a designated program and used well beyond the 
useful life. Â Property and equipment that is no longer being used in the designated program 
can be transferred to another approved department with Business Office approval. Property and 
equipment purchased with federal funds are subject to special conditions, set forth as follows. 


1. CSI shall not use equipment acquired with federal funds to provide services to non-federal 
outside organizations for a fee that is less than private companies charge for equivalent 
services. 


2. CSI shall use the federal equipment in the program for which is was acquired as long as 
needed, whether or not the program continues to be supported by federal funds and shall 
not encumber the property without proper federal approval. 


3. When federal equipment is no longer needed for the original program, CSI shall use the 
equipment in connection with other federally sponsored activities in the following order of 
priority: 
• Activities sponsored by the granting agency which funded the original purchase. 
• Activities sponsored by other federal awarding agencies. 
• During the time that equipment is used on the program for which it was acquired, CSI 


shall make it available for use on other programs if such other use will not interfere with 
the work on the program for with the equipment was originally acquired. First preference 
shall be given to programs funded by the sponsoring funding agency that financed the 
equipment; second preference shall be given to programs funded by other federal 
awarding agencies. User charges shall be treated as program income. 


When acquiring replacement equipment, CSI may use the federal equipment to be replaced as 
trade-in or sell the equipment and use the proceeds to offset the costs of the replacement 
equipment with the appropriate Business Office approval and federal grant officer approval. 


If it is determined that certain property and equipment is no longer needed at CSI, determined to 
be obsolete, or requires disposal; said property and equipment becomes classed as surplus 
property. For disposal of surplus property please contact the Maintenance Department. 
 
Surplus property purchased with general fund, state or local funds must be disposed of in 
accordance with Idaho Code section 33-601 section 4. Except for items with a value of less than 
$500, a formal advertising/appraisal/auction process must be used to dispose of surplus 







equipment. All disposals of inventory items must go through the Maintenance Department and a 
Work Order must be completed for each inventory disposal. 
 
Surplus property purchased with federal funds falls under different federal guidelines for 
disposal. The Department Chair or Program Manager will work with the Business Office and the 
Maintenance Department on proper disposal procedures. Upon receiving Business Office 
approval, the surplus federal equipment may be disposed of or used for other activities in 
accordance with the following standards: 


1. For equipment with a current per unit fair market value of $5,000 or more, CSI may retain 
the equipment for other uses provided that compensation is made to original federal agency. 


2. If CSI has no need for the equipment, CSI shall request disposition instructions from the 
federal agency. 


3. If so instructed or if disposition instructions are not issued within 120 calendar days after 
CSI's request, CSI shall sell the equipment and submit the proceeds to the federal agency. 


8.28 MAIL ROOM POLICY (Rev: 5/17) 


The College of Southern Idaho Mail Room handles all incoming and outgoing mail for the 
institution. The College operates in accordance with U.S. Postal regulations. 
All uses of the College's bulk mailing permit and mass mailings must be coordinated with the 
Mail Room. These mailings must contain strictly CSI related material in order to comply with 
postal regulations. 
 
Personal mail for CSI employees and other non-CSI mail should not be sent to the College. Any 
mail sent to the College address is subject to being opened by the College. Any mail that is 
suspected to be of a fiscal nature and addressed to the College will be forwarded to the Vice 
President of Finance and Administration for opening and review. 
 
The mail room sends outgoing personal mail and packages for employees at the employee's 
expense on a time available basis. Employees are not to have personal packages sent to the 
College. 
 
The Mail Room receives mail and personal packages for dormitory students. Students must pick 
up packages in person and have a photo identification card. Regular mail is given to the 
assigned dormitory staff person. The mail is then put into the students’ individual mail boxes in 
the dorm by the dormitory staff. 


8.29 ANNUAL AND INTERNAL AUDIT POLICY (Rev: 1/07) 


The College of Southern Idaho Board of Trustees will evaluate recommendations by the Vice 
President of Finance and Administration concerning the selection of external auditors to perform 
the College's annual fiscal audit. 
 
The Board is provided funds in the administrative budget to hire external auditors to perform 
internal audits on areas selected by the Vice President of Finance and Administration, President 
or Board. Examples of these audit areas may be but are not limited to the area of cash 
management, receivables, internal control, purchasing cards, inventory management, payment 
policies, refund policies, program reviews, grant management, grantees, departmental reviews, 
etc. 







 
Auditors will report directly to the Board of Trustees concerning any issues that may arise during 
an audit. The function of the Vice President of Finance and Administration and Business Office 
will be limited to providing all requested information to auditors and assisting auditors in their 
evaluation of the fiscal operations of the College. 


8.30 HAZARDOUS WASTE DISPOSAL POLICY (Rev: 1/15) 


The College of Southern Idaho is a conditionally exempt small quantity generator (CESQG). As 
such, we are limited to less than 220 lbs. of hazardous waste per month. 
 
Each waste stream has been identified and monitored by instructors charged with its on-site 
collection and safekeeping. At convenient intervals that correspond to the semesters activities, 
the wastes are weighed and counted and the vendors are called for pick up and disposal. The 
Physical Plant Director is responsible for maintaining a log of disposed materials. The log 
contains the type of material disposed, quantity, who it was turned over to and the dated. Most 
wastes are disposed of through professional vendors. Some are recycled through professional 
vendors, depending on the waste. 
 
No chemicals or waste may be accepted by the college as a donation or transfer from another 
entity without the written consent of the Physical Plant Director. All chemicals purchased will be 
labeled with a purchase date and a disposal date. The labeling and recording of these 
chemicals and dates is the responsibility of the CSI department purchasing the chemicals. 
Chemicals must be disposed of prior to becoming so hazardous that they are not accepted by 
our waste vendor. 
 
Examples of waste collected at CSI are as follows: 


• Formalin Waste - collected from Life Science and Vet Tech from dissection specimens 
• Chemistry lab wastes from Physical Science 
• Motor Oil, anti-freeze from academic auto shop and Maintenance garage 
• Lab wastes from biology lab 
• Bottoms from auto body paint shop distillery 
• Turpentine/paint rags from art complex 
• Auto body paint booth filters 
• Freon 
• Oily, etc. rags from Maintenance paint shop and garage 
• Mercury from labs on occasion as well as from HVAC techs replacing thermostat 


mercury 
• PCB Ballasts 
• Florescent tubes 
• Batteries 


It is the responsibility of the applicable Instructional Dean and Department Head to comply with 
this policy's requirements concerning the donation, purchasing and record keeping of chemicals 
concerning purchase date and disposal date. It is the responsibility of the Maintenance 
Department at the College of Southern Idaho to facilitate the safe collection, removal and 
disposal record keeping of the Hazardous waste program. 


8.31 FREEDOM OF INFORMATION AND EMAIL RETENTION POLICY (Rev: 1/11) 







Emails are public records subject to the Idaho Freedom of Information Act. Once a Freedom of 
Information Act request has been filed, emails that even remotely pertain to the request may not 
be deleted. Absent a Freedom of Information Request, emails may be deleted on a regular 
basis by the individual employee. Emails that are not deleted but stored on a separate device 
remain subject to retrieval if requested via the Freedom of Information Act. 
 
Employees are strongly encouraged to develop a systematic approach to deleting irrelevant or 
obsolete emails. Additionally, when dealing with information of a sensitive nature, the employee 
should evaluate whether a face to face conversation is more appropriate than sending an email. 


8.32 MAIN CAMPUS HOUSING AND FOOD SERVICE POLICY (Rev: 8/11) 


All housing requests for events on the main campus will be requested through and coordinated 
by the Dean of Students. In the event that dormitory housing is not available or not suitable, the 
Dean of Students will arrange for housing in college apartments or private apartments if 
available. To the maximum extent possible, college housing will be filled prior to utilizing non-
college owned housing. 
 
All food service for the main campus will be provided by the college's contracted food service 
provider on a first right of refusal basis. This includes all food service for organizations using 
college facilities, all camps, seminars, or other events. If an agreement upon price, menu, 
location, or time cannot be reached with college's food service provider, the use of an outside 
vendor for food service may be requested through the Business Office. 
 
The outside contractor must have a valid license from the Health Department, liability insurance 
of $1,000,000 listing the college as an additional insured, an Idaho workmen's compensation 
policy and properly trained food service workers. A commission on gross sales to be paid to the 
college will also be required. All agreements for the use of outside food service providers on the 
main campus must be prior approved in writing by the Controller or, in his/her absence, the Vice 
President of Finance and Administration. 
 
Student clubs and organizations will work with the Dean of Students who will approve and 
coordinate meal events put on by students for fundraisers or as cultural events. The Dean of 
Students will work with the campus food service provider to ensure food quality, food safety, 
and food handling procedures are in compliance with Health Department requirements. The 
Dean of Students will also ensure there are no duplicating or competing events between clubs 
or between clubs and our contracted food service provider. 


8.33 FACILITIES USE INSURANCE POLICY (Rev: 8/11) 


As part of its community service mission, the college rents facilities to numerous individuals, 
groups, organizations and businesses. Liability insurance in the amount of $1,000,000 listing the 
College of Southern Idaho as an additional insured is required for any business entity, public 
entity or organization charging admission or conducting a commercial activity in the facility. 
Individuals or individuals representing non-business groups renting facilities will be required to 
sign a release of liability form agreeing to hold harmless and indemnify the College from any 
and all liability claims arising from the use of the facility. These individuals will be required to 
purchase a separate commercial liability policy unless, in the judgment of the Vice President of 
Finance and Administration, the proposed use of the building does not signify a liability risk. In 







these cases, a specific waiver of liability insurance must be requested through the facilities use 
request. 
Nationally recognized non-profit groups will be required to provide a certificate of liability 
insurance when using CSI facilities. The insurance requirement for local non-profit 
organizations, unincorporated local clubs or loosely formed groups may be waived if the use 
and event are determined to be a public service or benefit to the community. In all cases, the 
person requesting use of the facility must agree to hold the College harmless from any and all 
liability claims arising from the use of college facilities. 


8.34 CASH MANAGEMENT (Est: 1/14) 


CSI strives to maintain a cash management system to ensure that no one person has complete 
control over all aspects of any cash transaction to maintain appropriate checks and balances. 
Policies and procedures are in place to segregate duties so that no one person controls the 
order, receipt, payment, and reconciliation of a transaction. 


8.34.01 PETTY CASH (Est: 1/14) 


Petty cash reimbursement is available in the Business Office and at select pre-approved 
locations for employee reimbursement up to $25. Meals are not allowed to be reimbursed with 
petty cash. Employee must complete the petty cash form listing the date, description of items, 
account number to be charged and amount. A detailed original receipt must be attached to the 
form. Signature by the employee and a Business Office employee/approved custodian is 
required. Generally, employees are limited to once a week reimbursement. 
 
The internal petty cash fund is reimbursed as necessary but once a month at a minimum up to 
$200. The Accounts Receivable office requests replenishment of the petty cash fund through 
the Accounts Payable office and a check issued. The check is then cashed out of the Business 
Office safe or at the appropriate banking institution and the fund are replenished. Petty cash is 
stored in the locked safe at all times. 


8.34.02 BANK RECONCILATION (Est: 1/14) 


The CSI bank accounts are monitored on-line on a daily basis by the CSI Bank Accountant. The 
CSI bank reconciliation is completed on a monthly basis. Due to the size and complexity of the 
bank account there are two different employees that reconcile and oversee the bank 
reconciliation. Generally, bank statements are balanced by the end of the following month. 
Outstanding check and unclaimed property are reconciled and monitored as part of this monthly 
process. Once the bank reconciliation is complete, it is signed off and approved by the 
Controller or the Policy and Compliance Analyst. The Vice President of Finance and 
Administration and the Controller are the authorized signature on all CSI bank accounts and 
checks. 


8.34.03 VOIDED CHECKS (Est: 1/14) 


Once it is determined that a check needs to be voided, the check is forwarded to the CSI Bank 
Accountant and once it is physically present it is voided. The checks are marked void with a 
stamp across the signature and the address line. The void checks are stored with the CSI Bank 
Accountant and filed by number. Once the fiscal year ends they are stored in a secure off-site 
location by fiscal year and marked with a destroy date of 7 years after the end of the fiscal year. 







If the check to be voided is not in the possession of the CSI Bank Accountant, it is determined if 
the check has cleared the bank account. If it has not cleared, a stop payment is issued for the 
term of one year. If the check has cleared, the vendor is contacted by the appropriate staff 
member and a copy of the check front and back is presented. If it determined that a check 
needs to be re-issued it will be re-issued within 30 days within the date of the original check. 


8.35 GIFT, PRIZE, AWARD, CLOTHING & INCENTIVE POLICY (Effective 1/1/18) 


Purpose: This policy sets forth CSI's requirements and expectations for the use of College 
funds to purchase gifts, prizes, awards, clothing and incentives presented on behalf of CSI. This 
policy also provides guidance regarding the tax reporting requirements to remain in compliance 
with the Internal Revenue Service (IRS). In accordance with the IRS regulations a gift, prize, 
award, clothing item and incentive are taxable to individuals unless a specific exemption 
applies. 
 
Scope: Applies to all CSI employees purchasing and presenting gifts, prizes, awards, clothing 
and incentives on behalf of CSI. This policy also applies to non-CSI personnel and students who 
may purchase and present gifts, prizes, awards, clothing and incentives on behalf of CSI and 
are utilizing funds provided by CSI for such purposes. 
 
Responsible Party: Vice President of Finance and Administration 
 
Definitions 
 
Non-Cash Items: A gift of property (a tangible item). Gift certificates and gift cards are not 
considered non-cash items. 
 
De Minimis Fringe: A non-cash gift, prize, award or incentive that is so small that accounting 
for it would be unreasonable or administratively impractical. De Minimis fringe benefits are not 
taxable to the recipient. De Minimis gifts, prizes, awards, clothing and incentives may only be 
provided on an occasional basis and must be $50 or less. Cash awards, gift cards and gift 
certificates are never considered de Minimis. 
 
Examples of “de Minimis fringe benefits” include the following; occasional group meals or 
picnics, occasional snacks, coffee, doughnuts, or soft drinks, non-cash holiday gifts with a low 
fair market value, occasional tickets for entertainment events, and flowers for special 
circumstances (on account of illness, outstanding performance or family crisis). Occasional is 
defined by the IRS as once or twice a year. 
 
Gift: A cash or non-cash item given as a gesture of goodwill, appreciation or in recognition of or 
in connection with a holiday season or some other purpose not specifically related to regular job 
performance. 
 
Prize: A cash or non-cash item given at random or as a result of chance and not directly related 
to job performance. Examples include door prizes and free raffles at College sponsored events. 
A raffle where tickets must be purchased for an opportunity to win is considered gambling and 
has special IRS reporting requirements. Please contact the Business Office for additional details 
on these types of raffles. 
 
Award: A cash or non-cash item given to show thanks, support, goodwill or recognition of an 
outstanding accomplishment. Cash and non-cash items could be given in recognition of 







achievement in education, teaching, retirement or other job performance related activity 
including length of service milestones. 
 
Incentive: A cash or non-cash item given to encourage participation in a CSI sponsored activity 
such as a survey or presentation. 
 
Marketing and Promotional Items: Marketing and promotional items bearing the CSI logo are 
not considered gifts, prizes, awards or incentives when they are of nominal value. The rules for 
promotional gifts are as follows; prior-approval from the Controller or Vice President of Finance 
& Admin is required, each item must be worth $15 or less, items must be marked clearly and 
permanently with the CSI logo and items must be part of a collection of identical pieces that you 
give out widely. 
 
Employee Clothing Allowance: A pre-determined amount given to a select group of 
employees as part of their annual contract negotiation to purchase clothing required for their job. 
This amount is a one-time payment processed through payroll in July of each year and will be 
taxable to the employee. The employee will personally purchase required clothing with this 
allowance. 
 
Exclusions: Financial aid awards and grants to students are not considered gifts, prizes, 
awards or incentives for purposes of this policy. Awards to students that are related to academic 
performance are considered financial aid, and as such are not subject to the provisions of this 
policy. However, in certain circumstances, gifts, prizes, awards or incentives must be reported 
to the Financial Aid Office. 
 
Policy Statement 
 
CSI understands the need to recognize the dedication, achievement and participation of our 
employees, board members, students and community members to the extent the expense is 
reasonable, has a documented business purpose and supports the mission of CSI. The 
expense may not be lavish or extravagant, and must comply with any funding source 
restrictions. Such recognition may be in the form of non-cash gifts, prizes, awards and 
incentives. Non-cash gifts, prizes, awards and incentives are limited to $50 or less per recipient. 
All cash, gift cards, and gift certificates regardless of amount, along with non-cash gifts, prizes, 
awards and incentives valued at more than $50, are considered compensation subject to 
federal, state and employment tax withholding. In very rare cases, cash, gift cards, gift 
certificates, along with non-cash gifts, prizes, awards, and incentives valued over $50, may be 
allowed if pre-approved by the President, the Controller or the Vice President of Finance and 
Administration. 
 
CSI will reimburse or pay the cost of gifts, prizes, awards and incentives with documentation of 
prior-approval of the Controller or the Vice President of Finance and Administration and once 
the appropriate paperwork has been submitted to the Business Office. 
 
The President of the College, the Vice President of Finance and Administration and the 
Controller have the right to grant exceptions to this policy. 
 
Procedures 
 
Overview: Upon departmental approval, all gift, prize, award, clothing and incentive purchases 
require the prior-approval of the Controller or Vice President of Finance and Administration. 







Prior-approval consists of the requestor sending an email to the Controller or Vice President of 
Finance and Administration asking for permission to purchase the gifts, prizes, awards, clothing, 
incentives or marketing items. The email will need to include the intended business purpose for 
the request, the date the items are needed, the intended recipient(s), a description of each item 
to be purchased and the estimated cost of each item. 
 
If approved, the requestor will receive instruction from the Business Office on purchasing the 
item(s) depending on the specific circumstance. The Business Office will guide the requestor 
concerning the required forms and documentation for the purchase. 
 
A requestor receiving prior-approval to purchase a non-cash gift, prize, award, clothing item or 
incentive valued at $50 or less will need to complete the request for payment form, attach the 
itemized receipt/invoice, attach the prior approval email and submit to the Business Office for 
processing and payment. 
 
A requestor receiving prior-approval to purchase a non-cash gift, prize, award, clothing item or 
incentive valued at more than $50 will need to complete the request for payment form, attach 
the itemized receipt/invoice, complete and attach the Gifts/Prizes/Awards/ Incentives form, 
complete and attach a W-9 form for non-employees, attach the prior approval email and submit 
to the Business Office for processing and payment. This will be treated as a taxable transaction 
to the recipient and/or employee. 
 
To facilitate this process, we recommend working closely with the Business Office with any 
questions, having blank Gift/Prizes/Awards/Incentives forms and blank W-9 forms available for 
the recipients to complete and sign at the time they pick up their gift, prize, award or incentive. 
These forms are available in the Business Office. These requests will not be reimbursed or paid 
until all the necessary forms and documentation are completed and submitted to the Business 
Office. 
 
Additional Guidelines 
 
These additional guidelines are provided to help clarify and guide gift, prize, award, clothing and 
incentive purchases. 
 
If a non-employee or student has been a CSI employee in any capacity during the current 
calendar year, they will be treated as a CSI employee for gift, prize, awards, clothing and 
incentives purposes. 
 
The following items must be pre-approved by the Controller or Vice President of Finance and 
Administration or designee listed. 
 
Retirement/Length of Service/Safety Awards - Non-cash awards can be given in recognition 
for an employee's service upon retiring from his/her position, length of service and safety 
achievement. Non-cash retirement gifts must be requested and pre-approved through the 
Human Resource Office. 
 
For all non-ancillary agencies $100 per retiree is allowed for an on-campus retirement reception 
to be paid for by the Human Resource department. Departmental funds cannot be used for 
retirement gifts/receptions. On-campus retirement receptions must be requested and pre-
approved through the Human Resource Office. 
 







If allowable per funding regulations, ancillary agencies such as but not limited to Star, Head 
Start, Early Head Start, Office on Aging, Trans IV, Refugee Center, Southern Idaho Economic 
Development Organization and the Small Business Development Center will be required to use 
their own departmental funds for retirement receptions and recognition, not to exceed $100 per 
retiree. 
 
Length of service awards can only be given every 5 years, must be part of a meaningful 
presentation and meet IRS limitations on the amount of the award. These awards must be pre-
approved by the Controller or the Vice President of Finance and Administration and the Human 
Resource Office. 
 
Appreciation or Recognition Awards - Non-cash awards valued at $50 or less can be given 
as an acknowledgement for work or CSI related accomplishments. Employee recognition 
awards are intended to be occasional. 
 
Door Prizes - Non-cash door prizes valued at $50 or less can be given to encourage 
participation in a CSI sponsored event. 
 
Program Incentives - Non-cash program incentives valued at $50 or less can be given to 
encourage participation in surveys, questionnaires and CSI sponsored events. 
 
Speaker, Presenters or Program Volunteer Gifts - Non-cash gifts valued at $50 or less may 
be given to individuals who provide special services to the College such as guest speakers, 
student mentors, workshop presenters and program volunteers. 
 
Bereavement or Serious Illness - A non-cash token of sympathy, such as flowers, may be 
given in the event of death or illness of an employee, student, friend of CSI or a member of his 
or her family or household. These items must be requested through the President's Office. 
 
Clothing Prizes/Incentives - CSI will reimburse or pay for clothing items valued at $50 or less 
that are purchased as door prizes or program incentives for CSI sponsored activities. Clothing 
prizes/incentives are intended to be occasional. Clothing prizes and incentives must be pre-
approved by the Controller or the Vice President of Finance and Administration. 
 
Special Event Clothing - CSI will reimburse or pay for occasional special event clothing (t-
shirts) that identifies employees, students or volunteers as special event management for CSI 
sponsored activities. Special event management needs to go beyond just being a part of an 
event or being a member of the department hosting the event, they need to be involved in 
managing the event and/or directing participants. Special event clothing is limited to one item 
per person not to exceed $15 and must be pre-approved by the Controller or the Vice President 
of Finance and Administration. 
 
Employee Clothing - As a general rule, CSI does not purchase clothing for CSI staff. As per 
IRS guidelines clothing or uniforms are excluded from wages of an employee if they are 
specifically required as a condition of employment AND are not worn or adaptable for everyday 
use. CSI will reimburse or pay for clothing that consists of a uniform that cannot be worn outside 
of their job such as safety equipment and security uniforms. All uniform purchases must be pre-
approved by the Controller or Vice President of Finance and Administration. 
 
CSI may provide a taxable allowance for clothing where an employee's primary function meets 
one or more of the following criteria: 







• Their primary function is to continuously promote the College to the public. 
• They are directly involved in student recruitment on a continuous basis. 
• They have a presence on campus that requires them to continuously be in contact with 


students at various campus locations. 


Positions that MAY meet this criterion include: Admissions, Early College (Transition 
Coordinators and Dual Credit), Recruiters, Athletic Coaches and Alumni positions. 
The approved positions and amount of the taxable allowance within these areas will be 
determined as part of the annual contract negotiation process with final approval by the 
Controller or Vice President of Finance and Administration. The taxable allowance will be 
negotiated on an annual basis and will be processed as a one-time payment through payroll in 
July of each year. 
 
Employees who receive an annual clothing allowance will be responsible to purchase their 
required clothing. The expense will not run through CSI. The clothing should be purchased 
through an approved vendor and must meet CSI's logo requirements. Please refer to CSI's 
Visual Identity Guide for logo requirements. 
 
Club/Student Activities Clothing - CSI will reimburse or pay for club/student activities clothing 
valued at $50 or less for students participating in club activities, competitions or student 
government activities if the request is included in the approved club/student organization annual 
budget and has been pre-approved by the Dean of Students and the Controller or Vice 
President of Finance & Admin. The Club Advisor and CSI staff involved in ordering and 
overseeing student clothing purchases must adhere to the "Employee Clothing" policy above. 
 
Frequently Asked Questions 
 
Q. I work in an outreach center and have been asked to wear CSI Logo shirts at specific 
community events such as Chamber of Commerce events, fair events, etc. I would like to 
purchase three shirts with the CSI Center Specific logo to wear to specific community functions 
and work. Is this allowable? 
A. This employee does not meet the criteria listed in the “Employee Clothing” policy above. 
They will be encouraged to wear their official CSI name tag as an identifier at these community 
events. 
 
Q. I work in the Early College program and am requesting to purchase CSI polo shirts from the 
bookstore as part of my attire when I travel to high school partners. These officials have 
requested I wear CSI related clothing which identifies who I work for and for safety reasons. Is 
this allowable? 
A. This employee may meet the criteria listed in the “Employee Clothing” policy above. If 
selected as an approved position within Early College, this employee will receive a taxable 
clothing allowance in July of each year to purchase required clothing. This expense will not run 
through CSI. They will receive the clothing allowance in their July paycheck and will be asked to 
purchase the required clothing through the CSI Bookstore or an approved vendor. They will also 
be encouraged to wear their official CSI name tag as an identifier when visiting high school 
partners. Only a CSI official name tag will truly identify a CSI employee as CSI apparel is 
commonly worn in our community. 
 
Q. I am requesting to give my CSI staff the same shirts we are giving students for a solar 
eclipse campus event. The shirts are valued at $10. Is this allowable? 







A. This employee does not meet the criteria listed in the “Employee Clothing” policy above. The 
shirts may be distributed to students, not staff unless there is an actual event they need to 
manage. Just being involved and wearing the shirt for the day does not constitute event 
management. CSI staff may personally purchase the shirts at $10 each. 
 
Q. The student club I work with wants to purchase a jacket for the advisor or a CSI staff 
member. Is this allowable? 
A. This employee does not meet the criteria listed in the “Employee Clothing” Policy above. 
 
Q. I want to purchase shirts for my staff. Is this allowable? 
A. As a general rule, we do not purchase clothing for staff. These employees do not meet the 
criteria listed in the “Employee Clothing” Policy above. 
 
Q. We are hosting a PACE workshop and would like to raffle off a $25 gift card to encourage 
participation? Is this allowable? 
A. No. Per IRS guidelines, gift cards are considered cash and taxable to the recipient regardless 
of amount. Generally, we do not allow gift cards to be used as incentives due to income tax 
reporting. Please see Board Policy 8:14 Gift Certificates for additional guidance. Requestor will 
be encouraged to select a non-cash prize under $50 to raffle off as an incentive. 
 
Q. I have a guest speaker coming to my classes and want to give her a $100 gift card to thank 
her and recognize her effort. Is this okay? 
A. No. Per IRS guidelines a $100 gift card would be taxable to the recipient. We would 
recommend paying the speaker through payroll or giving her a non-cash gift of $50 or less. 
 
Q. A member of our department is retiring in June and rather than having an on-campus 
celebration we want to go to dinner as a department. Can I charge this to our department? 
A. No. $100 per retiree is allowed for an on-campus retirement reception. If you choose to go off 
campus you will be required to cover the dinner with non-CSI funds. 
 
Q. A member of our department just lost her mother in a car accident and we would like to send 
flowers to the funeral home. Can we charge this to our department? 
A. No. All tokens of sympathy or flowers given in the event of death or illness must be requested 
and paid through the President's Office. 
 
Q. I participated in the Wellness Challenge and won a cruise. Is this taxable? 
A. Yes. This item is taxable to the recipient and will be added to the employees W-2 and/or a 
1099G. 


8.36 REFRESHMENT & MEAL POLICY (Rev: 7/18) 


Purpose: This policy provides guidance for the provision of refreshments or meals at CSI 
functions, meetings and events. 
 
Scope: Applies to the use of CSI funds where food and beverage is purchased and served for 
the benefit of CSI administration, staff, faculty, community members, students and/or guests. 
 
Responsible Party: Vice President of Finance and Administration 
 
Definitions 
 







Refreshment: A light snack or drink provided at CSI functions, events or meetings while 
conducting business that falls within the mission of CSI. A refreshment requires a business 
purpose and proper documentation. Refreshments must be occasional. Refreshments may 
include appetizers, food, snacks, candy, cakes, muffins, desserts, beverages and tips (limited to 
18%). 
 
Meal: The food and beverage eaten at one of the customary, regular occasions for consuming 
food during the day, such as breakfast, lunch or dinner while conducting business that falls 
within the mission of CSI. A meal requires a business purpose and proper documentation. 
Meals must be occasional. Casual meals between employees do not qualify. Meals may include 
appetizers, food, beverages, desserts and tips (limited to 18%). 
 
Per Diem: Per diem is the amount of money that CSI will reimburse or allow for a meal while in 
travel status. CSI has an established individual per diem rate for breakfast, lunch and dinner. 
CSI follows the State of Idaho per diem rate guidelines. 
 
Sodexo First Right of Refusal: CSI has a contractual obligation to utilize Sodexo for campus 
meal and refreshment provisions. Sodexo has the first right of refusal to provide refreshment 
and meal provision for campus events. Permission must be granted by Sodexo to utilize off-
campus restaurants; grocery stores or other individuals to provide refreshments or meals for 
campus events. 
 
Day trips: CSI related one-day business trips that do not require overnight lodging 
accommodations. 
 
Taxable Meal Reimbursement: A meal reimbursement that does not meet the IRS rules to be 
excluded from an employee's wages. To be excludable from an employee's wages as a 
reimbursement, the required travel must be temporary and be substantially longer than an 
ordinary day's work, requiring an overnight stay or substantial sleep or rest. 
 
Policy Statement 
 
CSI recognizes the importance of providing refreshments and meals for professional 
development meetings, trainings, student events and other gatherings that benefit the CSI 
community. This policy provides guidelines regarding the use of CSI funds for such functions 
and to ensure that meetings and events are conducted with fiscal responsibility and fall within 
IRS guidelines. 
 
Refreshment and meal expenses are allowable if the function, meeting or event is pre-approved 
by the appropriate Department Head or Dean/Vice President and meets CSI guidelines 
regarding a substantiated business purpose. Refreshment and meal expense must stay below 
the established limits for breakfast ($12), lunch ($15) and dinner ($28). This policy does not 
apply to travel status meal expense and reimbursement or food and beverage purchased for 
instructional purposes. 
 
Generally, the purchase of alcohol is prohibited. The President may approve the purchase of 
alcohol for instructional purposes. 
 
Sodexo has the right of first refusal for all campus meal expense. If Sodexo is NOT providing 
the meal for the campus function, event or meeting The Refreshment and Meal Form must be 
signed by an authorized representative of Sodexo granting the refusal. The request will be 







returned to the requestor if the proper documentation is not provided. Once proper 
documentation is provided to the Business Office, the request will be paid. 
The President of the College, the Vice President of Finance and Administration and the 
Controller have the right to grant exceptions to this policy. 
 
Procedures 
 
Refreshments and Meal Provisions 
Refreshments may be provided for functions such as meetings, trainings and student or 
community events at a maximum amount not to exceed the established limit for breakfast ($12 
per person) provided the following criteria are met: 


• The function must have an agenda and/or clearly stated business purpose that falls 
within the mission of CSI. 


• The function must be occasional and not occur on a regular basis. 
• A list of attendees must be recorded for up to 25 attendees. For a group function beyond 


25 attendees, a description of attendees must be recorded. 
• The function must be pre-approved by the Department Head or Division Dean/Vice 


President. 
• The Refreshment and Meal Form must be completed along with the appropriate 


documentation and submitted to Accounts Payable. 


Meals may be provided for functions such as at meetings, trainings, and student or community 
events at a maximum amount not to exceed the established limits for the appropriate time of 
day (lunch $15 or dinner $28 per person) provided the following criteria are met: 


• The function must have an agenda and/or clearly stated business purpose that falls 
within the mission of CSI. 


• The function must be occasional and not occur on a regular basis. 
• A list of attendees must be recorded for up to 25 attendees. For a group function beyond 


25 attendees, a description of attendees must be recorded. 
• The function must be pre-approved by the Department Head or Division Dean/Vice 


President. 
• The Refreshment and Meal Form must be completed along with the appropriate 


documentation and submitted to Accounts Payable. If the meal is not provided by 
Sodexo, The Refreshment and Meal Form must be signed by Sodexo granting the 
refusal. 


Exceptions 
 
Departmental employee retreats/off-campus meetings with refreshment or meal provisions may 
be allowed once a year per department. In addition, II.A.a. and II.A.b. must also be satisfied. 
Special occasion employee group meals such as the Holiday luncheon, Faculty Staff In-Service, 
employee picnics, occasional coffee, doughnuts, or soft drinks are allowable as a non-taxable 
de minimis fringe benefit if they are infrequent and occasional (once or twice a year). In addition, 
II.A.a. and II.A.b. must also be satisfied. 
 
Meals MAY be provided at a meeting, training or occasion where an employee is required to 
work through their lunch or dinner hour for the convenience of CSI and/or formal CSI business 
is being conducted. This type of meal reimbursement must be occasional. This does not include 







meals between employees where informal casual business discussions take place. In addition, 
II.A.b. must also be satisfied. 
 
Regular departmental employee meetings shall not qualify for refreshment or meal provisions. 
Departmental sponsored employee social gatherings shall not qualify for refreshment or meal 
provisions. 
 
Casual meals between employees shall not qualify for refreshment or meal provisions. 
Employee day trips WITHIN CSI's 100-mile radius service area shall not qualify for refreshment 
or meal provisions. An exception may be granted where III. c).3. is satisfied and an employee is 
required to work through their lunch or dinner for the convenience of CSI and/or formal CSI 
business is being conducted. 
 
Employee day trips OUTSIDE CSI's 100-mile radius service area that exceed 8 hours and do 
not require an employee to work through their lunch hour typically do not qualify for meal 
reimbursement. In certain situations, an employee may request a taxable meal reimbursement 
not to exceed the established limits of $12 for breakfast, $15 for lunch and $28 for dinner. This 
situation is rare and is pre-approved on a case-by-case basis. Per IRS guidelines, this type of 
meal reimbursement will be taxable to the employee and must be pre-approved by the 
appropriate Dean, division Vice President or Controller If approved, the reimbursement must be 
submitted to the Payroll Office on a One-Time Pay Time Sheet with a detailed description of the 
trip and business purpose, the appropriate approval signatures and itemized receipts must be 
attached to the request. The reimbursement will be processed on the next payroll date if 
submitted to the Payroll Office by the time sheet deadline date. 
 
An exception for reimbursement and taxability will be granted where III. c).3. is satisfied and an 
employee is required to work through their lunch or dinner while traveling for the convenience of 
CSI and/or formal CSI business is being conducted. In this case, The Refreshment and Meal 
Form will be utilized to obtain reimbursement. 
 
Frequently Asked Questions 
 
Q. We have a monthly staff meeting. Can we provide refreshments? 
A. No. Refreshments at regular employee staff meetings are not allowable. 
 
Q. I would like to meet with my department chair over lunch to discuss some departmental 
business. Can we charge our meal to our department? 
A. No. These types of discussions should be held during normal working hours outside of the 
lunch hour. 
 
Q. My staff spreads across multiple departments and many of them are involved with direct 
customer service. It is impossible to get them all together without closing offices. It is the 
beginning of a new semester and I would like to bring them in for a staff meeting. This type of 
staff meeting does not happen on a regular basis. I would like to bring them in from 7am-8am 
for a staff meeting to prepare for the upcoming semester. I would like to provide them with 
breakfast as we go through our agenda items. Is this allowable? 
A. Generally, we do not allow refreshment or meal provisions at regular staff meetings. 
However, in this case, where this type of staff meeting doesn't occur on a regular basis, 
employees are coming together from various locations and they are being asked to come in 
early before their regular work hours this may be allowable if approved by the appropriate Dean 
or Vice President. If approved, II.A.b. must also be satisfied. 







 
Q. We had an emergency I.T issue on campus that required my staff to stay late into the 
evening. My staff were required to stay until the issue was resolved. We provided dinner for 
those who were required to stay as they worked late into the evening. Is this allowable? 
A. Yes. Meals may be provided at a meeting, training or occasion where an employee is 
required to work through their lunch or dinner hour for the convenience of CSI and/or business 
is being conducted. In addition, II.A.b. must also be satisfied. 
 
Q. Our department is hosting a one-time informational workshop for CSI employees. As an 
incentive to encourage employees to attend we would like to provide refreshments at the 
workshop. Is this allowable? 
A. Yes, this may be allowable as this workshop is occasional, if approved by the appropriate 
Dean or Vice President and the requirements in II.A.a are met. 
 
Q. As a service to our students, we have special extended night hours for one evening before 
the beginning of the semester. We require our employees to work this night and they do not get 
a formal dinner break. We would like to provide dinner for those who work this night? Is this 
allowable? 
A. Yes. Meals may be provided at a meeting, training or occasion where an employee is 
required to work through their lunch or dinner hour for the convenience of CSI and/or business 
is being conducted. In addition, II.A.b. must also be satisfied. 
 
Q. We had a broken pipe at an off-campus center. We sent a member of the maintenance staff 
to repair the pipe. They traveled and repaired the pipe within their 8-hour work day. Due to the 
travel involved we would like to reimburse the cost of their lunch. Is this allowable? 
A. No. This is not allowable. The member of the maintenance staff is not in travel status and is 
not traveling outside the 100-mile radius service area beyond 8 hours, so meal reimbursement 
or per diem are not allowed. The employee should still be allowed to take a lunch break. Please 
see III. c). 7. 
 
Q. I am going to Boise for a workshop. I plan to leave around 6am and return around 6pm. I will 
not be required to work through my lunch period. May I be reimbursed for lunch or request per 
diem to cover my expense? 
A. Day trips do not qualify for per diem. Employee day trips beyond 8 hours that fall outside 
CSI's 100-mile radius service area do not typically qualify for meal reimbursement unless you 
are required to work through your lunch hour. Under special circumstances and with prior-
approval, this type of meal may qualify for a taxable meal reimbursement not to exceed the 
established limits of $12 for breakfast, $15 for lunch and $28 for dinner. Please see III. C). 8. 
 
Q. I am going to Boise for a workshop. I plan to leave around 6am and return around 6pm. I will 
be required to work through my lunch period. May I be reimbursed for lunch or request per diem 
to cover my expense? 
A. Day trips do not qualify for per diem. Employee day trips beyond 8 hours that fall outside 
CSI's 100-mile radius service area that require you to work through your lunch hour do qualify 
for meal reimbursement not to exceed the established limits of $12 for breakfast, $15 for lunch 
and $28 for dinner. Please see III. C). 8. 
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ASCSI STUDENT MEETING AGENDA 


[February 4, 2021] [4:15] [Student Leadership Conference Room] 


 


Call to Order: 


Attendance: President Angel Montes de Oca, Vice President Aaron Lauritzen, Secretary Maddy 


Wherry, Treasurer Isaac Lund, Skyler Bollar, Mila Korol, Bina Tamang, Landon lloyd, Brailie 


Overall, Abby Nordstrom, Jennifer Scragg, Angelica Camacho.  


Approval of Agenda: 


Approval of Minutes: 


Announcements:  


Guest Speakers: IT Representative.   CPE, Jenn  


• UNFINISHED BUSINESS  


o Student Feedback Social 
o Constitution Amendments 
o NACA Conference 







 


• NEW BUSINESS 


o CPE Concern  
o Helping Hands LIA  


• EXEUTIVE REPORTS 
o Advisor Jason Ostrowski: 
o Board of trustees Liaison: Liard Stone  
o President: Angel Montes de Oca,  
o Vice President: Aaron Lauritzen,  
o Secretary: Maddy Wherry,  
o Treasurer: Isaac Lund,  
o Pro tempore: Skyler Bollar, Hours Reports  


• COUNSIL/COMMITTEE REPORTS 
o Landon: Program Board  
o Brailie: Ambassadors  
o Abby: Off campus  
o Mila: Sustainability  
o Jennifer: Diversity  
o Skyler: Interclub 
o Bina: Eagle Hall 
o Angelica: Sports and Rec 
o Project Polaris: Mila, Aaron, Angel  
o Website Navigation: Skyler, Landon, Bina, Isaac 
o Student housing: Leslye, Brailie, Angel 
 


• OPEN FORUM  
• FOR THE GOOD OF THE QUORM  


o Shout outs: 
o Eagle of Excellence: 
 


• ADJOURNMENT 








CONSTITUTION OF THE ASSOCIATED STUDENTS OF THE 
COLLEGE OF SOUTHERN IDAHO SENATE 


We, the Associated Students of the College of Southern Idaho, ASCSI, in order to provide for the organized conduct 
of student affairs, to promote and facilitate student participation in educational, intellectual, social, cultural, civic, 
and recreational activities, and as the official voice of the Associated Students of the College of Southern Idaho, 
hereby set forth the powers and limitations of the student government which shall be referred to as the ASCSI 
Senate, and the College of Southern Idaho shall be referred to as CSI in this document. 


ARTICLE I: MEMBERSHIP AND RIGHTS OF THE ASCSI 


All current fee paying CSI students shall be members of the ASCSI with all the rights, privileges, and 
responsibilities in any CSI or related activity to which the authority of this constitution extends. The ASCSI Senate 
shall not discriminate on the basis of age, race, color, gender, sexual orientation, religion, disability, veteran's status, 
or national origin. 


 ARTICLE II: EXECUTIVE OFFICERS OF THE ASCSI 


Section 1: Executive Officer Membership 
There shall be exactly four Executive Officers of the ASCSI; President and Vice-President who are elected by 
popular vote of the ASCSI, and the Treasurer and Secretary, 
Section 2: Executive Council 
Clause 1: The Executive Council consists of the President, Vice-President, Secretary, Treasurer, Pro-Tempore and 
Advisors.  
Clause 2: All members of the Executive Council shall be required to attend all Executive Council meetings.  
Clause 3: The President shall be the Chair and preside over the Executive Council.  
Clause 4: Executive Council members are not permitted to make motions in Senate meetings excluding the Pro-
Tempore. 
Section 3: ASCSI President 
Clause 1: The Executive Power shall be vested in the President of the ASCSI. The President shall hold the term for 
a period of one year, and together with the Vice-President shall, chosen for the same term, shall be elected by a 
plurality of votes cast by current fee-paying CSI Students enrolled at the time of election.  
Clause 2: In the case of the vacancy of the President from office, such as death, resignation or inability to discharge 
the powers and duties of the said office as determined by the Senate, the same shall transfer to the Vice-President. 
Should vacancies occur in both the offices of President and Vice-President, the Pro-Tempore of the Senate shall then 
act as President.  
Clause 3: The President shall be a non-voting member of the Senate and ex-officio member of all ASCSI councils, 
and committees.  
Clause 4: The President shall administer the affairs of the ASCSI and shall be charged with executing all laws and 
rules adopted by the ASCSI.  
Clause 5: The President shall be the chief diplomat and shall develop and maintain relations with the administration 
of CSI, the local, state, and federal governments, other student associations and all other entities, which shall affect 
the general welfare of the ASCSI.  
Clause 6: In order to maintain relations with the administration of CSI the President shall be required, but not 
limited to, attending all Board of Trustee meetings. In case of emergency a representative of the Senate shall be 
appointed by the Senate to attend in their place. 







Clause 7: The President may enter into agreement with other entities for the general welfare of the ASCSI. All 
legally binding agreements to which the President may enter into, shall be approved by a supermajority vote of the 
Senate.  
Clause 8: The President shall make any order necessary for the legal operation of the executive branch, which shall 
be made available to the ASCSI, and shall direct any person or entity responsible to the executive branch to perform 
any legal task, within its scope, that is necessary for the general welfare of the ASCSI.  
Clause 9: The President shall establish such executive councils, and committees as necessary to serve the general 
welfare of the ASCSI. 
Clause 10: The President shall have the sole power and discretion to make all appointments to Senate offices and 
committees with the exception of any office whose membership is determined by election or otherwise stated herein.  
Clause 11: The President shall be required to appoint individual(s) to fill all vacancies in elected or appointed 
office(s) for the remainder of the term of the said vacated office(s).  
Clause 12: The President may dismiss any member within the Senate with stated cause and a supermajority vote of 
the Senate.  
Clause 13: The President shall be empowered to approve or veto all Senate legislation, with the exception of all 
internal rules and procedures, as established within this constitution and the ASCSI Bylaws.  
Clause 14: The President shall call special sessions of the Senate when necessary to protect and maintain the 
general welfare of the ASCSI. 
Clause 15: The President shall preside over the Executive Council and Senate. 
Clause 16: The President shall perform any other duties that are necessary to promote and defend the general 
welfare of the ASCSI as defined in the ASCSI Bylaws.  
Clause 17: The President shall appoint members of the Senate to the Rules Committee. 
Clause 18: The President shall be subject to removal from office by recall or impeachment as allowed in Article 
VII, Section 3 and 4 of this constitution.  
Clause 19: Additional duties shall be defined in the ASCSI Bylaws. 
Section 4: ASCSI Vice-President 
Clause 1: The Vice-President shall be the Chair of all Senate meetings but shall only vote in the case of a tie vote 
amongst the voting members of the Senate.  
Clause 2: The Vice-President shall assume the duties of the President whenever the President designates or is absent 
from his/her duties.  
Clause 3: In case of vacancy or absence of the Vice-President the Pro-Tempore shall take over all duties and 
responsibilities of the Vice-President. 
Clause 4: The Vice-President shall be ex-officio member of all ASCSI committees, and councils.  
Clause 5: The Vice-President shall be subject to removal from office by recall or impeachment as allowed in Article 
VII, Section 3 and 4 of this constitution. 
Clause 6: Additional duties shall be defined in the ASCSI Bylaws. 
Section 5: ASCSI Secretary  
Clause 1: The Secretary disseminates and maintains all records of the Senate and is a non-voting member of the 
Senate.  
Clause 2: The Secretary shall be approved by a super majority vote of the ASCSI.  
Clause 3: Additional qualifications and duties shall be defined in the ASCSI Bylaws.  
Section 6: ASCSI Treasurer  
Clause 1: The Treasurer monitors the financial records of the Senate and is a non-voting member of the Senate.  
Clause 2: The Treasurer shall be approved by a super majority vote of the ASCSI.  
Clause 3: Additional qualifications and duties shall be defined in the ASCSI Bylaws.  
Section 7: ASCSI Senate Pro-Tempore  
Clause 1: The Senate Pro-Tempore shall be elected by a plurality of the Senate during an ASCSI Senate meeting.  







Clause 2: In the absence of the President, the Senate Pro-Tempore shall be the acting Vice-President of the Senate 
while the Vice-President is acting President. If both offices are absent, the Pro-Tempore shall be the acting President 
and Chairman of regular meetings.  
Clause 3: The Pro-Tempore may be recalled from the office of Pro-Tempore with a super majority vote of the 
Senate; at which point he/she will be relieved of all Pro-Tempore duties but shall remain a Senator.  
Clause 4: The Pro-Tempore may resign from the office of Pro-Tempore with a written resignation; at which point 
he/she will be relieved of all Pro-Tempore duties but shall remain a Senator.  
Clause 5: The Pro-Tempore shall be an active voting member within the Senate.  
Clause 6: Additional qualifications and duties shall be defined in the ASCSI Bylaws.  


ARTICLE III: LEGISLATIVE POWERS OF THE ASCSI SENATE 


The legislative powers herein shall be vested in the ASCSI Senate and in the members of the ASCSI through 
referendum, initiative and recall. 
Section 1: Membership of the ASCSI Senate  
The Senate shall be a representative unicameral body consisting of twelve senate members. The seats elected shall 
be equally divided among freshman and sophomore students. There shall be exactly four executive officers, four 
freshman Senate Seats, and four sophomore Senate Seats. 
Section 2: ASCSI Senate  
The Senate is the legislative body of the ASCSI and is responsible for conducting all business of the ASCSI. 
Senators are elected by a popular vote of the ASCSI and are voting members of the Senate. 
Section 3: Power of the ASCSI Senate 
Clause 1: The Senate shall initiate all bylaws, senate regulations, senate codes, operating procedures and all other 
legislation as may be necessary for the general welfare of the ASCSI.  
Clause 2: The Senate shall have legislative authority over all ASCSI funds through the approval of a budget and the 
controlling of all Senate Accounts and the reserve funds of the ASCSI. 
Clause 3: The Senate shall establish and determine the functions of all ASCSI committees.  
Clause 4: The Senate shall set the time, date and place of all senate meetings and may call special sessions of the 
Senate with a supermajority vote. Refer to the by-laws for further details.  
Clause 5: A majority of the current senate membership shall be necessary for a quorum to conduct business.  
Clause 6: Every bill, which has passed the Senate, shall, before it becomes a law, be submitted to the President of 
the ASCSI, and if approved, shall sign the bill, but if vetoed, the ASCSI President shall present it with objections to 
the Senate within ten calendar days of its passage.  
Clause 7: The Senate may override the veto of the President with a supermajority vote, upon which it shall become 
law. The Senate shall have no more than two opportunities to override the veto within two calendar weeks of the 
veto's return to override the veto.  
Clause 8: If any bill is not returned by the President to the Senate, within ten calendar days after it has been 
presented to the President, the said bill shall become law, as if it had been signed by the President; unless the Senate 
by their adjournment prevent its return, in which case it shall not become law.  
Clause 9: Every bill or resolution, which has a binding and enforceable effect, shall be submitted to the President 
for approval or veto.  
Clause 10: All records of proceedings of the Senate shall be kept and made available to the ASCSI and shall be 
publicly posted as defined by the ASCSI Bylaws.  
Clause 11: The Senate shall have the power of impeachment.  
Clause 12: The Senate shall have the sole power to enact legislation with the exception of referendum and initiative 
as outlined herein.  
Clause 13: The Senate shall have the power to establish committees or other appendages necessary to assist in their 
legislative and administrative functions.  







Clause 14: The Senate shall have the power to conduct investigations into matters concerning student welfare and to 
make recommendations to appropriate college authorities.  
Clause 15: The Senate shall have the sole power to review, at will, appointments made within the ASCSI.  
Clause 16: The Senate shall have the sole power to establish election rules and supervise all ASCSI elections.  
Clause 17: The Senate shall have the sole power to grant recognition to all campus councils, clubs, and 
organizations.  
Clause 18: All meetings of the Senate, except when in executive session, shall be open to all members of the ASCSI 
and provisions shall be made to accommodate all those that desire to attend.  
Clause 19: The Senate shall establish procedures through bylaws and standard operating procedures.  
Clause 20: Senators shall be subject to removal from office by recall or impeachment as allowed in Article VII, 
Section 3 and 4. . 


ARTICLE IV: COUNCIL AND COMMITTEE SYSTEM 


Section 1: Councils 
Standing councils shall be determined by the Senate in the spring semester for the following academic year. Further 
requirements, specifications, and liaison duties shall be outlined in the ASCSI By-laws. 
Clause 1:  
Section 2: Committees 
There shall be two standing committees of the Senate: The Rules Committee, and Legislative Committee. 
Section 3: Chairpersons and Duties  
The Senate shall have at the minimum of one Senator as the chairperson over a committee. Duties shall be defined in 
the ASCSI Bylaws. 


ARTICLE V: FINANCE 


Section 1: Revenue  
All revenue from designated student fees and generated by activities or any other means of funding of the ASCSI 
shall be monitored and controlled by the Senate. 
Section 2: Budget 
The Senate shall be responsible for establishing an annual budget for the Senate, councils, and entities.  
Clause 1: The budget must be approved by a supermajority vote of the Senate.  
Clause 2: The budget shall be passed no later than the second week of May, and be submitted to the appropriate 
administrator.  
Clause 3: The heads of all standing councils shall meet before the budget hearing and present a recommendation to 
the Senate. This number is not a guarantee for the annual budget.   
Section 3: Disbursements 
All expenditures not budgeted, shall be submitted to the Senate as prescribed in the ASCSI Bylaws and must be 
approved by a supermajority vote. 


ARTICLE VI: STANDING COMMITTEES 


Section 1: Rules Committee:  
Clause 1: Shall have a chairperson who shall be appointed by the President with the approval of the Senate. The 
chairperson and committee shall be responsible for the execution and conduct of all rules of the Senate, and all 
student campus-wide elections. 







Clause 2: The Rules Committee shall uphold and interpret how the ASCSI Constitution and Bylaws will be 
enforced.  
Clause 3: It shall be the duty of the Rules Committee to certify the petitions of nomination as valid, and the 
candidate(s) as eligible in accordance with the election requirements stated in the ASCSI Constitution and Bylaws.  
Clause 4: Additional qualifications and duties shall be defined in the ASCSI Bylaws. 
Section 2: Legislative Committee 
Clause 1: Shall consist of one Senator appointed by the President to be the Chairperson, and shall be open to any 
voting member of Senate. 
Clause 2:  Will have the responsibility for organizing efforts to advocate to the Idaho State Legislature, the CSI 
Board of Trustees, and other bodies whose actions concern ASCSI in order to represent the best interests of students 
and the College. 
Clause 3:  Additional qualifications and duties shall be defined in the ASCSI Bylaws. 


ARTICLE VII: ELECTIONS 


Any member of the ASCSI may become a candidate for office after having fulfilled the eligibility requirements as 
stated in the ASCSI Constitution and Bylaws. 
Clause 1:  The President, Vice-President, Secretary, Treasurer and Sophomore senators shall be elected in a general 
election to be held the week following spring break. 
Clause 2: The President, Vice-President, Treasurer, Secretary and Sophomore senators shall be elected by a 
plurality of all votes cast.  
Clause 3: All election results will be certified by the Rules Committee and approved by the Senate within two 
weeks of the election, except in case of a protest in which one extra week will be allowed.  
Clause 4: All election protests must be received by the Rules Committee Chairperson, in writing, or email within 
three calendar days of the election date.  
Clause 5: The candidate for office, elected or appointed, shall begin attending Senate meetings immediately after 
their Declaration of Candidacy has been accepted by the Rules Committee, to gain a better understanding of the 
ASCSI Student Government and their duties.  
Clause 6: The Sophomore Senators-Elect, Treasurer-Elect, Secretary-Elect President-Elect, and Vice-President-
Elect shall begin attending Senate, council, and committee meetings immediately after the Senate certifies the 
election results to begin an apprenticeship and transition to the ASCSI Student Government.  
Clause 7: The Freshman Senators shall be elected before the fifth week following the commencement of the fall 
semester.  
Section 1: Voters 
All current fee paying students of the ASCSI are eligible to vote upon verification of their enrollment. 
Section 2: Oath of Office 
All elected officers, Senators, and appointed members of the Senate shall be required to take the following Oath of 
Office before they assume their duties: "I (state name), do solemnly swear, I will support the government of the 
Associated Student Body of the College of Southern Idaho, its constitution, bylaws, and ordinances, and I will 
execute the duties of my office, as stated in the ASCSI Constitution and bylaws, to the best of my ability." 
Section 3: Eligibility 
In order to be elected or appointed to an Executive Office or Senate position a student must be currently enrolled in 
a minimum of six semester credit hours, have a cumulative grade point average of 2.5 on a 4.0 grading scale. In case 
of a first semester freshman, a minimum high school grade point average of 2.5 on a 4.0 grading scale is required as 
well as be currently enrolled in a minimum of six semester credit hours at the College of Southern Idaho. In the 
instance of a new freshman who has been home schooled or has qualified to attend College of Southern Idaho by 
passing the GED, a minimum score comparable to a 2.5 GPA on a 4.0 grading scale will be required as well as being 







currently enrolled in a minimum of six semester credit hours at the College of Southern Idaho. In the case of 
freshmen with Dual Credit courses already completed, the college grade point average is not considered. 
Clause 1: To maintain their current eligible status on the Senate, a student must successfully complete six credits 
per semester and maintain a cumulative 2.5 grade point average on a 4.0 grading scale for each semester they serve.  
Clause 2: To define "successfully complete", a student must complete at least 67% of the courses attempted each 
semester and meet grade requirements as stated in the current CSI catalog. If the above requirements are not met, the 
student will immediately be removed from office. In the event of extraordinary circumstances (i.e. medical, 
personal, etc.), the student has the right to appeal his/her eligibility to an appeals committee. 
Clause 3: To be eligible to run for the office of the President or the Vice-President, a student must have served a 
parliamentary position. "Parliamentary position" shall be interpreted as having served one full semester in any 
standing council at the College of Southern Idaho. “One full semester,” shall be interpreted as serving above 50% of 
the time on the Senate at the College of Southern for that semester. In the instance of no other eligible candidates, a 
student who has served at another college or university or any other accredited parliamentary leadership 
organization, verified and approved by the ASCSI Student Government Advisors, shall be considered an eligible 
candidate. 
Section 4: Term of Office 
For all members of the senate, their term of office shall begin upon taking the Oath of Office and shall expire the last 
meeting of April as the last order of business after the new officers have been fully trained by the outgoing members 
of the senate. No student shall serve more than three full academic years on the Senate, or six full semesters, on the 
Senate  
Section 5: Vacancies of Office 
In the case of vacant offices for less than 1/4, 25%, of the Senate, regardless of reason, the President may with the 
approval of the Senate, nominate a duly qualified person to the Senate. Upon a supermajority vote in favor of the 
nomination, the President may confirm and appoint the said student to office. In the case of vacant offices for 1/4, 
25%, or more of the Senate, the President with the approval of the Senate, shall call a special election to fill any 
vacancies regardless of reason. Vacated positions must be replaced within two weeks and Special Elections must be 
held within three weeks. 


ARTICLE VIII: INITIATIVE, REFERENDUM, AND RECALL 


Section 1: Initiative 
The ASCSI may propose legislation in the following manner: A minimum of fifteen percent of the ASCSI may sign 
a petition and file it with the Secretary. The President shall then submit this petition for a vote of the ASCSI at the 
next general election, or by a special election called by the President. Any initiative receiving a simple majority vote 
of the ASCSI will become law. 
Clause 1: The initiative petition shall include the full text of the proposed law. In addition, a line for the printed 
name, signature, and student identification number of all students signing the petition. All signatures, printed names, 
and student identification numbers must be legible. It should indicate if the petition signers are requesting a special 
election or a general election.  
Clause 2: No initiative shall be considered law if it is in contradiction with the Constitution of the ASCSI.  
Clause 3: All petitions must be registered with the Secretary before signature collection begins.  
Clause 4: Special elections shall occur no later than forty-five calendar days following the filing of a successful 
petition. 
Section 2: Referendum 
Any law shall be considered null and void if a referendum for the said law is accepted by a majority of the members 
of the ASCSI in a general or special election. All legislative actions, of the Senate may be rescinded by the ASCSI 
in the following manner: A minimum of fifteen percent of the ASCSI sign a petition and file it with the Secretary, 
requesting that such legislative action be submitted to ASCSI for rejection. If such a petition is filed, that 







referendum shall be submitted at the next general election or special election called by the President and shall be 
rescinded by a simple majority vote of the ASCSI. 
Clause 1: The referendum petition shall include the full text of the law to be rescinded. In addition, a line for the 
printed name, signature, and student identification number of all students signing the petition. All signatures, printed 
names, and student identification numbers must be legible. The petition shall indicate if the petition signers are 
requesting a special election or wait until the next general election.  
Clause 2: No referendum shall be valid if it is in contradiction with the Constitution of the ASCSI.  
Clause 3: All petitions must be registered with the Secretary before signature collection begins.  
Clause 4: Special elections shall occur no later than forty-five calendar days following the filing of a successful 
petition. 
Section 3: Recall of Senate Members 
Any member of the Senate be subject to removal from office by recall of any ASCSI student(s) in the following 
manner: A petition containing the full text of the charges and complaints against the said officer and the validated 
signatures of a minimum fifteen percent of the ASCSI and file it with the Secretary or advisors. Subsequent to the 
validation of a petition in proper form, a recall election shall be held against the officer listed in the said petition. For 
the President, Vice-President, or Senators to be recalled from office, supermajority of the votes cast must be in favor 
of the recall, provided the number voting in the recall election is at least equal to the number of constituents who 
voted for said officer in the election in which said officer achieved office or normally would have achieved office. A 
recall election shall occur within thirty calendar days of the validation of the petition calling for the recall. 
Clause 1: No officer shall be recalled, nor a petition be circulated calling for the recall of an officer, who has not 
held the office, from which recall is being sought, for more than thirty days. No person shall be recalled from office 
who has less than thirty calendar days left before the natural expiration of the term.  
Clause 2: The recall petition shall include details of the grounds for which the officer should be removed from 
office. In addition, a line for the printed name, signature, and student identification number of all students signing 
the petition. All signatures, printed names, and student identification numbers must be legible.  
Clause 3: The Senate shall legislate the form and manner of all recall elections within the guidelines contained 
herein.  
Clause 4: All petition drives must register with the Secretary before signature collection begins. 
Section 4: Impeachment 
All elected or appointed officers of the Senate shall be subject to removal from office by impeachment for mis-, 
mal- or nonfeasance of duty, high crimes or misdemeanors against the ASCSI. 
Clause 1: The Senate shall have the sole power of impeachment. The accused officer shall have the right to a fair 
and impartial hearing by the Senate.  
Clause 2: No member of the Senate shall be tried for impeachment until the accused has been notified, in writing, of 
the charges seven calendar days prior to the hearing. A hearing shall take place no later than three calendar weeks 
after the accused has received written notification. No trial for the impeachment of the accused member shall take 
place without the indictment of a supermajority of the total membership of the Senate.  
Clause 3: An officer shall be removed from office, after a hearing, if a unanimous vote of the Senate is in favor of 
removal.  
Clause 4: Judgments in cases of impeachment shall not extend further than the removal from office and 
disqualification to hold and enjoy any office of honor, trust or profit under the ASCSI. However, the party convicted 
shall be liable and subject to indictment, trial, judgment and punishment according to law. 


ARTICLE IX: AMENDMENTS 


Section 1: Manner of Proposed Amendments 
Proposed amendments and/or revisions to the Constitution shall be submitted to the Senate for approval by a 
supermajority vote. Amendments approved by the Senate shall then be submitted to the membership of the ASCSI 







in a general or special election and shall be approved by a simple majority of the membership of the ASCSI casting 
ballots at that election. 
Clause 1: All amendments to this Constitution shall be added to the text of this Constitution.  
Clause 2: The approval dates for the amendments and ratification shall be recorded at the end of this constitution 
and shall be listed consecutively. 
Section 2: Ratification of Amendments 
A constitutional amendment shall take effect if it is approved on a simple majority of the ballots cast at any regular 
or special election. All proposed amendments must contain the full text of the amendment(s). 
Clause 1: Upon ratification of this Constitution by a simple majority of valid ballots cast by the membership of the 
ASCSI in an election called by the Senate, this Constitution shall be valid in all intents and purposes the following 
academic year.  
Clause 2: Any and all existing constitutions, bylaws and rules within the ASCSI that are inconsistent with this 
Constitution shall hereby be considered null and void.  
Clause 3: The current members of the Senate shall continue in office until the first installation of officers under this 
Constitution. All elected and appointed members of the Senate shall be bound by oath of affirmation to support, 
protect and defend this Constitution. 
Section 3: Special Circumstances for Ratification of Amendments 
In case of urgent circumstances for the betterment of the ASCSI students, the Senate through unanimous vote may 
hold a special election for the purposes of amending the ASCSI Senate Constitution 


ARTICLE X: BYLAWS 


The ASCSI Bylaws shall contain all regulations deemed necessary by and for the ASCSI Senate for the procedural 
operation of the Student Government. 


ARTICLE XI: ELECTED POSITION AND SERVICE SCHOLARSHIPS 


No member of the ASCSI shall concurrently hold more than one elected or appointed position within the ASCSI 
Senate. No member of the ASCSI shall be allowed to receive more than one service related scholarship per semester 
related to Senate duties. 


ARTICLE XII: PROPER AND NECESSARY 


The ASCSI Senate may make all laws, which shall be necessary and proper for carrying into execution the foregoing 
powers, and all other powers vested by this Constitution in the Government of the ASCSI, or in any department or 
officer thereof. 
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ASCSI STUDENT MEETING AGENDA 


[February 4, 2021] [4:15] [Student Leadership Conference Room] 


 


Call to Order: 4:15 


Attendance: President Angel Montes de Oca (Present), Vice President Aaron Lauritzen 


(Present), Secretary Maddy Wherry(Present), Treasurer Isaac Lund(Present), Skyler 


Bollar(Present), Mila Korol(Present), Bina Tamang(Present), Landon lloyd(Present 4:22), 


Brailie Overall(Present), Abby Nordstrom(Present), Jennifer Scragg(Present), Angelica 


Camacho(Present 4:58).  


Approval of Agenda: Skylar moved to approve the agenda, Brailie seconded, approved 
unanimously at 4:19. 


Approval of Minutes: Landon moved to approve last week’s minutes, Brailie seconded, 
approved unanimously at 4:21.  


Announcements:  


Guest Speakers: IT Representative. (Net Partner- as of 2.9, extra passport will be changed to single 
sign on, 30% of students needed to submit for verification, easier process, Student Information 







system: Anthology was selected and will change NetParner, MyCSI, not Canvas, How can we 
continue to engage students?)  CPE, Jenn (6 credits necessary, Tanya Espinoza has been put 
under 6 credit minimum, does the Senate agree w/ decision to keep Tanya on?) 


• UNFINISHED BUSINESS  


o Student Feedback Social Rundown: 57 attendees, Student 
Response: getting the name of senate to be known 


o Constitution Amendments Skylar moved to do agenda out of order, 
seconded by Brailie, approved unanimously at 4:49. 
See “Constitution Changes to be voted on.odt” on Canvas 


o NACA Conference Angel: NACA sent out an email for students to 
enroll.  
 


• NEW BUSINESS 


o CPE Concern 6 Credits are necessary. Tanya Espinoza began 
semester with 6 credits, is currently down to 3. Should CPE make 
an exception to keep her on, or should they remove her from the 
CPE. General Consensus: We recommend that they remove her, 
and give them ideas to draft a space for exceptions. Will email 
them. 


o Helping Hands LIA LIA would like to invite all students to stop by and 
pick up a “Jar of Self Love”, these jars are meant to encourage and 
promote the healthy choice of taking care of ourselves. The jars 
themselves will include items such as notes of affirmations, pens, 
notepads, hand sanitizer, etc. Items all students often need or run out of 
quickly. All members helping with this event will be wearing gloves and 
masks as to follow CSI policies. 


• EXEUTIVE REPORTS 
o Advisor Jason Ostrowski: Absent 
o Board of trustees Liaison: Liard Stone Board of Trustees in now fully in 
charge of school shutdowns  
o President: Angel Montes de Oca, Team bonding was successful, New 
projects and/or collaboration recommendations are welcome 
o Vice President: Aaron Lauritzen,  
o Secretary: Maddy Wherry,  
o Treasurer: Isaac Lund,  
o Pro tempore: Skyler Bollar, Hours Reports Fill out weekly reports 
completely, By-Laws quiz.  


• COUNSIL/COMMITTEE REPORTS 







o Landon: Program Board Cozy Kits was successful, Duck 
Hunt is in full swing for Feb., 2.9- Watercolor Painting from 7-9, 
Future collaboration with ORC, 2.10 Crate Stacking 
o Brailie: Ambassadors  Improvements in teamwork, picking 
up tours, and attending events  
o Abby: Off campus Mini-Cassia 2.12 Cookies and Pizza 
o Mila: Sustainability Bee Kind changed to Bee Happy event 
on 3.12 from 11-1, taking donations, 2.12 Diversity Collaboration 
Movie Night at 7 
o Jennifer: Diversity  
o Skyler: Interclub Spring Carnival Ideas (egg hunt?) 
o Bina: Eagle Hall 2.7 Super Bowl Streaming, Valentine 
Candy Grams 
o Angelica: Sports and Rec  
o Project Polaris: Mila, Aaron, Angel  
o Website Navigation: Skyler, Landon, Bina, Isaac 
o Student housing: Leslye, Brailie, Angel 
 


• OPEN FORUM  
• FOR THE GOOD OF THE QUORM  


o Shout outs: Maddie, Brailie, Angel 
o Eagle of Excellence: Skyler Bollar 
 


• ADJOURNMENT 
Skylar moved to adjourn meeting, Landon seconded, meeting adjourned at 
6:14. 59.5 minutes.  
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V. Academic Affairs Academic Integrity Disciplinary Policy 


Policy number:           Last revised: 2/5/2021 


 Effective date: Fall 2018 Semester 


 
Purpose 


To establish expectations and guidance in addressing academic dishonesty and 
misconduct, as defined by the CSI Student Code of Conduct. 


Scope 
The policy applies to all students taking credit courses at the College of Southern 
Idaho, and may be applied to Workforce, Community Education, and other CSI 
students at the discretion of the appropriate Dean or Director. All CSI students are 
afforded due process regardless of the type of course or courses in which they are 
enrolled. This policy will impact students, and may impact faculty, staff, and/or 
administration. 


Responsible party 
Office of the Provost 


 
 
Policy Statement 
We, the faculty, staff, students, and administration at the College of Southern Idaho, 
believe that academic integrity goes far beyond not participating in unethical activities. 
Acting with integrity is upholding the values of honesty, trust, fairness, respect, 
responsibility, and courage (as defined by the International Center for Academic Integrity) 
in all aspects of our pursuits. Having an academic community based upon these values 
allows us to build authentic relationships between faculty, students, staff, and 
administration, and to confer degrees and certificates that represent a high‐quality 
education earned through sincere effort. 


 
The scope of this Academic Integrity Disciplinary Policy is to guide faculty, staff, and 
administration through appropriate steps once a violation has been suspected. Proactive, 
preventative, and positive actions regarding Academic Integrity are highly valued and 
encouraged, but outside the scope of a Disciplinary Policy. The processes embedded in 
this policy maintain a high degree of faculty discretion, grant students appropriate 
protections of due process, and create consistency and accountability that protect CSI and 
its employees. 


 
 


INSTITUTIONAL POLICY 



https://www.csi.edu/_files/pdf/student-handbook/student-code-of-conduct1.pdf





Violations 
Academic dishonesty and misconduct is any form of behavior which results in students 
giving or receiving unauthorized assistance in an academic exercise or receiving credit for 
work which is not their own. The following are defined acts of academic dishonesty and 
misconduct. Other behaviors not itemized below, but still fitting the broad definition 
above are also classified as academic dishonesty and misconduct. 


A. Cheating – using or attempting to use unauthorized materials, information, or 
study aids in any academic exercise including all work submitted for credit or 
hours. 


B. Fabrication – unauthorized falsification or invention of any information or 
citation in an academic exercise. 


C. Plagiarism – the adoption or reproduction of ideas, words, or statements of 
another person without appropriate acknowledgement. 


D. Unauthorized Collaboration – sharing information or working together in an 
academic exercise when the course faculty member does not approve of such 
actions. 


E. Facilitation – helping or attempting to help another to violate a provision of the 
academic dishonesty and misconduct policy listed above. 


F. Interference with Others’ Learning—abuse, theft, or vandalism of shared 
or communal learning resources, including digital resources. 


When a faculty member believes a violation(s) of academic integrity has occurred, it is 
his/her responsibility to initiate the Resolution Process. 


 
Course Level Resolution Process 


A. The faculty member will provide a written explanation of the alleged violation to the 
student(s) and arrange a meeting with the student(s) within five (5) business days of 
the discovery of the alleged violation(s). 


B. During the meeting with the student(s), the faculty member will review the 
information with the student(s) and allow the student(s) an opportunity for 
explanation and/or acceptance of the allegation(s). Based on the information 
discussed and presented, the faculty member will then determine if the student(s) 
is/are responsible for violations of the policy. The faculty member will then impose 
any sanctions up to and including failure of the course. Note, if the student(s) fails 
to show up for the meeting and fails to arrange a new time prior the meeting, the 
faculty member may move forward without the student’s input. Involvement of 
the department chair both before and during the meeting is strongly encouraged 
but not required. 


C. The goal of the disciplinary system at the College of Southern Idaho is to educate 
students and hold students accountable for violations to the behavioral 
expectations set by the college. Appropriate sanctions help the college to teach, and 
the student to learn, that there are consequences to inappropriate or dishonest 
actions. The college strives for consistency in sanctions imposed for acts of 







academic dishonesty and misconduct, while still allowing for professional 
discretion of the faculty member. Faculty are strongly encouraged to report 
accurately and consistently in order to facilitate the functioning of the whole 
system. Below is a non‐exhaustive list of possible actions available to the faculty 
member: 


1. Educate the Student 
2. Verbal Warning 
3. Additional assignment related to Academic Integrity 
4. Re‐do the work. 
5. Completion of additional work comparable to the original. 
6. Reduced or zero credit for the work. 
7. Other sanctions by approval of IAA. 
8. Failure of the course. 


D. Once a course‐level sanction has been determined, the faculty member will (within 
five (5) business days) provide the student, in writing, the outcome and rationale 
for the decision made. The faculty member will also “Report a Concern” online 
through the CSI Home Page for review by the Office of the Provost. The Office of 
Provost will monitor for repeat offenses, clarify any ambiguities or missing 
information in the report(s), and ensure all documentation is filed. 


E. If it is discovered that a student has been found responsible for repeat violations 
of the Academic Integrity Disciplinary Policy, the Dean of Students will convene 
the Academic Integrity Panel for further administrative procedures. 


 
Academic Integrity Panel Resolution Process 


A. Academic Integrity Panel: The Academic Integrity Panel will be made up of three 
(3) administrators and will be established by the Dean of Students. The Dean of 
Students will be the only standing member on the panel and will serve as Chair. 
The other two members will be Instructional Deans representing the department 
or program in which the violation occurred, and that in which the student’s 
major resides. If both of those roles are occupied by the same Instructional Dean, 
a second Instructional Dean shall be selected by the Dean of Students to serve as 
the third member of the Academic Integrity Panel. Any member of the panel, 
including the chair, should recuse him/herself and request that a replacement be 
found if there is a real or perceived conflict of interest. 


B. Three circumstances will automatically result in an Academic Integrity Panel 
with associated findings and potential sanctions: 
1. in cases, such as cohort programs, where the faculty member’s course level 


sanction results in a de facto dismissal from a program; 
2. the student has been reported for repeat violations; or 
3. the student appeals and is found to have grounds for appeal. As a part of the 


due process rights afforded to students, students may choose to file an appeal 



https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0





of an outcome if they believe they have grounds for such an appeal. Below is 
the list of items that are grounds for an appeal of an outcome: 


a) Policies were not followed at the faculty member/departmental 
level in the determination of the outcome. 


b) The sanctions are non‐commensurate with the violations. 
c) There is a demonstrable conflict of interest on the part of the faculty 


member. A conflict of interest on the part of the chair may also be 
grounds for appeal if the chair was involved in the process. 


d) There is new information that was not available at the time of the 
original decision that could reasonably change the outcome. 


C. Appeals Process: 
1. All appeals must be submitted in writing to the Dean of Students within 


five (5) business days of the notification of the outcome. The Dean of 
Students will determine if grounds have been met for an appeal. 


2. If grounds have not been met, the Dean of Students will inform the 
student(s) in writing within five (5) business days of the delivery of 
the appeal letter with the decision and the rationale used to determine 
that grounds have not been met. At this point, the decision will be 
final. 


3. If it is determined that grounds have been met, the Dean of Students will 
notify the student(s) and the Office of the Provost, deliver all the 
documentation for review within five (5) business days, and convene the 
Academic Integrity Panel. 


D. Academic Integrity Panel Responsibilities: Academic Integrity Panel will review 
all documentation, may seek additional information and clarification regarding 
documentation, meet with the student(s) and render a finding/or decision 
regarding the appropriate sanctions. This meeting will take place within five (5) 
business days of the submission of documentation to the Dean of Students. The 
Panel will then have 24 hours after the conclusion of the meeting to communicate 
its decision in writing to the student(s). 


E. Sanctions available to the Academic Integrity Panel include, but are not 
limited to 


1. All sanctions available at the course level 
2. Upholding, overturning, or modifying the course‐level sanctions 
3. Formal suspension from a program and/or CSI 
4. Formal expulsion from a program and/or CSI 


F. Appeal to the Provost 
1. Appeal to the Provost is available only for students facing suspension 


or expulsion from CSI, and only when one or more of the following 
grounds have been met, as judged by the Vice President of Student 
Services. 


a) Policies were not followed at the Academic Integrity Panel level 
in the determination of the outcome. 







b) The sanctions are non‐commensurate with the violations. 
c) There is a demonstrable conflict of interest on the part of one or more of 
the Academic Integrity Panel members. 


2. All appeals must be submitted in writing to the Vice President of 
Student Services within five (5) business days of the notification of the 
outcome. The Vice President of Student Services will determine if 
grounds have been met for an appeal. 


a) If grounds have not been met, the Vice President of Student 
Services will inform the student(s) in writing within five (5) 
business days of the delivery of the appeal letter with the 
decision and the rationale used to determine that grounds have 
not been met. At this point, the decision will be final. 


b) If it is determined that grounds have been met, the Vice President 
of Student Services will notify the student(s) and the Provost, 
and deliver all the documentation for review within five (5) 
business days. 


c) The Provost will then have five (5) business days to review the 
information and render a decision in writing to the student(s) and 
other process participants. The decision may be to uphold, 
overturn, or modify the Academic Integrity Panel’s decision(s). At 
this point, the decision is final. 


G. Definitions and Communication Processes 
1. “Preponderance of Evidence” is the standard which the College of 


Southern Idaho uses in determining responsibility for alleged violations 
of the Student Code of Conduct and is therefore used in determinations 
of all academic dishonesty and misconduct allegations. This standard of 
evidence asks decision makers to consider whether it is more likely than 
not that a violation of policy has occurred. 


2. For processes that require written notification, email to the csi.edu 
address is adequate and preferred. For official documentation, reports 
and associated documentation should be submitted to Report a Concern. 


3. In order to maintain reasonable timelines and due process for all, 
college officials may assign a designee to act in their absence. 



https://www.csi.edu/_files/pdf/student-handbook/student-code-of-conduct1.pdf

https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0
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Provost, 
Todd Schwarz


Library and Museum 
Director, 


Teri Fattig


Library and 
Information Science


General and Transfer 
Education Dean, 


Tiffany Seeley-Case


Off-Campus Centers


Engineering, Physical, 
and Computer Sciences


Mathematics


English, Languages, and 
Philosophy


Visual and Performing 
Arts


Social Science and 
Communication


Biology


General and Liberal 
Studies


Health Sciences and 
Human Services Dean, 


Jason Lloyd


Allied Health 
Professions


Registered Nursing


EMS & Fire Science 


Student Access Dean, 
Jonathan Lord


Education


Early College


Career and Technical 
Education Dean, 


Barry Pate


Community Education


Workforce 
Development


Business


Trade and Industry


Agriculture


Student Success Dean, 
John Hughes


STEM Outreach 


College and Career 
Readiness and Adult 


Basic Education


Instructional Design


Center for Instructional 
Excellence


Executive 
Administrative 


Assistant


Academic Organizational Chart 








TITLE NAME QUALIFICATIONS 
President Dean Fisher Ed.D., Gwynedd Mercy University 


BA, MA, University of Central Oklahoma 
AA, Rose State College 


Provost Todd Schwarz Ph.D., University of Idaho 
MS.Ed., Boise State University 


BS.Ed., University of Idaho 
AAS, College of Southern Idaho 


Vice President of Administration Jeff Harmon M.Ed., University of Idaho 
BBA, Boise State University 


AA, College of Southern Idaho 
CPA 


Vice President of Student 
Services 


Michelle Schutt Ph.D., Colorado State University 
MS, St. Cloud State University 
MS, Emporia State University 


BS, Upper Iowa University 
Chief Information Officer Kevin Mark BA, Northwest Nazarene University 


Dean of Institutional 
Effectiveness and 
Communication 


Chris Bragg BA, MA, Boise State University 
AA, College of Southern Idaho 


Dean of Innovation and Success John Hughes Graduate Study, University of Idaho 
BS, MS, University of Utah 


AA, College of Southern Idaho 
Dean of Student Access Jon Lord Ed.D., Idaho State University 


M.Ed., National University 
MA, Wheaton College 
BS, Westmont College 


Dean of General and Transfer 
Education 


Tiffany Seeley-Case BA, MA, Boise State University 


Dean of Career and Technical 
Education 


Barry Pate Ph.D., Utah State University 
BS, Brigham Young University 


Dean of Health Sciences and 
Human Services 


Jayson Lloyd BS, MS, Brigham Young University 


Dean of Students Jason Ostrowski MS, Bay Path College 
BS, Dickinson State University 


Director of Physical Plant Spencer Cutler BS, Idaho State University 
Controller Kristy Carpenter BBA, Idaho State University 


CPA 
Public Information Officer Kimberlee LaPray BS, MS, Idaho State University 


AAS, AA, College of Southern Idaho 
Director of Human Services Eric Nielson BBA, Boise State University 


AA, College of Southern Idaho 
Athletic Director Joel Bate MA, University of Idaho 


BS, Boise State University 
Executive Director of the CSI 


Foundation 
Brandi Turnipseed MET, Boise State University 


BBA, Idaho State University 
AA, College of Southern Idaho 







Executive Director, Workforce 
Development & Training 2016-2020 


Executive Committee, Southern Idaho 
Economic Development 


 








 


 


President,
Dean Fisher


Provost 
Todd Schwarz


Library and Museum 
Director


Teri Fattig


VP Student Services
Michelle Schutt


General Education and 
Transfer Dean


Tiffany Seeley-Case


Health Science and Human 
Services Dean


Jason Lloyd


Student Access Dean
Jonathan Lord


Career and Technical 
Education Dean


Barry Pate


Student Success Dean
John Hughes


Vice President of 
Administration 


Jeff Harmon


Controller
Kristy Carpenter


Physical Plant Director
Spencer Cutler


Bookstore Manager
Jayme Ketterling


Head Start Director
Ruby Allen


Office on Aging Director
Suzanne McCampbell


Refugee Center  
Coordinator


Zeze Rwasama


Institutional Effectiveness and 
Communication Dean


Chris Bragg


Public Information Officer
Kimberlee LaPray


Senior Research Analyst,
Thomas Sharpe


Grant Writer
Emily English


Health Care Development 
Council Grant Writer


Justin Vipperman


Chief Information Officer
Kevin Mark


Projects and Support 
Services Director
Larisa Alexander


Application and Data 
Architecture Director


Ed Ditlefsen


Systems and Network 
Architecture Director


Bruce Nukaya


Business Manager
Gary Baum


Service Owner
Bethany White


Director of Human Resources
Eric Nielson


Benefits Coordinator
Pam O'Dell


Wellness and 
Development 
Coordinator


Judy Heatwole


HR Generalist
Tessa Limas


Athletic Director
Joel Bate


Marketing and Special 
Events Director


Jacob Howell


Sport Information 
Director


Karen Baumert


Trainer
Richard Bingham


Executive Director of CSI 
Foundation


Brandi Turnipseed


Assistant Director
Raylene Abbot


Executive Director of Southern 
Idaho Economic Development


Connie Stopher


Marketing Manager
Madeleine Bumstead


Executive Administrative 
Assistant,


Ginger Nukaya
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Mar 291 39 42 212 22 9 249 21 25 24 2 17 35 18 34 34 30 138 2 29 111 53 0 151 136 45 1
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Employee / Supervisor Performance Review 


EMPLOYEE INFORMATION 


Employee name:   CSI I.D. #  


Job Title:   


Supervisor name:   Dept.   


Review type (circle one):      30-Day     60-Day     90-Day     Semi-Annual      Annual 


 


PERFORMANCE OUTCOMES 


Supervisor feedback 
*Summarize the employee’s contributions and 
general performance this period. Were 
expectations met? If yes, include specific 
examples. If no, note issues that have been 
addressed but are still in development.  
 
 
 
 
 
 
 


Comments 


 
 
 
 


Areas for growth 
*What areas for growth does the employee 
need to focus on in the coming year? What 
results will be achieved? 
 
 
 
 


Comments 


 


Professional development 
What professional development, if any, does 
the employee desire or need? 
 
 
 
 
 


Comments 


 


Commitment of support 
What can the supervisor do to support the 
employee in reaching goals and development 
needs?   
  
 
 
 
 


Comments 


 


 
*Consider CSI Employee Performance Standards: Customer service, interpersonal skills, dependability, adaptability/flexibility, technical 
skills, quality, productivity, safety, and willingness to engage in professional development.  







 


EMPLOYEE DEVELOPMENT GOALS (OR COMPLETE AN IDP) 


First: Goals from the previous year will be discussed as to expected outcomes and results. Attach more sheet of paper if needed.  
 


Goal 1: Issues and/or Outcomes Goal 2: Issues and/or Outcomes Goal 3: Issues and/or Outcomes 


 
 
 
 
 
 
 
 
 


  


Next: Establish specific, measurable, attainable goals to meet new and better ways to carry out job duties. The goals will identify how 
results will be achieved, resources needed, and expected outcomes. The supervisor and employee will revisit the goals next year.  


Goal 1: Purpose & Objective Timeframe & Resources Needed Expected Outcomes 


 
 
 
 
 
 
 
 


  


Goal 2: Purpose & Objective Timeframe & Resources Needed Expected Outcomes 


 
 
 
 
 
 
 
 
 


  


Goal 3: Purpose & Objective Timeframe & Resources Needed Expected Outcomes 


 
 
 
 
 
 
 
 
 


  


 
_______________________________ Date __________ _________________________________________ Date __________ 
Supervisor’s signature     Employee’s signature 
 
_______________________________ Date __________ 
Next Level Supervisor’s signature 


Copies to: Employee, Supervisor, HR Dept     Rev: 2/19 
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Joel C Bate 
________________________________________________________________________ 
2736 Pole Line Road 
Twin Falls, Idaho 83301 
208-358-0373 (cell) 
(208) 732-6836  Work 
 
 
Education: 
 
            2003-06:                     Completed Coursework in Educational Leadership 
                                                University of Idaho    
                                                M.S. Ed. Leadership Transitional Degree 
                                     Internship at O’Leary Junior High School 
             


1986-87:  Completed Idaho Certification Requirements 
    Major:  English Minor: Consumer Education 
 
 1984-86:  M.A.  University of Idaho            Moscow, Idaho 
    Major:  English/English as a Second Language 
 
 1978-83:  B.S.  Boise State University           Boise, Idaho 
    Major:  Marketing/English Emphasis 
 
 
Academic Honors:  Recipient of Grace Nixon Scholarship for Academic  
     Excellence in English:  University of Idaho 
                                                            Full tuition Grad School Scholarship 
 
 
Current Position:                  Athletic Director—College of Southern Idaho 
        2007-Present  --Direct and supervise 6 major sports at the NJCAA level.  


                                     Involved in day to day operations, budgeting, hiring,                   
                                                 scheduling, evaluation and compliance of programs. 
                                                  


                                      Along with this position, serves as the Regional  
                Director of Women’s Sports in the SWAC and serves on 


National Committees for the NJCAA.   Chair of the                        
NJCAA National Women’s Volleyball Committee and 
Co-Chair of Women’s Basketball Committee. 


 
 
 
 
 
 







 
 
 
Teaching Experience: 
   
 1993-2007:  Member of the College of Southern Idaho Department of 
    English—Twin Falls, Idaho 
 
         Courses Taught: 
 English 101  Basic Composition 
 English 102  Basic Composition II 
 English 126  Film and Literature 
 English 201  Intermediate Writing—Co-developed course 
 **English 210  Science Literature and the Environment 
 Co-developed course.  First interdisciplinary course on campus. 
 
 Other Duties: 
 --Mentored adjunct faculty teaching English 101/102 
 --Oversees the dual enrollment English classes at high schools. 
            --Traveling evaluator of duel Enrollment classes and monitor of English 101 
                Outcomes Assessment for the public school dual enrollment program 
 
 1987-92: Instructor of English 
   Bishop Kelly High School     Boise, Idaho 
              --Department Chair and taught all levels of high school English from 9th -12th  
                
 1986 (Summer)   Instructor of Upward Bound—English teacher and field  
       with youth at risk program at the University of Idaho and 
                                        Lapwai based weekend sites. 
  


1986-87   Lecturer Position—English Composition 
     University of Idaho            Moscow, Idaho 
                        
 1984-86   Teaching Assistant: University of Idaho 
 
Workshop Presentations: 
 
Idaho Coaches Clinic (1998):  Fundamentals and Footwork—Teaching the Foundation 
 
Co-presented a presentation on Conferencing Techniques at the Northwest Council 
Teachers of English Conference in Boise—2000. 
 
Co-presented a presentation on Outcome Assessment at the Two Year English 
Association in Las Vegas, Nevada—2001. 
 
Community Participation: 







 
Let’s Talk About It Program:  State Library sponsored book group discussion around 
the state and the Magic Valley.  Led book discussions in multiple venues from Stanley to 
Lava Hot Springs from 2001-2007. 
 
Nature Conservancy Volunteer Coordinator:  Festival at Thousand Springs 
 
Co-Presenter at the Hemingway Conference in Sun Valley—Islands in the Stream. 
 
 
 
 
Coaching Experience:  
 
 1993-2000:  Head Women’s Basketball—College of Southern Idaho 
    Twin Falls, Idaho 
 
    Compiled a record of 144-78 (.649) Winning Percentage  
    1999 NJCAA Region 18 Coach of the Year 
    1999 Regional Champions—National Tournament Bid 
    Coached four NJCAA All-Americans 
    Coached four distinguished student athlete teams (NJCAA) 
    Played in three Region 18 tournament finals 
 
Duties:  Included scheduling non league games, travel, financial accountability, 
compliance in recruiting, academic advising, recruiting, helping players find 
opportunities after CSI, and working as a team with the men’s program.  During home 
tournaments worked with game management issues, and visiting team hospitality.  
Worked with the AD in fundraising efforts and community involvement with team. 
 
  
 
 
 


2004-05   Head Women’s Basketball Coach 
     Filer High School  
                                                 Compiled a 20-3 record  
                                                 Third Place 3-A State Tournament 


 District 4 Coach of the Year 
     Had 2 players go on to play college basketball 
                
 


1987-92  Head Women’s Basketball Coach 
    Bishop Kelly High School, Boise, Idaho 
    Compiled a 70-27 record 
    Three Idaho State A-2 Third Place Finishes 







    State Coach of the Year 1991 
    All Star Coach 1991 
 
 1990-93                      Head Volleyball Coach  
                                                Bishop Kelly High School, Boise, Idaho 
                                                 Took BK to their first ever appearance at State (91) 
 
             1990-93                      Head Track Coach 
                                                Bishop Kelly High School 
 
 
 
Coaching Honors/Recognition: 
 1999:   NJCAA Region 18 Coach of the Year 


1993: Named A-2 “Coach of the Tournament” Idaho Post 
Register  


1992:   Team Idaho Head Coach National BCI Tournament  
    Finished 8th in National Tournament In Phoenix, AZ 
 1990:   Team Idaho Head Coach National BCI Tournament  
    Finished 4th in National Tournament in Lubbock, TX 
 
             1999:                          SWAC Coach of the year for NJCAA Region 18 
 
 
 
 
 
 
References: 
 
Jerry Beck   Former President—College of Southern Idaho 
                                                208-732-6201    208-420-1114 
 
Gerald Meyerhoeffer  President Emeritus—College of Southern Idaho 
Twin Falls, Idaho  208-732-6200 
 
Jeff Fox                   President—College of Southern Idaho 
Twin Falls, Idaho  208-732-6201 
Norma Carr   Athletic Director—Salt Lake Community College  
Salt Lake City, Utah  801-957-4083 
 
Whitney Smith                       Department Chair of English—College of Southern Idaho 
Twin Falls, Idaho  208-732-6844 








College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026
REVENUE ASSUMPTIONS .
   TUITION REGISTRATION LAB & LIBRARY Schedule Schedule Schedule Schedule Schedule Schedule
   TUITION COUNTY -4.00% 0.00% 0.00% 0.00% 0.00% 0.00%
   STATE APPROPRIATION-ACAD -5.00% 2.00% 2.00% 2.00% 2.00% 2.00%
   STATE APPROPRIATION CTE -5.00% 2.00% 2.00% 2.00% 2.00% 2.00%
   COUNTY PROPERTY TAXES 3.50% 3.50% 3.50% 3.50% 3.50% 3.50%
NUMBER OF EMPLOYEES
ADMINISTRATION 13.00             13.00            13.00            13.00           13.00            13.00            
HUMAN RESOURCES 4.00               4.00              4.00              4.00             4.00              4.00              
MARKETING 4.00               5.00              5.00              5.00             5.00              5.00              
ACADEMIC INSTRUCTION 146.08           146.08          146.08          146.08         146.08          146.08          
LIBRARY 9.00               9.00              9.00              9.00             9.00              9.00              
STUDENT SERVICES 41.00             40.00            40.00            40.00           40.00            40.00            
INFORMATION TECHNOLOGY 24.00             24.00            24.00            24.00           24.00            24.00            
INSTITUTIONAL EFFECTIVNESS 5.74               5.74              5.74              5.74             5.74              5.74              
COMMUNITY EDUCATION 1.50               1.50              1.50              1.50             1.50              1.50              
PHYSICAL PLANT 71.60             71.60            71.60            71.60           71.60            71.60            
TECHNICAL INSTRUCTION 74.60             74.60            74.60            74.60           74.60            74.60            
HERRETT CENTER -                -                -                -               -                -                


394.52           394.52          394.52          394.52         394.52          394.52          
ADDITIONAL EMPLOYEES (20.10)            -                -                -               -                -                


NON GF Employees
ATHLETICS 14.00             14.00            14.00            14.00           14.00            14.00            


MARKET ADJUSTMENT & ADDED PERSONNEL
ADMINISTRATION
HUMAN RESOURCES
MARKETING 50,000          
ACADEMIC INSTRUCTION
LIBRARY
STUDENT SERVICES (40,000)         
INFORMATION TECHNOLOGY
INSTITUTIONAL EFFECTIVNESS
COMMUNITY EDUCATION
PHYSICAL PLANT
TECHNICAL INSTRUCTION -                -                -               -                -                
HERRETT CENTER


PERSONNEL COLA & MERIT 0.00% 4.00% 2.00% 2.00% 2.00% 2.00%
HEALTH INSURANCE INCREASE 4.00% 3.00% 3.00% 3.00% 3.00% 3.00%


FRINGE BENEFITS(Variable) Increase/Year 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
FRINGE BENEFITS(Variable) Cumulative 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%


FRINGE BENEFIT(Heath Insurance) 13,620$         14,030$        14,450$        14,880$       15,330$        15,790$        
OPERATING EXPENSE 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
CAPITAL OUTLAY 0% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
OTHER EXPENDITURES 0% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%


Additional Insurance cost per FTE 520$              410$             420$             430$            450$             460$             


https://csioffice-my.sharepoint.com/personal/jharmon_csi_edu/Documents/Documents/HARMON FILES/Budget/
Budget_5year_Master
2021-2026(2-2-2021)


2/8/20211:46 PM
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026


Tuition Registration Lab & Library 123.61 123.61 123.61 123.61 123.61 123.61
Fees 16.39 16.39 16.39 16.39 16.39 16.39
Tuition & Fees per Student 140.00 140.00 140.00 140.00 140.00 140.00


Tuition  Increase per year 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%


Tuition  from Existing Enrollment (Prior Year) 11,280,000    11,280,000   11,280,000   11,280,000  11,280,000   11,280,000   
Change in Regular Credit 95.00% 0 0 0 0 0 0
Change in Dual Credit 0 0 0 0 0 0
Tuition  from Change in  Enrollments -                -                -                -               -                -                
Miscellaneous Adjustment
Tuition & Fees Generated 11,280,000 11,280,000 11,280,000 11,280,000 11,280,000 11,280,000


https://csioffice-my.sharepoint.com/personal/jharmon_csi_edu/Documents/Documents/HARMON FILES/Budget/
Budget_5year_Master
2021-2026(2-2-2021)


2/8/20211:46 PM
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026


ADMINISTRATION 0004
   TUITION REGISTRATION LAB & LIBRARY 11,280,000    11,280,000   11,280,000   11,280,000  11,280,000   11,280,000   
   TUITION COUNTY 4020 1,883,000      1,883,000     1,883,000     1,883,000    1,883,000     1,883,000     
   STATE APPROPRIATION-ACAD 4110


①


13,797,500    15,293,500   15,599,370   15,911,357  16,229,585   16,554,176   
   STATE COLLABORATIVE CENTER 4111


①


39,300           39,300          39,300          39,300         39,300          39,300          
   LIQUOR FUND REVENUE 4115


①


200,000         200,000        200,000        200,000       200,000        200,000        
   STATE APPROPRIATION CTE 4120


①


6,822,400      6,958,848     7,098,025     7,239,985    7,384,785     7,532,481     
   COUNTY PROPERTY TAXES 4140 8,650,100      8,952,854     9,266,204     9,590,521    9,926,189     10,273,606   
   INVENTORY TAX PHASEOUT 4141


②


708,200         708,200        708,200        708,200       708,200        708,200        
   INTEREST ON INVESTMENTS 4410


②


175,000         150,000        150,000        150,000       150,000        150,000        
   GRANT MANAGEMENT FEES 4640


③


520,000         520,000        520,000        520,000       520,000        520,000        
   OTHER REVENUE 


③


200,000         200,000        200,000        200,000       200,000        200,000        
TOTALS 44,275,500 46,185,702 46,944,099 47,722,364 48,521,059 49,340,763


(Change From Prior Year) (260,500)       1,910,202    758,397       778,265      798,695       819,704       
ADMINISTRATION 0010
   REVENUE
   PERSONNEL 890,600         926,224        944,748        963,643       982,916        1,002,574     
   FRINGE BENEFITS (Variable) 21.32% 189,860         197,454        201,403        205,431       209,540        213,731        
   FRINGE BENEFITS (Health Ins) 135,840 182,390        187,850 193,440       199,290 205,270        
   OPERATING EXPENSE 350,000 350,000 350,000 350,000 350,000 350,000
   CAPITAL OUTLAY -                -                -                -               -                -                


TOTALS 1,566,300 1,656,068 1,684,001 1,712,514 1,741,746 1,771,575


HUMAN RESOURCES 0015
   REVENUE
   PERSONNEL 222,200         231,088        235,710        240,424       245,232        250,137        
   FRINGE BENEFITS (Variable) 21.34% 47,420           49,317          50,303          51,309         52,335          53,382          
   FRINGE BENEFITS (Health Ins) 42,480 56,120 57,800 59,520 61,320 63,160
   OPERATING EXPENSE 30,000 30,000 30,000 30,000 30,000 30,000
   CAPITAL OUTLAY


TOTALS 342,100 366,525 373,813 381,253 388,887 396,679


MARKETING 0014
   REVENUE -                -                -               -                -                
   PERSONNEL 168,900         225,656        230,169        234,772       239,467        244,256        
   FRINGE BENEFITS (Variable) 21.33% 36,020 48,124          49,086          50,068         51,069          52,091          
   FRINGE BENEFITS (Health Ins) 42,580 70,150 72,250 74,400 76,650 78,950
   OPERATING EXPENSE 215,000 140,000 140,000 140,000 140,000 140,000
   CAPITAL OUTLAY


TOTALS 462,500 483,930 491,505 499,240 507,186 515,297
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026
ACADEMIC INSTRUCTION 1010 1999
   REVENUE (130,000)        (130,000)       (130,000)       (130,000)      (130,000)       (130,000)       
   PERSONNEL 10,458,400    10,876,736   11,094,271   11,316,156  11,542,479   11,773,329   
   FRINGE BENEFITS (Variable) 21.25% 2,222,400      2,311,296     2,357,522     2,404,672    2,452,766     2,501,821     
   FRINGE BENEFITS (Health Ins) 1,755,800 2,049,502 2,110,856 2,173,670 2,239,406 2,306,603
   OPERATING EXPENSE 776,000 776,000 776,000 776,000 776,000 776,000
   CAPITAL OUTLAY -                -                -               -                -                


TOTALS 15,082,600 15,883,534 16,208,649 16,540,499 16,880,651 17,227,753


LIBRARY 2010
   REVENUES -                -                -               -                -                
   PERSONNEL 422,600         439,504        448,294        457,260       466,405        475,733        
   FRINGE BENEFITS (Variable) 21.31% 90,070           93,673          95,546          97,457         99,406          101,394        
   FRINGE BENEFITS (Health Ins) 80,830 126,270 130,050 133,920 137,970 142,110
   OPERATING EXPENSE 200,000 200,000 200,000 200,000 200,000 200,000
   CAPITAL OUTLAY


TOTALS 793,500 859,447 873,890 888,637 903,781 919,237


STUDENT SERVICES 2020 2029
   REVENUE (100,000) (100,000) (100,000) (100,000) (100,000) (100,000)
   PERSONNEL 1,782,500      1,813,800     1,850,076     1,887,078    1,924,820     1,963,316     
   FRINGE BENEFITS (Variable) 21.14% 376,840         383,457        391,126        398,949       406,928        415,066        
   FRINGE BENEFITS (Health Ins) 500,960 561,200 578,000 595,200 613,200 631,600
   OPERATING EXPENSE 350,000 350,000 350,000 350,000 350,000 350,000
   CAPITAL OUTLAY 


TOTALS 2,910,300 3,008,457 3,069,202 3,131,227 3,194,948 3,259,982


INFORMATION TECHNOLOGY 2115
   REVENUE -                -                -               -                -                
   PERSONNEL 1,351,200      1,405,248     1,433,353     1,462,020    1,491,260     1,521,085     
   FRINGE BENEFITS (Variable) 21.3% 288,100         299,624        305,616        311,729       317,963        324,323        
   FRINGE BENEFITS (Health Ins) 273,000 336,720 346,800 357,120 367,920 378,960
   OPERATING EXPENSE 1,000,000 1,000,000 850,000 700,000 550,000 400,000
   CAPITAL OUTLAY 25,000           25,000          25,000          25,000         25,000          25,000          
   SOFTWARE & EQUIP PURCHASE 2119 5% 1,309,500 800,000 840,000 882,000 926,100 972,405


TOTALS 4,246,800 3,866,592 3,800,769 3,737,869 3,678,243 3,621,773


INSTITUTIONAL EFFECTIVNESS 2150
   PERSONNEL 355,200         369,408        376,796        384,332       392,019        399,859        
   FRINGE BENEFITS (Variable) 21.32% 75,718           78,747          80,322          81,928         83,567          85,238          
   FRINGE BENEFITS (Health Ins) 77,182 80,532 82,943 85,411 87,994 90,635
   OPERATING EXPENSE 45,800 45,800 45,800 45,800 45,800 45,800
   CAPITAL OUTLAY


TOTALS 553,900 574,487 585,861 597,471 609,380 621,532
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026
COMMUNITY EDUCATION 2040 2480
   REVENUE (300,000)        (300,000)       (300,000)       (300,000)      (300,000)       (300,000)       
   PERSONNEL 137,200         142,688        145,542        148,453       151,422        154,450        
   FRINGE BENEFITS (Variable) 15.16% 20,805           21,637          22,070          22,511         22,962          23,421          
   FRINGE BENEFITS (Health Ins) 19,895 21,045 21,675 22,320 22,995 23,685
   OPERATING EXPENSE 222,100 222,100 222,100 222,100 222,100 222,100
   CAPITAL OUTLAY
   SPCL PROJECTS EXPENSE


TOTALS 100,000 107,470 111,387 115,384 119,479 123,656


PHYSICAL PLANT 4010 4015
   REVENUE (100,000)        (100,000)       (100,000)       (100,000)      (100,000)       (100,000)       
   PERSONNEL 2,462,100      2,560,584     2,611,796     2,664,032    2,717,313     2,771,659     
   FRINGE BENEFITS (Variable) 25.57% 629,588         654,772        667,867        681,224       694,849        708,746        
   FRINGE BENEFITS (Health Ins) 805,312 1,004,548 1,034,620 1,065,408 1,097,628 1,130,564
   OPERATING EXPENSE 1,015,000 1,015,000 1,015,000 1,015,000 1,015,000 1,015,000
   CAPITAL OUTLAY 325,000         325,000        325,000        325,000       325,000        325,000        
   OTHER EXPENDITURES


TOTALS 5,137,000 5,459,904 5,554,283 5,650,664 5,749,790 5,850,969


TECHNICAL INSTRUCTION 5000 5999
   REVENUE
   PERSONNEL 4,158,700      4,325,048     4,411,549     4,499,780    4,589,776     4,681,572     
   FRINGE BENEFITS (Variable) 21.36% 888,225         923,754        942,229        961,074       980,295        999,901        
   FRINGE BENEFITS (Health Ins) 956,675 1,046,638 1,077,970 1,110,048 1,143,618 1,177,934
   OPERATING EXPENSE 818,800 818,800 818,800 818,800 818,800 818,800
   CAPITAL OUTLAY -                -                -               -                -                


TOTALS 6,822,400 7,114,240 7,250,548 7,389,702 7,532,489 7,678,207
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026
INSTITUTIONAL SUPPORT 4200
   TELEPHONE 80,000           80,000          80,000          80,000         80,000          80,000          
   LEGAL & AUDIT 200,000         200,000        200,000        200,000       200,000        200,000        
   UTILITIES 3.0% 1,037,000      1,068,110     1,100,153     1,133,158    1,167,153     1,202,167     
   INSURANCE 3.0% 241,100         248,333        255,783        263,456       271,360        279,501        
   PRESIDENTIAL SCHOLARSHIPS 400,000         400,000        400,000        400,000       400,000        400,000        
   FINANCIAL AID CONTRIBUTION 40,000           40,000          40,000          40,000         40,000          40,000          
   PLANNING INCENTIVE MONEY 2510 63,000           63,000          63,000          63,000         63,000          63,000          
   WELLNESS 52,000           
   FOUNDATION SUPPORT 218,900         
   CONTINGENCY 2500 150,000         150,000        150,000        150,000       150,000        150,000        
   PLANT FACILITY TRANSFER 6100 1,351,000      1,351,000     1,351,000     1,351,000    1,351,000     1,351,000     
   HERRETT MUSEUM TRANSFER 380,000         380,000        380,000        380,000       380,000        380,000        
   MARKETING -                -                -                -               -                -                
   SMALL BUSINESS CENTER 7850 63,000           63,000          63,000          63,000         63,000          63,000          
   REGIONAL ECONOMIC DEV 102,300         102,300        102,300        102,300       102,300        102,300        
   PACE 10,000           10,000          10,000          10,000         10,000          10,000          
   HEADSTART TRANSFER 57,700           57,700          57,700          57,700         57,700          57,700          
   WORKFORCE TRAINING -                -                -                -               -                -                
   AG ENDOWMENT TRANSSFER 20,000           20,000          20,000          20,000         20,000          20,000          
   ATHLETICS TRANSFER Indexed for COLA 2.00% 1,759,100      1,800,040     1,841,880     1,884,720    1,928,700     1,973,740     
   GRANT MATCH -                -                -                -               -                -                
   SENIOR PROGRAM SUPPORT 33,000           33,000          33,000          33,000         33,000          33,000          


TOTALS 6,258,100 6,066,483 6,147,816 6,231,334 6,317,213 6,405,408


TOTAL REVENUE 0004 44,275,500 46,185,702 46,944,099 47,722,364 48,521,059 49,340,763
TOTAL EXPENDITURES (Net Dept. Revenues) 44,275,500 45,447,137 46,151,726 46,875,795 47,623,794 48,392,068
Profit (Loss) 0 738,565 792,373 846,568 897,265 948,695


COMBINED P & L BY FUNCTION
REVENUES 0004 (44,275,500)   (46,185,702)  (46,944,099)  (47,722,364) (48,521,059)  (49,340,763)  
REVENUES Departmental (630,000)        (630,000)       (630,000)       (630,000)      (630,000)       (630,000)       
PERSONNEL 22,409,600    23,315,984   23,782,304   24,257,950  24,743,109   25,237,970   
FRINGE BENEFITS (Variable) 4,865,046      5,061,855     5,163,092     5,266,353    5,371,681     5,479,114     
FRINGE BENEFITS (Health Insurance) 4,690,554      5,535,116     5,700,814     5,870,458    6,047,992     6,229,471     
OPERATING EXPENSE 5,022,700      4,947,700     4,797,700     4,647,700    4,497,700     4,347,700     
CAPITAL OUTLAY 350,000         350,000        350,000        350,000       350,000        350,000        
OTHER EXPENDITURES 1,309,500      800,000        840,000        882,000       926,100        972,405        
INSTITUTIONAL SUPPORT 6,258,100      6,066,483     6,147,816     6,231,334    6,317,213     6,405,408     


Profit (Loss) -                738,565        792,373        846,568       897,265        948,695        
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College of Southern Idaho
Five Year Budget Planning Model


Excess (Deficit) 0 738,565 792,373 846,568 897,265 948,695
COLLEGE OF SOUTHERN IDAHO Budget Forcast Forcast Forcast Forcast Forcast
GENERAL FUND  PROJECTION FY 2021 FY 2022 FY 2023 FY 2024 FY 2025 FY 2026
COMBINED P & L BY DIVISION
ADMINISTRATION (44,275,500)   (46,185,702)  (46,944,099)  (47,722,364) (48,521,059)  (49,340,763)  
ADMINISTRATION 1,566,300      1,656,068     1,684,001     1,712,514    1,741,746     1,771,575     
HUMAN RESOURCES 342,100         366,525        373,813        381,253       388,887        396,679        
MARKETING 462,500         483,930        491,505        499,240       507,186        515,297        
ACADEMIC INSTRUCTION 15,082,600    15,883,534   16,208,649   16,540,499  16,880,651   17,227,753   
LIBRARY 793,500         859,447        873,890        888,637       903,781        919,237        
STUDENT SERVICES 2,910,300      3,008,457     3,069,202     3,131,227    3,194,948     3,259,982     
INFORMATION TECHNOLOGY 4,246,800      3,866,592     3,800,769     3,737,869    3,678,243     3,621,773     
INSTITUTIONAL EFFECTIVNESS 553,900         574,487        585,861        597,471       609,380        621,532        
COMMUNITY EDUCATION 100,000         107,470        111,387        115,384       119,479        123,656        
PHYSICAL PLANT 5,137,000      5,459,904     5,554,283     5,650,664    5,749,790     5,850,969     
TECHNICAL INSTRUCTION 6,822,400      7,114,240     7,250,548     7,389,702    7,532,489     7,678,207     
INSTITUTIONAL SUPPORT 6,258,100      6,066,483     6,147,816     6,231,334    6,317,213     6,405,408     


Profit (Loss) -                738,565        792,373        846,568       897,265        948,695        


ADMINISTRATION 3.54% 3.59% 3.59% 3.59% 3.59% 3.59%
HUMAN RESOURCES 0.77% 0.79% 0.80% 0.80% 0.80% 0.80%
MARKETING 1.04% 1.05% 1.05% 1.05% 1.05% 1.04%
ACADEMIC INSTRUCTION 34.07% 34.39% 34.53% 34.66% 34.79% 34.92%
LIBRARY 1.79% 1.86% 1.86% 1.86% 1.86% 1.86%
STUDENT SERVICES 6.57% 6.51% 6.54% 6.56% 6.58% 6.61%
INFORMATION TECHNOLOGY 9.59% 8.37% 8.10% 7.83% 7.58% 7.34%
INSTITUTIONAL EFFECTIVNESS 1.25% 1.24% 1.25% 1.25% 1.26% 1.26%
COMMUNITY EDUCATION 0.23% 0.23% 0.24% 0.24% 0.25% 0.25%
PHYSICAL PLANT 11.60% 11.82% 11.83% 11.84% 11.85% 11.86%
TECHNICAL INSTRUCTION 15.41% 15.40% 15.45% 15.48% 15.52% 15.56%
INSTITUTIONAL SUPPORT 14.13% 13.13% 13.10% 13.06% 13.02% 12.98%


Percent of Budget Spent 100.00% 98.40% 98.31% 98.23% 98.15% 98.08%
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		2021-2026(2-2-2021)






1 PRIMARY RESERVE 
add unrestricted net assets 110,998,856 107,046,388 104,081,123 total assets-OPEB
add temprarily restricted net assets
subtract property, plant, equipment (net of depreciation) 56,539,987 57,855,524 60,254,270 net investment in capital assets
add long-term debt
numerator = total expendable net assets 54,458,869 A 49,190,864 A 43,826,853 A total current assets
denominator = total expenses 78,133,830 B 75,413,689 B 75,193,157 B total operating expenses


RATIO = 0.70 A/B 0.65 A/B 0.58 A/B
2 NET INCOME USING AN OPERATING INDICATOR


add unrestricted operating revenue 81,432,851 79,290,622 78,028,764 total operating revenue+non operating revenues
subtract unrestricted operating expenses 78,133,830 75,413,689 75,193,157 operating expenses
numerator = net operating income 3,299,021 3,876,933 2,835,607
add total unrestricted revenues and gains 43,278,970 40,630,026 40,886,123 total operating revenues
add net assets released from restriction 38,153,881 38,660,596 37,142,641 non operating revenues
denominator = total unrestricted operating income 81,432,851 B 79,290,622 B 78,028,764 B


RATIO = 0.04 A/B 0.05 A/B 0.04 A/B
3 RETURN ON NET ASSETS


numerator = change in net assets 4,235,622 A 3,977,433 A 2,835,607 A change in net position
denominator = total net assets (beginning of year) 97,115,717 B 93,138,284 B 90,302,677 B net position beginning of year


RATIO = 0.04 A/B 0.04 A/B 0.03 A/B


RATIO VALUE


0.70
0.04
0.04


College of Southern Idaho 3 years CFI


STRENGTH:
DIVIDE RATIO


BY THESE FACTORS


FY20 - CFI SCORING SHEET* - INSTITUTIONS WITH NO OR NEGLIGIBLE LONG-TERM DEBT


x  0.30
x   0.15
x  0.55


WEIGHT:
MULTIPLY STRENGTH


BY THESE FACTORS 


/  0.02
/  0.007
/  0.133


4.40463954


FY19 - CFI SCORING SHEET* - INSTITUTIONS WITH NO OR NEGLIGIBLE LONG-TERM DEBT


CFI SCORE - sum last column


CFI SCORE


2.8823091
0.868117796
0.654212644


COMPOSITE FINANCIAL INDEX (CFI) WORKSHEET - NO DEBT                                                                                          


Viability
Return on Net Assets
Net Income Operations
Primary Reserve


STRENGTHS AND WEIGHTS  
YEAR ONE


COMPUTATION
TABLES


FY18
# RATIOS


COMPUTATION 
TABLES


FY20


COMPUTATION
TABLES


FY19
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                         Summary 
High-performing executive with strong enterprise background in digital transformation. Deep skills in 
shaping people-first culture, modernizing regional operations, and executing strategy. Broad success 
directing large projects, leading diverse teams, and managing multimillion-dollar budgets. Highly 
skilled in operational excellence, change leadership, project management, cybersecurity, business 
process renewal, system integration, enterprise architecture, data management, and innovation 
programs. Cross-industry expertise in higher education, healthcare, retail, sports science, law 
enforcement, public agencies, food manufacturing, gamification, software games, toy design, and non-
profits. 
 


 


                         Key Skills 
 


❖ Strategy & Planning 
❖ People & Culture 


❖ Enterprise Architecture 
❖ Project Management 


❖ Communication ❖ Cybersecurity 
❖ Digital Transformation ❖ Data & Analytics 
❖ Regional Support & Operations ❖ Innovation Programs 


 
 


                    Professional Experience 
 


The College of Southern Idaho 
Chief Information Officer 2015 – Present 


• Member of President’s Cabinet accountable for delivering an integrated and secure digital 
architecture to drive operational excellence in the organization, institute data governance, develop 
and execute multi-year strategic and operating plans, meet regulatory compliance, ensure fiduciary 
health, oversee business innovation, and lead digital transformation. 


• Renegotiated software contracts resulting in $300k/year in savings. 


• Reduced risk and liability to the institution by $3.5M via compliance of federal auditing mandates. 


• Recaptured $1.9M in revenue through process controls and automation of billing services. 


• Eliminated 2,856 manual labor hours via business process automation in HR, Finance, Admissions, 
Registration, and other core operational areas within first 2 years. 


• Recovered 10 previously failed or stalled enterprise projects to completion. 


• Modernized eCommerce and storefront capabilities for the institution. 


• Reduced physical infrastructure footprint via cloud computing and virtualization by 40%. 


• Improved average First-Call-Resolution (FCR) rates from 40% to 84% within 3 years. 


• Established Service Level Agreements for core operations resulting in improved response times by 
28% and attaining customer satisfaction scores above 97% year over year. 


• Improved annual uptime of mission-critical systems from 81% to 99.1% within 4 years. 


• Improved NIST cybersecurity resilience score from 0.74 to 2.30 within 3 years. 


• Achieved top 5% NIST cybersecurity compliance level among all Idaho state agencies within 4 years. 


• Developed formal Project Management Office capabilities to support key strategic initiatives. 


• Developed prioritization scorecard and executive dashboards for key strategic initiatives. 


• Established innovation competency program. 


• Established formal operational controls for Finance, Marketing, HR, IT, Facilities. 


• Established formal capabilities for change management, contract management, asset management, 
incident management, identity management, and business analysis. 


• Developed maturity strategy for Continuity of Operations, Cybersecurity, and Disaster Recovery. 
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• Collaborated with senior executives to help develop multi-year strategic and operating plans. 


• Modernized HR onboarding/crossboarding/offboarding processes. 


• Collaborated with Institutional Research to develop enterprise data governance model. 


• Led development of formal enterprise operational excellence governance model. 


• Led development of formal enterprise technology governance model. 


• Modernized critical business operations through digital processes, workflows, and data integration. 


• Modernized ERP, SIS, CRM, HCM infrastructure, business processes, and software systems. 


• Modernized web architecture for public website, student portal, and employee portal. 


• Introduced artificial intelligence and enterprise content management capabilities resulting in self-
service functionality and role-based access to digital information assets. 


• Modernized technical storage infrastructure to flash-based architecture, improving stability of core 
business applications, faster performance for read/write tasks (from hours to minutes), and 
increased capacity. 


• Modernized wireless architecture, increasing signal throughput, coverage area, and reliability. 


• Established performance benchmarks for projects, service management, mission-critical systems, 
spending, and other business operational metrics. 


• Modernized mobile device capabilities to better support campus strategies. 


• Launched Identity Management introducing single sign-on, federated access, and role-based security 
enabling seamless trusted access to data, systems, and services from any device and any location. 


• Improved employee, partner, and stakeholder communication capabilities via collaboration tools 
(web conferencing, secure instant messaging, digital voice, mobile device integration, etc.). 


 
 


Copernican Innovation Group, Inc. 
Chief Transformation Officer 2013 – 2015 


• Oversight of strategic planning, research and development, product management, enterprise 
architecture, innovation program, project management office, and business development. 


• Oversaw multiple business strategies and product design prototypes incorporating motion 
analytics, bio-sensor devices, and immersive touch capabilities. 


• Designed and launched STEAM Innovation Center for youth in community targeting skills 
development of software game and toy design competencies. 
o Developed Lego-compatible toy box sets depicting ancient history, complete with parts, 


assembly instructions, and one-page historical fact sheet. 
o Developed historically accurate MOOC of ancient cities in Minecraft using archaeological 


schematics, scaled terrain maps from NASA satellite images of the earth, in-game quests, and 
formal history lesson materials for educators. 


o Developed instructional/onboarding program for children and youth focused on design and 
engineering processes, ideation, prototyping, peer reviews, structural integrity testing, Q&A, 
digital modeling, 3-D software rendering, specification documentation and assembly manuals, 
game theory, and immersive storytelling. 


• Developed student STEAM-based internships and career pathways with corporate partners. 


 


St. Luke's Health System 
Enterprise Architect 2009 – 2013 


• Strategic adviser to Health System executive leadership with emphasis on developing multi-year 
strategic roadmaps, emerging trends, pilot programs, and facilitating innovation pursuits tied to 
strategic goals in population health, chronic disease management, consumerization of health, 
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access to specialty care, quality, and operational efficiencies. 


• Solution adviser to executives for Business Office, Human Resources, Marketing, Orthopedics, 
Sports Medicine, Neurosciences, Rehabilitation, Pediatrics, Ambulatory, Oncology, Payer Relations, 
Population Health, Telemedicine, Physician Services, Critical Access Hospitals, etc. 


• Designed award-winning oncology telehealth pilot program, publicized by Informatics, e-Week, 
Microsoft Health, and earned innovation award from American Society Clinical Oncology. 


• Developed core capabilities for Enterprise Architecture Program. 


• Developed core capabilities for Project Management Office. 


• Developed strategy to centralize Tier-1 support operations for 5 hospitals, 100+ ambulatory clinics. 


• Developed Board presentation for CIO to secure $90M to deploy Epic EMR to in-patient hospitals. 


• Led executive strategic planning workshop to consolidate business, clinical, and technical 
operations across five Critical Access Hospitals within 350-mile service radius. 


• Secured $4.7M to modernize regional video conferencing services for physicians/clinicians. 


• Led 35 strategy workshops for 15 regional departments, 450+ executives/directors/managers. 


• Facilitated strategic planning for HR, Marketing, and Finance leadership teams. 


• Organized technology adoption campaigns for 15,000 employees across 5 hospital sites. 
 


Enterprise Project Manager 2004 – 2009 
• Senior program manager and strategic adviser to senior IT Leadership for all enterprise projects 


affecting clinical and business architecture of the Health System. 
• Led $7.2M in projects to modernize regional infrastructure and support core capabilities. 
• Co-led server consolidation strategy, extending life of datacenter 8 years, deferring $7.5M. 
• Orchestrated corporate software licensing contract restructuring saving $620,000 annually. 
• Saved $200K annually by deploying web conferencing capabilities. 
• Led secure wireless access project for 4 hospitals and 100 clinics in 300-mile service area. 
• Managed work for 50+ technical staff, architects, engineers, programmers, and project leads. 
• Reduced liability to Health System by eliminating unlicensed software on 10,000+ desktops. 
• Led desktop optimization strategy, reduced staging from 2-5 days to 10-15 minutes. 
• Designed virtual classroom connecting pediatric patients to schools via 360-degree web cameras. 


 
Database Administrator 2003 – 2004 
• Senior DBA of all enterprise database systems for clinical and business applications, including 25+ 


electronic medical record systems, diagnostic imaging systems, multiple ERP/CRM/HRS systems 
consisting of several petabytes of data. 


• Designed and managed 50+ database servers hosting critical prod/dev/test software applications. 
• Developed operating standards, policies and procedures, and technical specifications for 


application configuration, 24x7 support/escalation, data integrity and maintenance, disaster 
recovery and contingency, authentication, database security, network load balancing, clustering 
environments, performance tuning/monitoring, licensing, record compliance, and staff training. 


 


IT Engineer IV 2002 – 2003 
• Senior engineer overseeing design, support, and security of 1,000+ virtual server farm and 


associated datacenter infrastructure supporting 1,500 business and clinical application systems, 
150 ambulatory clinics, and 15,000 employees across 5 regional hospitals. 


• Initiated restructure of Microsoft server software licensing, saving $150,000 annually in overages. 
• Designed automated server install process, reducing staging time from 4.4 days to 20 minutes. 
• Developed technical training lab for 350 staff including 430 self-service courses and virtual labs. 
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The Zeal Group 
Solution Sales Engineer 1999 – 2002 
• Sales engineer and solution consultant for ASP/SaaS/IaaS services of business and financial 


software systems, data services, and IT infrastructure. 
• Implemented regional hosted infrastructure to hundreds of clients serving hundreds of thousands 


of consumers across the U.S. for industries including food processing, manufacturing, retail, media 
services, government, healthcare, higher education, and non-profits. 


• Modernized more than 450 financial systems to increase operational efficiencies, enhance 
reporting capabilities, improve data integrity, and strengthen disaster recovery capabilities. 


• Designed IT infrastructure systems in Active Directory, SQL Server, Citrix, Great Plains, and Siebel. 
 


Direct General Insurance 
Regional Systems Technician 1998 – 1999 
• Responsible for implementation of regional IT infrastructure systems, software, and providing 


ongoing technical support for 420 sales offices and 6 sites across the U.S. 
 


Hewlett-Packard 
PCB Technician 1992 – 1994 
• Manufactured tens of thousands of circuit boards; Trained/Certified in all processing stages from 


board cutting to solder masking to QA, circuit repair, and packaging. 
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Training, Education, Certifications 


• Supply Chain Operations, 2020 


• ITIL Foundations, 2005, 2019 


• Leadership Institute, College of Southern Idaho, 2017 – 2019 


• Outward Mindset Executive Training, Arbinger Institute, 2016 


• Enterprise Architecture Program (1,920 mentored hours completed), 2009-2010 


• TQM, 2007 


• Value Stream Mapping, 2007 


• Lean, 2007 


• Kanban, 2007 


• Project Management (15,000 mentored hours completed); Formal training, 2006 


• Microsoft Certified Systems Engineer, 2000 


• Microsoft Certified SQL Administrator, 2000 


• Citrix Certified Administrator, 2000 


• Dynamics CRM/ERP Certified Consultant, 2000 


• Northwest Nazarene University, Bachelor’s Degree, 1995 
 
 


Professional Engagements, Community Outreach 


• Northwest Cybersecurity Interdependencies Summit, 2019, 2020 


• Member, Council of Idaho Higher Education Chief Information Officers, 2017 – Present 


• Member, Higher Education Technology Leadership Council (IHETLC), 2017 – Present 


• Member, Higher Education Cybersecurity Council (IHECC), 2017 – Present 


• Conference Speaker, “Deepening Innovation Competencies”, Idaho IT Symposium, 2019 


• Conference Speaker, “Center of Innovation”, Oregon Game Developer Conference, 2017 


• Conference Speaker, “Solving the World’s Greatest Challenges via Games, Toys, & Immersive 
Storytelling” Oregon Game Developer Conference, 2017 


• Board Secretary, Magic Valley Chaplains, 2020 - Present 


• Chaplain, Twin Falls County Jail, 2019 – Present 


• Board Member, Non-Profit Community Organization, 2017 – 2020 


• Head Coach, Magic Valley Women’s Lacrosse, 2017 


• Career Mentor, Canyon Ridge High School, 2016 – Present 


• Judge, Technology Student Association, 2016 


• Treasure Valley Enterprise Architecture User Group, 2009 – 2013 


• Mentor, Lighthouse Prison Reentry & Celebrate Recovery, 2011 – 2015 


• Volunteer, NFC Care House Food Bank, 2007 


• Teen Foster Parent, Miriam’s Promise, 2001 
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NEW CENTER
OF CAMPUS


NEWNEW
OF C


NEW ARTS LOCATION
With the library function moving 
into the new SUB building, the 
existing art building functions can 
have a new location here inside 
the campus ring.


ADMINISTRATION EXPANSION
With the Student Union moving to 
the center of campus, administra-
tion, data center, and support can 
expand and use all of the Taylor 
Building and adjacent space for 
growth.


SUB PARKING
This existing north lot will be used 
for visitors and ADA parking. The 
south lot is new and mirrors the 
east-west axis of the campus 
core.


NEW STUDENT CENTER
The new Student Center combines multi-
ple student spaces like the library/media, 
food venues, and social spaces in a 
central location.


ADMINISTRATION
With the Student U
the center of camp
tion, data center, a
expand and use al
Building and adjac
growth.
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DEFINE A CAMPUS EDGE
Use of lighting, pathways 


the edge of campus are 
effective ways to not only 
increase visibility and unity 
of the campus, but increase 
security and safety.
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DEFINE A CAMPUS EDGE
Use of lighting, pathways 


the edge of campus are 
effective ways to not only 
increase visibility and unity 
of the campus, but increase 
security and safety.
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DEFINE A CAMPUS EDGE
Use of lighting, pathways 


the edge of campus are 
effective ways to not only 
increase visibility and unity 
of the campus, but increase 
security and safety.
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PEDESTRIAN & 
EMERGENCY 


VEHICLES ONLY


PEDESTRIAN SAFETY
Tree-lined and landscaped 
walkways connect parking, 
trails and the campus core 
with a safe walking environ-
ment. At crossing locations, 
landscape is minimized to 
increase visibility.


STOP LIGHT WITH PEDESTRIAN CROSSWALKS
Where possible, stop lights with crosswalks should 
be implemented for pedestrian safety and alleviating 


RECTANGULAR RAPID FLASH BEACON (RRFB)
-


walks. They are pedestrian-activated and use an 


reduce infrastructure and cost of installation.


A


A


A


A


A


A


A


LANDSCAPE SAFETY BUFFER


amount of areas where pedestrians 


buffer and internal parking circulation 


existing campus infrastructure.


DROP-OFF LOCATIONS


located around the campus 
core. These multiple locations 
for student, shuttle, bus, and 
visitor drop-off are located 


safety and circulation.


CAMPUS CORE
The campus core is a vehicle-free 
zone with the exception of emergency 
and service vehicles. This makes it 
possible to travel to and from every 
building on the main campus core 
without having to cross a parking lot 
or street.
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INFRA-
STRUCTURE


As the campus grows and extends beyond its current layout, heating and cooling considerations will be needed for 
new and remodeled buildings. Several different scenarios appear to be prevalent at this point in time. Each scenario 
contains variables of differing energy sources. The following are potential system considerations for long-term needs 
and should be evaluated further.


MECHANICAL
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HEATING AND COOLING 
SOURCE OPTIONS


OPTION AOPTION A
Buuilildd a New Central Cooling and Heating
PlP ant t -- A A new central plant would be able to 
prprprproducee chchililleled and heating water for cooling
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NEW CENTRAL 
COOLING & 
HEATING PLANT


OPTION A
Build a New Central Cooling and Heating 
Plant - A new central plant would be able to 
produce chilled and heating water for cooling 
and heating with a district loop to encompass 
all new buildings and possibly back feed the 
existing system to provide further reliability.  
Advantages of this system include the ability 
to localize the large equipment in one location 
and design some levels of redundancy.


NOTE: Existing utilities not shown for clarity. See facilities services 
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As the campus grows and extends beyond its current layout, heating and cooling considerations will be needed for 
new and remodeled buildings. Several different scenarios appear to be prevalent at this point in time. Each scenario 
contains variables of differing energy sources. The following are potential system considerations for long-term needs 
and should be evaluated further.


MECHANICAL
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HEATING AND COOLING 
SOURCE OPTIONS
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thththtthththeee ee ee ovovovovovovo ereerererrerreralalalaaaalll cacacacacacac mpmpmpmmpmpmpmpmpuusussus. .


OPTION B
Provide a new Campus Condensing Water 
Loop - A condensing water loop would provide 


by allowing a large range of system options 
to be considered. This loop would also allow 
for heat transfer between buildings in differing 


the overall campus. 


SUPPLIMENTAL 
HEATING & 
COOLING STATION


SUPPLIMENTAL 
HEATING & 
COOLING STATION


NOTE: Existing utilities not shown for clarity. See facilities services 
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As the campus grows and extends beyond its current layout, heating and cooling considerations will be needed for 
new and remodeled buildings. Several different scenarios appear to be prevalent at this point in time. Each scenario 
contains variables of differing energy sources. The following are potential system considerations for long-term needs 
and should be evaluated further.


MECHANICAL
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HEATING AND COOLING 
SOURCE OPTIONS


OOOOPPTTIIIOON CCC
StStStSS aanandadadaaloone Buildininningggg HVHVHVVVACACACACACA SSSSSysysssteteet msm  - 
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OPTION C
Standalone Building HVAC Systems - 
This scenario would provide for ultimate build-


considered against the other options. Main-
tenance would be more time-consuming as 
each building and system would require more 
time and training.


NOTE: Existing utilities not shown for clarity. See facilities services 
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CONNECT
Establish connections from 
Centralized Data Center to 


SERVICE PROVIDER
Connetions to Centralized 
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EXTEND
Extend site infrastructure 
toward future expansion 
areas.
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ADVANCING LEARNING
The technology systems at the College of 
Southern Idaho campus will play a critical 
role in the lives of all those who use the 
complex including: the public, students, 
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and support staff. CSI is advancing the 
learning experience through a series of 
upgrades to existing facilities and new 
construction that will expand the current 
functional use and education programs at 
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SECOND LOOP
Develop secondary site 
infrastructure loop for 
future expansion areas.
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BUILDING CONNECTIONS
Establish site connections to new and 
existing buildings.
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• Cost Optimization
• Sustainability
• Future Proofing
• Flexible and Easy-to-Manage
• Fault Tolerant Systems
• Integrated into Building 
   Architecture
                         
                        MORE...
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FOCUS AREAS & GOALS


• Achieve service excellence
• Promote service-oriented 
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execution
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• Reduce total cost of 
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seamless access to digital 
information and assets


SERVICE PEOPLE OPERATIONS ARCHITECTURE


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







MATURITY FRAMEWORK


P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


1 2 3 4 5


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Stabilize 
Services


• Support core services 
and achieve 
predictability


Enable 
Change


• Facilitate 
modernization


Control 
Costs


• Optimize 
technology 
investments and 
shared services


Improve 
Performance


• Improve time-to-
deploy & time-to-
create-value


Align  
Strategies


• Create cohesive 
services across 
continuum


MATURITY PROCESS
Digital Mission 


& Goals
Critical 


Challenges


Modernization 
Roadmap


Current 
Position







SCOPE OF WORK
Digital Mission 


& Goals
Critical 


Challenges


Modernization 
Roadmap


Current 
Position







Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







1991


Idaho Computer 
Services (ICS)


• Developed by 
Professor Ben Pratt


• CSI buys HP 3000 
mainframe


1993


MAG Group


• Developed by John 
Moss


• Solution for 
Washington 
Community College 
Consortium (WCCC)


• CSI is first to 
implement outside 
of WA


1999


Computer 
Management & 
Development 


Services (CMDS)


• Developed by 
Dwight Wyse


• CSI retires HP 3000
• CMDS is CSI’s first 


PC/Server 
architecture


2000


Jenzabar


• CMDS acquired by 
Jenzabar


• Campus America, 
CARS, Quodata
acquired by 
Jenzabar


LOOKING BACK
Digital Mission 


& Goals
Critical 


Challenges


Modernization 
Roadmap


Current 
Position







Heavily 
Customized


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Excessive 
Complexity


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Incident 
Prone


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Inadequate 
Tools


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Slow to 
Execute


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







MATURITY LEVEL


P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


1 2 3 4 5


SIS


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


MATURITY LEVEL


1 2 3 4 5


HR


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







MATURITY LEVEL


P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


1 2 3 4 5


FINANCIALS


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


MATURITY LEVEL


1 2 3 4 5


PAYROLL


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







MATURITY LEVEL


P
R


O
A


C
TI


V
E


SE
R


V
IC


E


R
EA


C
TI


V
E


V
A


LU
E


C
H


A
O


TI
C


IT as a 
Strategic 
Partner


Highly 
Integrated 
Experiences


Innovative


Fast to 
Execute


IT as a Service


Consumer-
Oriented


Repeatable 
Processes


Consistent 
Execution


Preventive 
Measures


Monitoring


Baseline 
Metrics


Stable 
Environment


Learning to 
Execute


Firefighting


Continuous 
Break/Fix


Slow to 
Execute


Unpredictable


Unclear Path


Lucky to 
Execute


1 2 3 4 5


CRM


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







1991


Idaho Computer 
Services (ICS)


• Developed by 
Professor Ben Pratt


• CSI buys HP 3000 
mainframe


1993


MAG Group


• Developed by John 
Moss


• Solution for 
Washington 
Community College 
Consortium (WCCC)


• CSI is first to 
implement outside 
of WA


1999


Computer 
Management & 
Development 


Services (CMDS)


• Developed by 
Dwight Wyse


• CSI retires HP 3000
• CMDS is CSI’s first 


PC/Server 
architecture


2000


Jenzabar


• CMDS acquired by 
Jenzabar


• Campus America, 
CARS, Quodata
acquired by 
Jenzabar


LOOKING BACK
Digital Mission 


& Goals
Critical 


Challenges


Modernization 
Roadmap


Current 
Position


2016


Phase 1: 
Modernization


Strategy


• Stabilize critical 
processes, systems, 
and core services







64%


42%


29%


9% 8%
17%


0% 13%


42%


19%
13% 13% 11%


38%


56%


30%


0% 0% 0% 0%


CSC #1 CSC #2 CSC #3 CSC #4 CSC #5 CSC #6 CSC #7 CSC #8 CSC #9 CSC #10 CSC #11 CSC #12 CSC #13 CSC #14 CSC #15 CSC #16 CSC #17 CSC #18 CSC #19 CSC #20


CIS Controls 1-20


C
O


M
P


LI
A


N
C


E 
LE


V
EL


CYBERSECURITY READINESS
JAN 2017


BASIC CIS CONTROLS FOUNDATIONAL CIS CONTROLS ORGANIZATIONAL CIS CONTROLS


1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20


Maturity Rating


0.74


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position







C
O


M
P


LI
A


N
C


E 
LE


V
EL


BASIC CIS CONTROLS FOUNDATIONAL CIS CONTROLS ORGANIZATIONAL CIS CONTROLS


1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20


CIS Controls 1-20


Maturity Rating


2.93


Digital Mission 
& Goals


Critical 
Challenges


Modernization 
Roadmap


Current 
Position


56%


20%


43%


61%


90%


81%


70%


84%


35%
40%


46%


69%


39%


47%


65%


79%


100%


66%


50%


0%


56%


20%


79%


67%


95%
100%


70%


91%


35%


70%


50%


92%


42%


61%


80% 83%


100%


70%


47%


0%


CYBERSECURITY READINESS
JAN 2021







SERVICES


Customer Services


Strategy & Planning Services


Implementation Services


Governance Services


Digital Transformation Services


PEOPLE


Recruitment & Talent Acquisition


Compensation & Benefits


Organization & Alignment


Culture


Learning & Development


Performance Management


Labor Law & Compliance


OPERATIONS


Asset Management


Change Management


Contract Management


Financial Management


Incident Management


Knowledge Management


Problem Management


Policy Management


Self-Service Catalog


Service Desk


Service Level Metrics


ARCHITECTURE


Business Architecture


Cybersecurity


Data/Information Architecture


Cloud Platforms & Infrastructure


Communications & Collaboration


Continuity of Operation


Application Architecture


Software Development


Technology Architecture


Workplace Computing
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4-YEAR GROWTH
2016 2020


Active Network Accounts 15,400 48,035


Virtualized Infrastructure Servers 140 250


Network Storage Capacity 100 Terabytes 140 Terabytes


Campus Internet Bandwidth 60 Megabytes Per Second 500 Megabytes Per Second


Wi-Fi Signal Coverage on Campus 30% 92%


Per-User Email Storage Capacity 25 Megabytes 25 Gigabytes


Jenzabar Database Size 200 Gigabytes 350 Gigabytes


National Cybersecurity Compliance Score 0.74/5.0 2.07/5.0


Web Conference Virtual Attendees < 1,000 60,000


Resolved Tickets 7,863 51,459


Legacy Web Artifacts 60 Gigabytes (143,000 files) 11 Gigabytes (71,000 files)


GitHub Software Code Repositories 0 37


Emoji Reactions in Teams 0 > 50,000


1 Byte = a single character (e.g., the letter “a”)
1 Kilobyte (KB) = 2 or 3 paragraphs of text
1 Megabyte (MB) = 4 200-page books


Disk Drive Space Value Equivalents


1 Gigabyte (GB) = 4,473 books
1 Terabyte (TB) = 4,581,298 books
1 Petabyte (PB) = 4,691,249,611 books


1 Exabyte (EB) = 4.8 trillion books
1 Zettabyte (ZB) = 4.9 quadrillion books
1 Yottabyte (YB) = 5 quintillion books
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Student Information System
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Independent Auditor’s Report 
 
 
To the Board of Trustees 
College of Southern Idaho 
Twin Falls, Idaho 
 
 
Report on the Financial Statements 
We have audited the accompanying financial statements of the College of Southern Idaho (the College), 
and the discretely presented component unit as of and for the year ended June 30, 2020, and the 
related notes to the financial statements, which collectively comprise the College’s basic financial 
statements as listed in the table of contents. 
 
Management’s Responsibility for the Financial Statements 
Management is responsible for the preparation and fair presentation of these financial statements in 
accordance with accounting principles generally accepted in the United States of America; this includes 
the design, implementation, and maintenance of internal control relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud or 
error. 
 
Auditor’s Responsibility 
Our responsibility is to express opinions on these financial statements based on our audit. We 
conducted our audit in accordance with auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards, 
issued by the Comptroller General of the United States. The financial statements of College of Southern 
Idaho Foundation were not audited in accordance with Government Auditing Standards. Those 
standards require that we plan and perform the audit to obtain reasonable assurance about whether 
the financial statements are free from material misstatement. 
 
An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 
the financial statements. The procedures selected depend on the auditor’s judgment, including the 
assessment of the risks of material misstatement of the financial statements, whether due to fraud or 
error. In making those risk assessments, the auditor considers internal control relevant to the entity’s 
preparation and fair presentation of the financial statements in order to design audit procedures that 
are appropriate in the circumstances, but not for the purpose of expressing an opinion on the 
effectiveness of the entity’s internal control. Accordingly, we express no such opinion. An audit also 
includes evaluating the appropriateness of accounting policies used and the reasonableness of 
significant accounting estimates made by management, as well as evaluating the overall presentation of 
the financial statements. 
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We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for 
our audit opinions. 


Opinions 
In our opinion, the financial statements referred to above present fairly, in all material respects, the 
respective financial position of the College and the discretely presented component unit, as of June 30, 
2020, and the respective changes in financial position and cash flows thereof for the year then ended in 
accordance with accounting principles generally accepted in the United States of America. 


Other Matters 


Required Supplementary Information 
Accounting principles generally accepted in the United States of America require that the management’s 
discussion and analysis, the schedule of employer’s share of net pension liability and employer 
contributions, the schedule of changes in total OPEB liability and schedule of changes in total sick leave 
plan and related ratios as noted in the table of contents, be presented to supplement the basic financial 
statements. Such information, although not a part of the basic financial statements, is required by the 
Governmental Accounting Standards Board, who considers it to be an essential part of financial 
reporting for placing the basic financial statements in an appropriate operational, economic, or 
historical context. We have applied certain limited procedures to the required supplementary 
information in accordance with auditing standards generally accepted in the United States of America, 
which consisted of inquiries of management about the methods or preparing the information and 
comparing the information for consistency with management’s responses to our inquiries, the basic 
financial statements, and other knowledge we obtained during our audit of the basic financial 
statements. We do not express an opinion or provide any assurance on the information because the 
limited procedures do not provide us with sufficient evidence to express an opinion or provide any 
assurance. 


Other Information 
Our audits were conducted for the purpose of forming opinions on the financial statements that 
collectively comprise the College’s financial statements. The DHC Auxiliary Enterprise Funds – Revenues 
and Expenses is presented for purposes of additional analysis and is not a required part of the financial 
statements.  


The DHC Auxiliary Enterprise Funds – Revenues and Expenses have not been subjected to the auditing 
procedures applied in the audit of the basic financial statements and, accordingly, we do not express an 
opinion or provide any assurance on them. 
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Other Reporting Required by Government Auditing Standards 
In accordance with Government Auditing Standards, we have also issued a report dated October 23, 
2020 on our consideration of the College’s internal control over financial reporting and on our tests of 
its compliance with certain provisions of laws, regulations, contracts, grant agreements, and other 
matters.  The purpose of that report is solely to describe the scope of our testing of internal control over 
financial reporting and compliance and the results of that testing, and not to provide an opinion on the 
effectiveness of the College’s internal control over financial reporting or on compliance. That report is 
an integral part of an audit performed in accordance with Government Auditing Standards in considering 
the College’s internal control over financial reporting and compliance. 


Boise, Idaho 
October 23, 2020 
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College of Southern Idaho 
Management’s Discussion and Analysis 


June 30, 2020 


 
 
This discussion and analysis of the College of Southern Idaho’s (the College or CSI) financial statements provide 
an overview of the College’s financial performance during the fiscal years 2019 and 2020.  This discussion has 
been prepared by management.  The discussion and analysis is designed to focus on current activities, resulting 
changes, and current known facts and should be read in conjunction with the College’s financial statements and 
accompanying footnotes.   
 
Profile of the College  
 
The College of Southern Idaho is a public institution of higher education offering courses on the main campus in 
Twin Falls and outreach centers in Burley, Gooding, Hailey, and Jerome. The college offers programs leading to 
degrees in Associates of Arts, Associates of Science, Associates of Applied Science, and various certificates, as 
well as an Advanced Food Technology Bachelor of Applied Science degree. During fiscal year 2020, the college 
served 13,130 students taking 124,765 credits.  In addition to academic and Career Technical Education 
offerings, the college has a workforce development division serving 5,034 duplicated students enrolled in 94,390 
hours of workforce development coursework.   
 
The College is recognized for having a student‐centered environment, outstanding faculty, and facilities.  CSI has 
a diverse mix of students and takes great pride in offering innovative programs while maintaining an affordable 
and personalized experience for students.  
 
Financial Highlights 
 
The College’s financial position at June 30, 2020 reflects improvement over the previous fiscal year.  The 
improvements are the result of management’s continuing efforts to enhance fiscal performance. 
During fiscal year 2020: 


 Operating revenues increased from $40.6 million to $43.3 million. 


 Capital Contributions increased from $100,500 to $936,601. 


 Total Assets increased from $109.9 million to $114.1 million. 


 Total Liabilities decreased from $13.8 million to $12.3 million. 


 
Accounting Treatment of Financial Aid 
 
Public institutions must report all tuition and fee revenues net of any scholarship discounts and allowances.  A 
scholarship allowance is defined as the difference between the stated charge for goods and services provided by 
the institution and the amount that is paid by the student and/or third parties making payments on behalf of the 
student.  In considering what is or is not revenue, the following rule applies:  amounts received to satisfy student 
tuition and fees will be reported as revenue only once (e.g., tuition and fees, gifts, federal grants and contracts 
such as Pell Grants, etc.) and only amounts received from students and third‐party payers to satisfy tuition and 
fees will be recognized as tuition and fee revenue.  Institutional resources provided to students, as financial aid 
will be recorded as scholarship allowances in amounts up to and equal to amounts owed by the students to the 
institution.  In some circumstances, the amount of institutional aid awarded may exceed the tuition and fees 
owed by the students to the institution, and is refunded to the students.  In such circumstances, the excess of 
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June 30, 2020 


aid over tuition and fees should be treated as an institutional expense (e.g., student aid, scholarships, and 
fellowships, etc.). 


Overview of the Financial Statements and Financial Analysis 


The financial statements for fiscal year ended June 30, 2020 are prepared in accordance with Governmental 
Accounting Standards Board (GASB) principles.  There are three financial statements presented:  the Statement 
of Net Position, the Statement of Revenues, Expenses, and Changes in Net Position, and the Statement of Cash 
Flows.  These statements present financial information in a form similar to that used by most private‐sector 
companies.  These financial statements focus on the financial condition of the College, the results of operations, 
and cash flows of the College as a whole.   


Statement of Net Position 


The Statement of Net Position presents the assets (current and non‐current), deferred outflows, liabilities 
(current and non‐current), deferred inflows, and net position (assets and deferred outflows minus liabilities and 
deferred inflows) of the College as of the current fiscal year‐end. The purpose of the Statement of Net Position is 
to present to the reader a point‐in‐time fiscal snapshot of the College. 


Current assets consist of available cash and other assets that could be converted to cash within a year.  Non‐
current assets are those assets and property, which cannot easily be converted into cash.  Current liabilities are 
business obligations that are due to be cleared within one year.  Non‐current liabilities are obligations that are 
not required to be satisfied within one year. 


The Statement of Net Position is prepared under the accrual basis of accounting, whereby revenues and assets 
are recognized when the service is provided, and expenses and liabilities are recognized when others provide 
the service.     


From the data presented, readers of the Statement of Net Position are able to determine the assets available to 
continue the operations of the College.  They are also able to determine how much the College owes vendors 
and lending institutions.  Finally, the Statement of Net Position provides a picture of the net position and its 
availability for expenditure by the College.  Over time, increases or decreases in net position are indications of 
either improvement or erosion of the College’s financial well‐being when considered along with non‐financial 
factors such as enrollment levels, the College’s property tax base, and the condition of the facilities. 


Net position is divided into three major categories.  The first category is Net Investment in Capital Assets, which 
provides the College’s investment in capital assets.  The second category, Restricted Net Position, must be spent 
for purposes as determined by donors and/or external entities that have placed time or purpose restrictions on 
the use of the assets. The third category, Unrestricted Net Position, which is net position available to the College 
for any lawful purpose of the institution.   
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Summary of Statements of Net Position 
Fiscal Years Ended June 30 
 


2020 2019


Current and other assets 54,458,869$     49,190,864$    
Capital assets 56,539,987       57,855,524      
Non‐current assets 3,054,744          2,825,463         


Total assets 114,053,600     109,871,851    


Deferred Outflows of Resources 3,008,093          3,325,107         


Total assets and deferred outflows of
resources 117,061,693$   113,196,958$  


Current Liabilities 3,368,932$       3,438,548$      


Non‐current Liabilities 8,954,188          10,313,481      


Total liabilities 12,323,120       13,752,029      


Deferred Inflows of Resources 3,387,234          2,329,212         


Net Position
Net investment in capital assets 56,539,987       57,855,524      
Restricted‐expendable 4,982,933          5,189,103         
Unrestricted 39,828,419       34,071,090      


Total net position 101,351,339     97,115,717      


Total liabilities, deferred inflows of
resources, and net position 117,061,693$   113,196,958$  
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The College’s total assets and deferred outflows of resources increased during fiscal year 2020 by $3,864,735, 
from $113,196,958 in 2019 to $117,061,693 in 2020.  Specifically contributing to the increase in assets was the 
increase in cash and cash equivalents and investments.  The College’s total liabilities decreased during fiscal year 
2020 by $1,428,909 from $13,752,029 in 2019 to $12,323,120 in 2020.  This decline is attributed to a decrease 
net pension liability of $1,744,303.  Deferred Inflows of Resources increased from $2,329,212 in fiscal year 2019 
to $3,387,234 in fiscal year 2020.  This was the result of an increase in the pension and other post‐employment 
benefits liabilities. 
 
The increase in assets is a result of senior management’s continuing emphasis on sound fiscal management.  The 
College has continued to purchase investments with excess College funds.  This was done in accordance with 
State and College policies.  Additionally, College senior management has focused on incurring ongoing expense 
only when necessary, and make every effort to ensure that ongoing spending is well within actual revenue.  This 
includes the need to create operating reserves for the College to be able to weather any future downturns in 
funding. 
 
Statement of Revenues, Expenses, and Changes in Net Position 
 
Changes in total net position as presented in the Statement of Net Position are based on the activity presented 
in the Statement of Revenues, Expenses, and Changes in Net Position.  All changes in net position are reported 
under the accrual basis of accounting, or as soon as the underlying event giving rise to the change occurs, 
regardless of the timing when cash is received or disbursed.  Therefore, revenues and expenses are reported in 
this statement for some items that will result in cash flow in future fiscal years.  The purpose of the statement is 
to present the revenues earned and the expenses incurred during the year.   
 
Activities are reported as either operating or non‐operating.  The College will always reflect a net operating loss 
in this format since state appropriations and property tax, the revenue streams that the College depends upon 
most significantly, are classified as non‐operating revenues.   
 
Generally, operating revenues are generated by providing services to various customers, students, and 
constituencies of the College, including but not limited to student tuition, fees, and federal and state grants.  
Operating expenses are those expenses paid to acquire or produce the services provided in return for operating 
revenues, and to carry out the functions of the College.  Non‐operating revenues are revenues received for 
which services are not provided.  Examples of non‐operating revenues include but are not limited to state 
appropriations, property tax revenue, state and federal financial aid, investment income and other 
miscellaneous revenues.   
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College of Southern Idaho 
Management’s Discussion and Analysis 


June 30, 2020 


Summary of Statements of Revenues, Expenses, and Changes in Net Position 
Fiscal Years Ended June 30 


2020 2019


Operating Revenues 43,278,970$     40,630,026$    
Operating Expenses 78,133,830       75,413,689      


Operating income (loss) (34,854,860)      (34,783,663)     


Non‐Operating Revenues (Expenses)
State appropriations 21,554,001       21,824,000      
Property and other local taxes 8,076,475          7,597,804    
Investment income 1,041,486          1,098,160    
Private gifts, grants, and contract 267,861             840,319       
Non‐operating federal grants and contracts (Pell) 6,432,883          6,500,672    
Other non‐operating revenues (donations, rent) 781,175             799,641       


Total non‐operating revenues (expenses) 38,153,881       38,660,596      


Capital Contributions 936,601             100,500       


Change in Net Position 4,235,622          3,977,433    
Net Position, Beginning of Year 97,115,717       93,138,284      


Net Position, End of Year 101,351,339$   97,115,717$    


The Statement of Revenues, Expenses, and Changes in Net Position reflects an overall increase in net position 
during fiscal year 2020. Operating revenues increased by $2.6 million from $40,630,026 in 2019 to $43,278,970 
in 2020.  This change was a result of an increase in net tuition and fees and federal and state grant revenue.   
Operating expenses increased by $2.7 million from $75,413,689 in 2019 to $78,133,830 in 2020.  The increase in 
operating expenses was largely due to increased purchases made to convert to online instruction due to the 
COVID‐19 pandemic. 
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Management’s Discussion and Analysis 


June 30, 2020 
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College of Southern Idaho 
Management’s Discussion and Analysis 


June 30, 2020 


 
 
Financial Health Indicators 
 
Many ratios are used to evaluate the financial health of institutions of higher learning, the Composite Financial 
Index (CFI) utilizes three ratios to measure the financial health of an organization.  The CFI, weights and 
combines the three ratios into a single metric, which provides a more balanced view of the institution’s financial 
health.  The ratios used are the primary reserve ratio, the return on net assets ratio, and the net operating 
revenues ratio.  The graph that follows shows the CFI of the College of Southern Idaho over the past four years 
compared to the benchmark established by the State Board of Education for universities in the State of Idaho. 
 
 


FY16 FY17 FY18 FY19 FY20


CSI Ratio 2.91 2.62 3.66 4.39 4.40


Benchmark 3.0 3.0 3.0 3.0 3.0
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College of Southern Idaho 
Management’s Discussion and Analysis 


June 30, 2020 


 
 
Capital Assets 
 
The College’s investment in Capital Assets as of June 30, 2020 equates to $56,539,987, net of accumulated 
depreciation.  Investment in Capital Assets normally includes land, buildings, improvements, machinery and 
equipment, library holdings, and infrastructure.   The College had an increase in depreciation for fiscal year 
2020, which attributes to the decline from the prior year.  See Note 4 for further information.  
 
Debt Administration 
 
The College of Southern Idaho has one operating lease obligation for instructional and administrative office 
space at fiscal year end June 30, 2020.  The College is not financing any of its operations with debt as of fiscal 
year end June 30, 2020.   
   
Economic Outlook    
 
According to the April 2020 Idaho Economic Forecast, published by the Division of Financial Management, the 
next few years are expected to be years of uncertainty, with the housing and job markets fluctuating and 
unemployment in Idaho rising due to the COVID‐19 pandemic.    
 
The College experienced an increase in enrollment in fiscal year 2020 and is anticipating a decline in the coming 
year due to the uncertainties associated with the COVID‐19 pandemic. The decline in enrollment was anticipated 
in the College’s budgeting process and appropriate steps were taken early on to ensure fiscal stability and 
sustainability for the College.  The College continues to actively implement improvements and new programs to 
increase retention.  
 
The College of Southern Idaho’s IT department continues to make progress on the Enterprise Web Initiative, 
which involves improving the Public Website, Student Portal, and Employee Portal.  The College continues to 
revitalize campus with many building renovations in progress or scheduled to start in the upcoming year.  
Management continues to look for cost cutting opportunities.   Net position for the College is adequate to meet 
known obligations, including federal financial aid to students and to fund new one‐time costs.  Management 
continues to actively plan for future funding needs. 
 
Contacting the College’s Financial Management 
 
This financial report is designed to provide the College’s citizens, taxpayers, customers, investors, and potential 
creditors with a general overview of the College’s finances and to demonstrate the College’s accountability for  
the money it receives.  Questions about this report, or the need for additional financial information should be 
directed to Jeffrey Harmon, Vice President of Finance and Administration, College of Southern Idaho, 315 Falls 
Avenue, PO Box 1238, Twin Falls, ID 83303. 
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College of Southern Idaho 
Statement of Net Position 


June 30, 2020 


 
 
Current Assets


Cash and cash equivalents 2,693,249$      
Investments 45,136,846      
Accounts receivable, net of allowance for uncollectible


amount of $ 327,610 in 2020 3,486,979         
Property tax receivable 2,792,170         
Inventory 254,802            
Prepaids 94,823              


Total current assets 54,458,869      


Noncurrent assets
Property and equipment, net of accumulated depreciation 56,539,987      
Net OPEB sick reserve asset 3,054,744         


Total noncurrent assets 59,594,731      


Total assets 114,053,600    


Deferred Outflows of Resources
Pension obligations 2,728,471         
Deferred OPEB single employer plan 153,115            
Deferred OPEB sick leave reserve fund 126,507            


Total deferred outflows of resources 3,008,093         


Total Assets and Deferred Outflows of Resources 117,061,693$  
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College of Southern Idaho 
Statement of Net Position 


June 30, 2020 


 
 
Liabilities and Net Position


Current Liabilities
Accounts payable 679,723$          
Deposits payable 102,366            
Accrued salaries 1,067,822         
Accrued benefits 558,070            
Due to student groups 351,553            
Unearned revenue 609,398            


Total current liabilities 3,368,932         


Noncurrent Liabilities
Accrued vacation 1,366,840         
Net pension liability 5,344,452         
Total other post employment benefits liability 2,242,896         


Total noncurrent liabilities 8,954,188         


Total liabilities 12,323,120      


Deferred Inflows of Resources
Deferred OPEB single employer plan 552,030            
Deferred OPEB sick leave reserve fund 180,866            
Pension obligations 2,654,338         


Total deferred inflows of resources 3,387,234         


Net Position
Net investment in capital assets 56,539,987      
Restricted ‐ expendable


OPEB net asset, sick leave 3,000,385         
State, federal, and local programs 1,982,548         


Unrestricted 39,828,419      


Total net position 101,351,339    


Total Liabilities, Deferred Inflows of Resources and Net Position 117,061,693$  
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College of Southern Idaho 
Statement of Revenues, Expenses, and Changes in Net Position 


Year Ended June 30, 2020 


 
 
Operating  Revenues


Tuition and fees 16,720,398$    
Less: Scholarship allowance (4,959,947)       


Net tuition and fees 11,760,451      


Federal grants 15,849,231      
State grants 3,209,826         
Charges for services 1,887,790         
Auxiliary enterprise revenue 3,450,910         
Other 7,120,762         


Total operating revenues 43,278,970      


Operating  Expenses
Instruction 24,891,945      
Public service 15,293,162      
Academic support 3,302,578         
Student service 4,336,313         
Athletic support 2,671,633         
Student financial aid 7,030,077         
Institutional support 6,529,921         
Operations & maintenance of plant 7,167,662         
Auxiliary enterprise expense 2,922,281         
Depreciation 3,988,258         


Total operating expenses 78,133,830      


Operating Loss (34,854,860)     


Non‐Operating Revenues (Expenses)
State appropriations 21,554,001      
Property and other local taxes 8,076,475         
Investment income 1,041,486         
Private gifts, grants, and contracts 267,861            
Nonoperating federal grants and contracts (Pell) 6,432,883         
Other non‐operating revenues (donations, rent) 781,175            


Total non‐operating revenues 38,153,881      


Increase in Net Position Before Capital Contributions 3,299,021         


Capital Contributions 936,601            


Change in Net Position 4,235,622         


Net Position, Beginning of Year 97,115,717      


Net Position, End of Year 101,351,339$  
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College of Southern Idaho 
Statement of Cash Flows 
Year Ended June 30, 2020 


 
 
Operating Activities


Tuition, fees and services 11,823,927$    
Grants and contracts 18,498,410      
Payments to suppliers (25,620,308)     
Payments to and on behalf of employees (48,823,901)     
Charges for services 1,887,790         
Auxiliary enterprise revenue:


Bookstore and residence halls 3,450,910         
Other receipts 7,120,762         


Net Cash used for Operating Activities (31,662,410)     


Noncapital Financing Activities
State appropriations 21,554,001      
Property and other local taxes 7,901,868         
Grants and contracts 6,700,744         
Gifts and grants received for other than capital purposes 781,175            


Net Cash from Noncapital Financing Activities 36,937,788      


Capital and Related Financing Activities
Purchases of capital assets (1,736,120)       


Net Cash used for Capital and Related Financing Activities (1,736,120)       


Investing Activities
Investment income 1,041,486         
Purchase of investments (27,053,743)     
Sales of investments 24,418,242      


Net Cash used for Investing Activities (1,594,015)       


Net Change in Cash 1,945,243         


Cash, Beginning of Year 748,006            


Cash, End of Year 2,693,249$      
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College of Southern Idaho 
Statement of Cash Flows 
Year Ended June 30, 2020 


 
 
Reconciliation of net operating loss to net cash used for


operating activities
Operating loss (34,854,860)$   
Adjustments to reconcile net operating loss to net 


cash used for operating activities
Depreciation expense 3,988,258         
GASB 68 ‐ actuarial pension expense (revenue) (227,272)           
GASB 75 ‐ Single Employer OPEB expense (revenue) 46,001              
GASB 75 ‐ PERSI/OPEB sick leave reserve fund expense (revenue) (187,004)           
Change in assets and liabilities


Receivables, net (552,614)           


Inventories 87,788              
Prepaids (47,828)             
Accounts payable 20,742              
Accrued vacation 154,737            
Unearned revenue 55,443              
Deposits held for others 76,450              
Accrued compensation (222,251)           


Net Cash used for Operating Activities (31,662,410)$   


Non‐ Cash Disclosures
Donated Property 936,601$          
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College of Southern Idaho Foundation 
Statement of Financial Position – Component Unit 


June 30, 2020 


 
 


2020
Assets


Cash 760,943$          
Operating investments 25,722,945      
Donated vehicles 9,950
Endowment


Cash 15,044
Investments 14,455,363      
Donated property 995,250            


Total endowment 15,465,657


41,959,495$    


Liabilities and Net Assets


Liabilities
Accounts payable 136,969$          
Annuities payable 25,224              


Total liabilities 162,193            


Net Assets
Without donor restrictions


Board designated for future scholarships 9,312,163
Board designated for operations 1,661,647


With donor restrictions
Perpetual in nature 15,529,607
Purpose restrictions 15,357,835
Underwater endowments (63,950)             


Total net assets 41,797,302      


41,959,495$    
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College of Southern Idaho Foundation 
Statement of Activities – Component Unit 


Year Ended June 30, 2020 


 
 


Without Donor With Donor 
Restrictions Restrictions Total


Revenue, Support, and Gains
Contributions 88,024$             1,225,569$       1,313,593$      
Investment return, net 127,454 1,373,118          1,500,572         
In‐kind salaries and occupancy 285,328 ‐                          285,328            
Net assets released from restrictions 2,251,242          (2,251,242)        ‐                         


Total revenue, support, and gains 2,752,048          347,445             3,099,493         


Expenses 
Program services expense


Scholarships and grants 2,349,424          ‐                          2,349,424         
Other program payments 801,356             ‐                          801,356            


Total program services expense 3,150,780          ‐                          3,150,780         


Supporting services expense
Management and general 237,301             ‐                          237,301            
Fundraising 92,998               ‐                          92,998              


Total supporting services expense 330,299             ‐                          330,299            


Total expenses  3,481,079          ‐                          3,481,079         


Change in Net Assets (729,031)            347,445             (381,586)           


Net Assets, Beginning of Year 11,702,841       30,476,047       42,178,888      


Net Assets, End of Year 10,973,810$     30,823,492$     41,797,302$    
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College of Southern Idaho 
Notes to Financial Statements 


June 30, 2020 


 
 


Note 1 ‐  Principal Business Activity and Significant Accounting Policies 
 
College of Southern Idaho (the College) is part of the public system of higher education in the State of Idaho. The 
College is a regional undergraduate institution located in Twin Falls, Idaho. The significant accounting policies 
followed by the College are described below to enhance the usefulness of the financial statements to the 
reader. 
 
Reporting Entity 
 
The College’s financial statements for fiscal year ended June 30, 2020, are prepared in accordance with the 
pronouncements of the Governmental Accounting Standards Board (GASB) in accordance with generally 
accepted accounting principles in the United States of America (GAAP).  
 
As defined by GAAP established under GASB, the financial reporting entity consists of the primary government, 
as well as its component unit, the College of Southern Idaho Foundation (the Foundation).  The Foundation acts 
primarily as a fundraising organization to supplement the resources that are available to the College in support 
of its programs. Although the College does not control the timing or amount of receipts from the Foundation, 
the majority of resources or income thereon the Foundation holds and invests is restricted to the activities of 
the College by the donors. Because these restricted resources held by the Foundation can only be used by, or for 
the benefit of, the College, the Foundation is considered a component unit of the College. The Foundation is 
reported in separate financial statements because of the difference in its reporting model, as further described 
below. 
 
The Foundation is a private not‐for‐profit organization that reports its financial statements in accordance with 
the pronouncements of Financial Accounting Standards Board (FASB). As such, certain revenue recognition 
criteria and presentation features are different from GASB revenue recognition criteria and presentation 
features. Accordingly, those financial statements have been reported on separate pages following the financial 
statements of the College. No modifications have been made to the Foundation’s financial information included 
in the College’s report; however significant note disclosures to the Foundation’s financial statements have been 
incorporated into the College’s notes to the financial statements. 
 
Basis of Accounting and Presentation 
 
For financial reporting purposes, the College is considered a special‐purpose government engaged only in 
business‐type activities. Accordingly, the College's financial statements have been presented using the economic 
resources measurement focus and the accrual basis of accounting. Revenues, expenses, gains, losses, assets and 
liabilities from exchange and exchange‐like transactions are recognized when the exchange transaction takes 
place, while those from government‐mandated nonexchange transactions (principally property taxes, federal 
and state grants, and state appropriations) are recognized when all applicable eligibility requirements are met. 
Internal activity and balances are eliminated in preparation of the financial statements. Operating revenues and 
expenses include exchange transactions and program‐specific, government‐mandated nonexchange 
transactions. 
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College of Southern Idaho 
Notes to Financial Statements 


June 30, 2020 


 
 
Nonexchange transactions are those in which the College receives value without directly giving equal value in 
return.  These include property taxes, federal, state and local grants, state appropriations, and other 
contributions.  On an accrual basis, revenue from property taxes is recognized in the period for which the levy is 
intended to finance.  Revenues from grants, state appropriations, and other contributions are recognized in the 
year in which all eligibility requirements have been satisfied.  Eligibility requirements include timing 
requirements, which specify the year when the resources are required to be used or the fiscal year when use is 
first permitted; matching requirements, in which the College must provide local resources to be used for a 
specified purpose; and expenditure requirements, in which the resources are provided to the College on a 
reimbursement basis.  
 
Cash and Cash Equivalents 
 
The College considers all highly liquid investments with an original maturity of three months or less at the date 
of acquisition to be cash equivalents. 
 
Investments 
 
The College accounts for its investments at fair value.  Changes in unrealized gain (loss) on the carrying value of 
investments are reported as a component of investment income in the Statement of Revenues, Expenses, and 
Changes in Net Position.  The College also has funds on deposit with the Idaho State Treasurer’s Local 
Government Investment Pool (LGIP) and considers all such funds with the LGIP as investments. 
 
Receivables 
 
Accounts receivable consist of fees charged to students as well as auxiliary enterprise services provided to 
students, faculty and staff, the majority of each residing in the State of Idaho. Accounts receivable also include 
amounts due from the federal government, state and local governments, or private sources, in connection with 
reimbursement of allowable expenditures made pursuant to the College's grants and contracts. 
 
The College estimates an allowance for uncollectible amounts based upon an evaluation of the current status of 
receivables, historical experience, and other factors as necessary. 
 
Property Tax Receivable  
 
Property taxes that are levied for 2016 through 2019 and have not been collected as of June 30 are carried as 
receivables. Assessed values are established by the County Assessor in Twin Falls and Jerome County (the 
District). Property tax payments are due in one‐half installments in December and June. The District’s property 
tax is levied each November on the assessed value listed as of the prior September for all taxable property 
located in the District.  
 
Inventories 
 
Inventories are valued at the lower of first‐in, first‐out (FIFO) cost or market. 
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Capital Assets 
 
Capital assets are stated at cost when purchased or constructed, or if acquired by gift, at the estimated 
acquisition value at the date of the gift. For equipment, the College's capitalization policy includes all items with 
a unit cost of $5,000 or more and an estimated useful life of greater than one year. For buildings and 
improvements, the College's capitalization policy includes all items with a unit cost of $50,000 or more and an 
estimated useful life of greater than one year. Routine repairs and maintenance are charged to operating 
expense in the period in which the expense was incurred. Depreciation is computed using the straight‐line 
method over the estimated useful life of each asset. The following estimated useful lives are being used by the 
College: 
 
  Buildings and improvements          15‐30 years 
  Furniture, fixtures and equipment        7 years 
  Library materials            10 years 
 
Prepaid Expenses 
 
Prepaid items include payments made in the current fiscal year for expenditures attributable to future periods.  
 
Unearned Revenue 
 
Unearned revenue represents unearned student fees and advances on grants and contract awards for which the 
College has not met all of the applicable eligibility requirements. 
 
Deferred Outflows/Inflows of Resources 
 
In addition to assets, the Statement of Net Position includes a separate section for deferred outflows of 
resources.  This separate financial statement element represents a consumption of net position that applies to a 
future period(s) and will not be recognized as an outflow of resources (expense/expenditure) until then. The 
College has three items that qualify for reporting in this category: the deferred net pension obligation, deferred 
net other post‐employment benefits (OPEB) obligation and deferred net OPEB sick reserve fund reported on the 
Statement of Net Position. The deferred net pension, OPEB and OPEB sick reserve obligations result from 
changes in assumptions or other inputs in the actuarial calculation of the College’s net pension, OPEB and OPEB 
sick reserve liabilities. 
 
In addition to liabilities, the Statement of Net Position will report a separate section for deferred inflows of 
resources. This separate financial statement element represents an acquisition of net position that applies to a 
future period(s) and will not be recognized as an inflow of resources (revenue) until that time. The College has 
three items that qualify for reporting in this category: the pension obligation, deferred OPEB single employer 
plan, and the deferred OPEB sick leave reserve fund. The employer pension obligation results from the 
differences between the expected and actual experience, the net difference between projected and actual 
earnings on pension plan investments derived from the actuarial calculation of the College’s net pension liability, 
and changes in the employer’s proportion. The deferred OPEB single employer plan results from changes in 
assumptions and differences between expected and actual experience used in the actuarial calculation of the 
College’s OPEB liability. The deferred OPEB sick leave reserve fund results from differences between projected 
and actual investment earnings on OPEB plan investments and the difference between expected and actual  
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experience.  These amounts are deferred and recognize as an inflow of resources in the period that the amounts 
become available. 
 
Pensions 
 
For purposes of measuring the net pension liability and pension expense, information about the fiduciary net 
position of the Public Employee Retirement System of Idaho Base Plan (Base Plan) and additions to/deductions 
from Base Plan's fiduciary net position have been determined on the same basis as they are reported by the 
Base Plan. For this purpose, benefit payments (including refunds of employee contributions) are recognized 
when due and payable in accordance with the benefit terms. Investments are reported at fair value. 
 
Other Post Employment Benefits (OPEB) 
 
For purposes of measuring the total OPEB liability health plan, deferred outflows of resources and deferred 
inflows of resources related to OPEB health plan, and OPEB health plan expense, information about the fiduciary 
net position of the College and additions to/deductions from College’s fiduciary net position have been 
determined on the same basis as they are reported by College. For this purpose, the College recognizes benefit 
payments when due and payable in accordance with the benefit terms.  
 
For purposes of measuring the net OPEB asset sick leave, deferred outflows of resources and deferred inflows of 
resources related to OPEB sick leave, and OPEB sick leave expense;(expense offset), information about the 
fiduciary net position of the Public Employee Retirement System of Idaho (PERSI) Sick Leave Insurance Reserve 
Fund and additions to/deductions from Sick Leave Insurance Reserve Fund’s fiduciary net position have been 
determined on the same basis as they are reported by the Sick Leave Plan.  For this purpose, benefit payments 
are recognized when due and payable in accordance with the benefit terms.  Investments are reported at fair 
value. 
 
Net Position 
 
Net position is identified as the residual of all elements presented in the Statement of Net Position. The 
College's net position is classified as follows: 
 


Net Investment in Capital Assets ‐ This represents the College's total net investment in capital assets, net 
of outstanding debt obligations related to those capital assets. To the extent debt has been incurred but 
not yet expended for capital assets, such amounts are not included as a component of invested in 
capital assets, net of related debt. 
 
Restricted, Expendable ‐ Restricted expendable includes resources which the College is legally or 
contractually obligated to use in accordance with restrictions imposed by external third parties. 
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Unrestricted ‐ Unrestricted represents resources derived from student fees, state appropriations, and 
sales and services of educational departments and auxiliary enterprises. These resources are used for 
transactions related to the educational and general operations of the College, and may be used at the 
discretion of the institution to meet current expenses for any lawful purpose and in accordance with 
State Board of Education Policy. Included in unrestricted net position is $15,992,227 of board designated 
funds associated with future capital projects. 


 
Classification of Revenues 
 
The College has classified its revenues as either operating or non‐operating according to the following criteria: 
 
Operating Revenues – Operating revenues include activities that have the characteristics of exchange 
transactions, such as: student tuition and fees, net of scholarship discounts and allowances; sales and services of 
auxiliary enterprises, and contracts and federal appropriations. 
 
Non‐operating Revenues – Non‐operating revenues include activities that have the characteristics of non‐
exchange transactions, such as gifts and contributions, and other revenue sources that are defined as non‐
operating revenues by GASB Statement No. 34 and 35, such as state appropriations, property taxes and most 
federal, state and local grants, and investment income. 
 
Revenue Recognition 
 
Significant revenues of the College that are susceptible to accrual are recognized as revenue as follows: 
 


 State collected and shared taxes such as sales tax, motor vehicle taxes and liquor tax are accrued at the 
time received and held for allocation by the State of Idaho. 


 
 Student fees and tuition are recognized as revenue in the appropriate fiscal year which the student 


attends. 
 


 Sales and charges are recognized when service is performed and not when received. 
 


 Investment income is accrued as income when earned and not when received. 
 


 Grant revenues are recognized when expenditure is incurred or when received depending on grant. 
 
Use of Estimates 
 
The preparation of financial statements in conformity with accounting principles generally accepted in the 
United States of America requires management to make estimates and assumptions that affect the reported 
amounts of assets and liabilities and disclosure of contingent assets and liabilities at the date of the financial 
statements and the reported amounts of revenues, expenses and other changes in net position during the 
reporting period.  Actual results could differ from those estimates. 
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Income Taxes 
 
As a state institution of higher education, the income of the College is generally exempt from federal and state 
income taxes under Section 115 (a) of the Internal Revenue Code and a similar provision of state law. The 
College is liable for tax on its unrelated business income. Defined by the Internal Revenue Code, unrelated 
business income is income from a trade or business, regularly carried on, that is not substantially related to the 
performance by the College of its exempt purpose or function. The College did not incur unrelated business 
income tax expense in the fiscal year ended June 30, 2020. 
 
Scholarship Discounts and Allowances 
 
Student fee revenues are reported net of scholarship discounts and allowances in the Statement of Revenues, 
Expenses, and Changes in Net Position.  Scholarship discounts and allowances are the difference between the 
stated charge for goods and services provided by the College, and the amount paid by students or other third 
parties making payments on the students' behalf. Certain governmental grants, such as Pell grants and other 
federal, state, or nongovernmental programs, are recorded as either operating or non‐operating revenues in the 
College's financial statements. To the extent that revenues from such programs are used to satisfy student fees 
and related charges, the College has recorded a scholarship discount and  allowance. 
 
 


Note 2 ‐  Cash and Investments 
 
Idaho code, Title 50, Chapter 10 authorizes the College's investments and deposits. The College is authorized to 
invest in demand deposits, savings accounts, U.S. Government obligations and its agencies, obligations of the 
State of Idaho and its agencies, fully collateralized repurchase agreements, prime domestic commercial paper, 
prime domestic bankers acceptances, bonds, debentures or notes of any corporation organized, controlled and 
operating within the U.S. which have at their purchase date an "A" rating or higher, government pool and 
money market funds consisting of any of these securities listed. No violations of these categories have occurred 
during the year. 
 
Cash Deposits 
 
The deposit amounts subject to custodial credit risk at June 30, 2020, consisted of the following: 
 


Bank Balance Carrying Amount


Cash
Insured or collateralized 2,168,518$       2,669,073$         


Uninsured or uncollateralized ‐                          24,176                 


2,168,518$       2,693,249$         
Investments


Nonbrokered Certificates of Deposit
Insured or collateralized 1,348,870$       1,374,176$         
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Investments 
 
At June 30, 2020, the College’s investments consisted of the following: 
 


College Investments Value < 1 year 1‐5 years Percentage


Brokered Certificates of Deposits  $    11,244,822  6,249,537$        $      4,995,285  24.91%
Certificates of Deposits Held at Local Banks          1,374,176           1,374,176                            ‐  3.04%
State Treasurer Investment Pool        28,262,885         28,262,885                            ‐  62.62%
Fixed Income          4,254,963           2,515,511           1,739,452  9.43%


 $    45,136,846  38,402,109$     6,734,737$       100%


Investment Maturities


 
Custodial Credit Risk – Deposits 
 
Custodial credit risk is the risk that in the event of a bank failure, the College’s deposits may not be returned to 
it.  At June 30, 2020, $24,176, of the College’s deposits were uninsured and uncollateralized.  The College does 
not have a policy that specifically addresses custodial credit risk, however; the College follows Idaho code, Title 
50, Chapter 10 discussed above. 
 
The Joint Powers Investment Pool was established as a cooperative endeavor to enable public entities of the 
State of Idaho to aggregate funds for investment. This pooling is intended to improve administrative efficiency 
and increase investment yield. The Local Government Investment Pool is managed by the State of Idaho 
Treasurer’s office. The funds of the pool are invested in certificates of deposit, repurchase agreements, and U.S. 
Government securities. The certificates of deposit held at local banks are federally insured. The publicly traded 
certificates of deposits and the fixed income securities are held by the College or its counterparty in the 
College’s name. 
 
Credit Risk  
 
Credit risk is the risk that the counterparty to an investment will not fulfill its obligation. It is commonly 
expressed in terms of the credit quality rating issued by a nationally recognized statistical rating organization 
such as Moody’s, Standard & Poor’s and Fitch’s.  Ratings provided by Moody’s unless otherwise indicated.  The 
College does not have a policy to address credit risk, however; the College follows Idaho code as discussed 
above.  
 


College Investments Fair Value AAA AA+ AA AA‐ A+ A A‐1+ A‐1 A‐2 BBB+ Unrated


Brokered Certificates of Deposits 11,244,822$  ‐$                    499,852$       249,496$       749,446$       1,499,866$    249,718$       1,499,788$    250,000$       250,000$       499,859$       5,496,797$   
State Treasurer Investment Pool 28,262,885    ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      28,262,885   


Fixed Income 4,254,963      4,254,963      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                      ‐                     


43,762,670$  4,254,963$    499,852$       249,496$       749,446$       1,499,866$    249,718$       1,499,788$    250,000$       250,000$       499,859$       33,759,682$ 
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Interest Rate Risk 
 
Interest rate risk is the risk of loss in fair value should market interest rates change in the future. Investments 
with long‐term, fixed interest rates are the most volatile. The funds within the Idaho State Treasurer’s Local 
Government Investment Pool have an average maturity of one year or less, thereby minimizing interest rate risk. 
The funds within the College’s investments in U.S. Government Obligations have been structured to mature at 
regular intervals to minimize interest rate risk.  Currently, the College does not have a formal policy that 
addresses interest rate risk; however, the College follows Idaho code as discussed above. 
 
Concentration of Credit Risk 
 
When investments are concentrated in one issuer, this concentration represents heightened risk of potential 
loss. No specific percentage identifies when concentration risk is present. The Governmental Accounting 
Standards Board has adopted a principle that governments should provide note disclosure when five percent of 
the total entity’s investments are concentrated in any one issuer. Investments in obligations specifically 
guaranteed by the U.S. Government, mutual funds, and other pooled investments are exempt from disclosure. 
The College’s policy and procedures follow the applicable State Codes.  
 
Investment Valuation 
 
Investments, including derivative instruments that are not hedging derivatives, are measured at fair value on a 
recurring basis. Recurring fair value measurements are those that Governmental Accounting Standards Board 
(GASB) Statements require or permit in the statement of net position at the end of each reporting period. Fair 
value measurements are categorized based on the valuation inputs used to measure an asset’s fair value as 
follows: 
 
Level 1 – Quoted prices (unadjusted) in active markets for identical assets or liabilities that the College can 
access at the measurement date.  
 
Level 2 – Inputs other than quoted prices included within Level 1 that are observable for the asset or liability, 
either directly or indirectly. These include quoted prices for similar assets or liabilities in active markets, quoted 
prices for identical or similar assets or liabilities in markets that are not active, inputs other than quoted prices 
that are observable for the asset or liability, and market‐corroborated inputs. 
 
Level 3 – Unobservable inputs for the asset or liability. In these situations, the College develops inputs using the 
best information available in the circumstances. 
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Investments’ fair value measurements are as follows at June 30, 2020: 
 


Quoted Prices in Other Observable Unobservable
Active Markets Inputs Inputs


Total (Level 1) (Level 2) (Level 3)


Brokered Certificates of deposit 11,244,822$     ‐$                        11,244,822$     ‐$                       
Fixed Income


U.S. Government obligations 4,254,963          ‐                          4,254,963          ‐                         


Total 15,499,785$     ‐$                        15,499,785$     ‐$                       


 
The College uses the market approach to measuring the fair value of investments. It relies on the statements 
from the institutions or advisors charged with investing or managing the funds. These institutions and advisors 
use market pricing to provide the fair values to the College. 
 
The College’s investment in the State Treasurer Investment Pool is required to report its investments at fair 
value because the weighted average maturity of the investments is greater than 90 days and thus, the College is 
required to report its deposits at fair value.  However, the College has reported these deposits at cost plus 
accrued interest which approximates fair value. 
 
 


Note 3 ‐  Accounts Receivable 
 
The following summarizes the accounts receivable as of June 30, 2020: 
 


Federal, state and private grants 2,719,395$      


Student 673,002


Other 422,192


Less allowance (327,610)           


Total accounts receivable 3,486,979$      
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Note 4 ‐  Capital Assets 
 
Property, plant and equipment at June 30, 2020, consisted of the following: 
 


Balance Balance


June 30, 2019 Additions Retirements June 30, 2020


Property, plant and 
equipment not being depreciated


Land 3,310,759$       ‐$                      ‐$                      3,310,759$      
Construction in progress 164,953            907,763           (120,736)         951,980           


Total property, plant and equipment
Not being depreciated 3,475,712         907,763           (120,736)         4,262,739        


Other property, plant and equipment
Buildings and improvements 103,630,536     907,627           120,736           104,658,899    
Equipment 7,438,940         857,331           ‐                        8,296,271        
Library resources 586,733            ‐                        ‐                        586,733           


Total other property, plant 
and equipment 111,656,209     1,764,958       120,736           113,541,903    


Less accumulated depreciation
Buildings  and improvements 52,515,165       3,176,163       ‐                        55,691,328      
Equipment 4,268,058         796,075           ‐                        5,064,133        
Library resources 493,174            16,020             ‐                        509,194           


Total  accumulated depreciation 57,276,397       3,988,258       ‐                        61,264,655      


Other property, plant and equipment 
Net of accumulated depreciation 54,379,812       (2,223,300)      120,736           52,277,248      


Property, plant and equipment, net 57,855,524$     (1,315,537)$    ‐$                      56,539,987$    
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Note 5 ‐  Property Taxes 
 
Idaho counties are responsible for collecting property taxes, assessing penalties and if necessary, sale of the 
property. In addition, the County maintains all the records and is responsible for remitting property tax amounts 
to the various taxing entities within the County boundaries. 
 
All real property is assigned a parcel number in accordance with State law, with each parcel being subject to 
physical reappraisal every five years. A factoring system is used to adjust the appraised value during the years 
between physical appraisals. 
 
The assessed valuation of the property and its improvements is being assessed at one percent of "taxable value" 
as defined by statute. The amount of tax levied is developed by multiplying the assessed value by the tax rate 
applicable to the area in which the property is located. 
 
Taxes on real property are a lien on the property and attach on January 1 of the year for which the taxes are 
levied. 
 
Taxes on property are due on the 20th of December, however, they may be paid in two installments with the 
second installment due June 20.  Penalties and interest are assessed if a taxpayer fails to pay an installment 
within ten days of the installment due date. After a three‐year waiting period, a tax deed is issued conveying the 
property to the County with a lien for back taxes and accumulated penalties, interest and costs before sale. 
 
Taxes on personal property are collected currently. Personal property declarations are mailed out annually and 
the tax is computed using percentages of taxable values established by the Department of Taxation. Twin Falls 
and Jerome counties collect property taxes for the  College. 
 
 


Note 6 ‐  Pension Plan 
 
Plan Description 
 
The College contributes to the Base Plan which is a cost‐sharing multiple‐employer defined benefit pension plan 
administered by Public Employee Retirement System of Idaho (PERSI or System) that covers substantially all 
employees of the State of Idaho, its agencies and various participating political subdivisions. The cost to 
administer the plan is financed through the contributions and investment earnings of the plan. PERSI issues a 
publicly available financial report that includes financial statements and the required supplementary 
information for PERSI. That report may be obtained on the PERSI website at www.persi.idaho.gov. 
 
Responsibility for administration of the Base Plan is assigned to the Board comprised of five members appointed 
by the Governor and confirmed by the Idaho Senate. State law requires that two members of the Board be 
active Base Plan members with at least ten years of service and three members who are Idaho citizens not 
members of the Base Plan except by reason of having served on the Board. 
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Pension Benefits 
 
The Base Plan provides retirement, disability, death and survivor benefits of eligible members or beneficiaries. 
Benefits are based on members' years of service, age, and highest average salary. Members become fully vested 
in their retirement benefits with five years of credited service (5 months for elected or appointed officials). 
Members are eligible for retirement benefits upon attainment of the ages specified for their employment 
classification.  The annual service retirement allowance for each month of credited service is 2.0% (2.3% for 
police/firefighters) of the average monthly salary for the highest consecutive 42 months. 
 
The benefit payments for the Base Plan are calculated using a benefit formula adopted by the Idaho Legislature. 
The Base Plan is required to provide a 1% minimum cost of living increase per year provided the Consumer Price 
Index increases 1% or more. The PERSI Board has the authority to provide higher cost of living increases to a 
maximum of the Consumer Price Index movement or 6%, whichever is less; however, any amount above the 1% 
minimum is subject to review by the Idaho Legislature. 
 
Member and Employer Contributions 
 
Member and employer contributions paid to the Base Plan are set by statute and are established as a percent of 
covered compensation.  Contribution rates are determined by the PERSI Board within limitations, as defined by 
state law. The Board may make periodic changes to employer and employee contribution rates (expressed as 
percentages of annual covered payroll) that are adequate to accumulate sufficient assets to pay benefits when 
due. 
 
The contribution rates for employees are set by statute at 60% of the employer rate for general employees and 
72% for police and firefighters.  As of June 30, 2020 it was 6.79% for general employees and 8.36% for police and 
firefighters. The employer contribution rate as a percent of covered payroll is set by the Retirement Board and 
was 11.94% for general employees and 11.66% for police and firefighters.  The College's contributions were 
$1,928,954 for the year ended June 30, 2020. 
 
Pension Liabilities, Pension Expense (Revenue), and Deferred Outflows of Resources and Deferred Inflows of 
Resources Related to Pensions 
 
At June 30, 2020, the College reported a liability for its proportionate share of the net pension liability. The net 
pension liability was measured as of June 30, 2019, and the total pension liability used to calculate the net 
pension liability was determined by an actuarial valuation as of that date. The College's proportion of the net 
pension liability was based on the College's share of contributions in the Base Plan pension plan relative to the 
total contributions of all participating PERSI Base Plan employers.  For the years ended June 30, 2020 and 2019, 
the College's proportion was .468207 percent and .4805879 percent, respectively. 
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For the year ended June 30, 2020, the College recognized pension expense (revenue) of $1,813,630. At June 30, 
2020, the College reported deferred outflows of resources and deferred inflows of resources related to pensions 
from the following sources: 
 


Deferred Outflows  Deferred Inflows
of Resources of Resources


Differences between expected and actual experience 496,685$             629,870$            


Changes in assumptions or other inputs 297,289               ‐                           


‐                            1,820,700           


‐                            29,314                


‐                            25,359                


5,543                    ‐                           


‐                            149,095              


College contributions subsequent to the measurement date 1,928,954           


Total 2,728,471$          2,654,338$         


Net difference between projected and actual earnings on pension 


plan investments


Changes in the employer's proportion differences between the 


employer's contributions and the employer's proportionate 


contributions ‐ 2016


Changes in the employer's proportion differences between the 


employer's contributions and the employer's proportionate 


contributions ‐ 2017


Changes in the employer's proportion differences between the 


employer's contributions and the employer's proportionate 


contributions ‐ 2018


Changes in the employer's proportion differences between the 


employer's contributions and the employer's proportionate 


contributions ‐ 2020


 
$1,928,954 reported as deferred outflows of resources related to pensions resulting from Employer 
contributions subsequent to the measurement date will be recognized as a reduction of the net pension liability 
in the year ending June 30, 2021. 
 
The average of the expected remaining service lives of all employees that are provided with pensions through 
the System (active and inactive employees) determined at July 1, 2018 the beginning of the measurement 
period ended June 30, 2019 is 4.8 years. 
 
Other amounts reported as deferred outflows of resources and deferred inflows of resources related to 
pensions will be recognized in pension expense (revenue) as follows: 
 


Years Ending June 30


(280,072)$        
(862,998)$        
(440,123)$        
(271,628)$        


2021
2022
2023
2024
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Actuarial Assumptions 
 
Valuations are based on actuarial assumptions, the benefit formulas, and employee groups. Level percentages of 
payroll normal costs are determined using the Entry Age Normal Cost Method. Under the Entry Age Normal Cost 
Method, the actuarial present value of the projected benefits of each individual included in the actuarial 
valuation is allocated as a level percentage of each year's earnings of the individual between entry age and 
assumed exit age. The Base Plan amortizes any unfunded actuarial accrued liability based on a level percentage 
of payroll. The maximum amortization period for the Base Plan permitted under Section 59‐1322, Idaho Code, is 
25 years. 
 
The total pension liability in the June 30, 2019 actuarial valuation was determined using the following actuarial 
assumptions, applied to all periods included in the measurement: 
 
Inflation        3.00% 
Salary Increases including inflation*  3.75% 
Salary Inflation        3.75% 
Investment Rate of Return    7.05%, net of investment expense 
Cost of Living Adjustments    1% 
 
*There is an additional component of assumed salary growth (on top of the 3.75%) that varies for each 
individual member based on years of service. 
 
Mortality rates were based on the RP – 2000 combined table for healthy males or females as appropriate with 
the following offsets: 
 


 Set back 3 years for teachers 


 No offset for male fire and police 


 Forward one year for female fire and police 


 Set back one year for all general employees and all beneficiaries 
 
An experienced study was performed for the period 2011 through 2017 which reviewed all economic and 
demographic assumptions other than mortality. The total pension liability as of June 30, 2019 is based on the 
results of an actuarial valuation date of July 1, 2019. 
 
The long‐term expected rate of return on pension plan investments was determined using the building block 
approach and a forward‐looking model in which best estimate ranges of expected future real rates of return 
(expected returns, net of pension plan investment expense and inflation) are developed for each major asset 
class. These ranges are combined to produce the long‐term expected rate of return by weighing the expected 
future real rates of return by the target asset allocation percentage and by adding expected inflation. 
 
Even though history provides a valuable perspective for setting the investment return assumption, the System 
relies primarily on an approach which builds upon the latest capital market assumptions. Specifically, the System 
uses consultants, investment managers and trustees to develop capital market assumptions in analyzing the 
System's asset allocation. The assumptions and the System's formal policy for asset allocation are shown below. 
The formal asset allocation policy is somewhat more conservative than the current allocation of System's assets. 
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The best‐estimate range for the long‐term expected rate of return is determined by adding expected inflation to 
expected long‐term real returns and reflecting expected volatility and correlation.  The capital market 
assumptions are as of July 1, 2018. 
 


Long‐Term Long‐Term


Expected Expected


Nominal Real Rate 


Target Rate of of Return


Asset Class Allocation (Arithmetic) (Arithmetic)


Core Fixed Income 30.00% 3.05% 0.80%


Broad US Equities 55.00% 8.30% 6.05%


Developed Foreign Equities 15.00% 8.45% 6.20%


Assumed Inflation ‐ Mean 2.25% 2.25%


Assumed Inflation ‐ Standard Deviation 1.50% 1.50%


Portfolio Arithmetic Mean Return 6.75% 4.50%


Portfolio Standard Deviation 12.54% 12.54%


Portfolio Long‐Term (Geometric )Expected Rate of Return 6.13% 3.77%


Assumed Investment Expenses 0.40% 0.40%


Portfolio Long‐Term (Geometric )Expected Rate of Return, Net of Investment Expense 5.73% 3.37%


Portfolio Long‐Term Expected Real Rate of Return, Net of Investment Expenses 4.19%


Portfolio Standard Deviation 14.16%


Valuation Assumptions Chosen by PERSI Board


Long‐Term Expected Real Rate of Return, Net of Investment Expenses 4.05%


Assumed Inflation 3.00%


Long‐Term Expected Geometric Rate of Return, Net of Investment Expenses 7.05%


 
Discount Rate 
 
The discount rate used to measure the total pension liability was 7.05%. The projection of cash flows used to 
determine the discount rate assumed that contributions from plan members will be made at the current 
contribution rate. Based on these assumptions, the pension plans' net position was projected to be available to 
make all projected future benefit payments of current plan members. Therefore, the long‐term expected rate of 
return on pension plan investments was applied to all periods of projected benefit payments to determine the 
total pension liability. The long‐term expected rate of return was determined net of pension plan investment 
expense but without reduction for pension plan administrative expense. 
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Sensitivity of the Employer's Proportionate Share of the Net Pension Liability to Changes in the Discount Rate 
 
The following presents the Employer's proportionate share of the net pension liability calculated using the 
discount rate of 7.05 percent, as well as what the Employer's proportionate share of the net pension liability 
would be if it were calculated using a discount rate that is 1‐percentage‐point lower (6.05 percent) or 1‐
percentage‐point higher (8.05 percent) than the current rate: 
 


Current
1% Decrease Discount Rate 1% Increase


(6.05%) (7.05%) (8.05%)


Employer's proportionate share of the net
pension liability (asset) 16,142,306$           5,344,452$       (3,585,028)$     


 
Pension Plan Fiduciary Net Position 
 
Detailed information about the pension plan's fiduciary net position is available in the separately issued PERSI 
financial report. 
 
PERSI issues a publicly available financial report that includes financial statements and the required 
supplementary information for PERSI. That report may be obtained on the PERSI website at 
www.persi.idaho.gov. 
 
Payables to the Pension Plan 
 
At June 30, 2020, the College reported payables to the defined benefit pension plan of $0 for legally required 
employer contributions and $0 for legally required employee contributions which had been withheld from 
employee wages but not yet remitted to PERSI. 
 
Optional Retirement Plan 
 
Effective July 1, 1997, the Idaho State Legislature authorized the Idaho State Board of Education's to establish an 
Optional Retirement Plan (ORP), a defined contribution plan, for faculty and exempt employees. The employee 
contribution requirement for the ORP is based on a percentage of total payroll. Employer contributions are 
determined by the State of Idaho. 
 
New faculty and exempt employees hired July 1, 1997 or thereafter automatically enroll in the ORP and select 
their vendor option. Faculty and exempt employees hired before July 1, 1997 had a one‐time opportunity to 
enroll in the ORP. Enrollees in the ORP no longer belong to PERSI. Vendor options include Teachers Insurance 
and Annuity Associations ‐ College Retirement Equities Fund and Variable Annuity Life Insurance Company. 
 
Participants are immediately fully vested in the ORP. Retirement benefits are available either as a lump sum or 
any portion thereof upon attaining 62 years of age. The College of Southern Idaho contributions required and 
paid were $123,436, for the year ended June 30, 2020. 
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Termination Benefits 
 
Employees who qualify for retirement under PERSI or ORP are eligible to use 50% of the cash value (maximum 
600 hours) of their unused sick leave to continue their medical insurance coverage through the college for 
employees hired prior to June 30, 2010. The College funds these obligations by depositing 0.65% of the 
employee's gross payroll to PERSI who administers the plan as a cost‐sharing, multiple‐employer plan. 
 
 


Note 7 ‐  Post‐Employment HealthCare Plan 
 
Plan  Description 
 
The College operates a single‐employer retiree benefit plan that provides post‐employment medical, dental, and 
vision plans upon retirement from active service. To be eligible for the College's retiree group medical, dental, 
and vision plans, a retiree must satisfy the PERSI retirement eligibility requirements of 55 years of age (or 
disability) and 10 years of service. 
 
If the active employee is in optional retirement plan (ORP), the retiree must be age 59.5. Retiree medical, dental, 
and vision coverage ends for the retiree, spouse, and child(ren) once the retiree is eligible for Medicare, typically 
at the age of 65. Surviving spouses of deceased retirees and disabled members are not eligible for medical, 
dental, or vision coverage. 
 
Funding Policy 
 
The College has not established a fund to supplement the costs for the total OPEB obligation. Contributions are 
made on a pay‐as‐you‐go basis. The required contribution is based on projected pay‐as‐you‐go financing 
requirements. Retirees are required to pay 100 percent of the premiums based on the combined active and 
retiree pool for both the retiree and the dependent coverage. Monthly rates in effect for retirees under age 65 
during fiscal year 2020 were as follows: 
 


LifeMap
Select Health Select Health Delta Choice


Pre ‐ 65 Rates PPO HDHP Dental Vision


Retiree Only 641.60$             573.70$             40.33$               7.83$                
Retiree + Spouse 1,264.00$          1,130.20$          80.68$               15.69$              


Retiree + Child 775.80$             693.70$             64.16$               16.78$              
Retiree + Children 1,206.30$          1,078.60$          88.74$               16.78$              
Family 1,771.20$          1,583.80$          121.01$             26.81$              
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Total OPEB Liability 
 
The College’s total OPEB liability of $2,242,896 was valued as of July 1, 2018 and the measurement date was as 
of June 30, 2019.  
 
Actuarial assumptions and other inputs 
 
The total OPEB liability as of July 1, 2019 actuarial valuation was determined using the following actuarial 
assumptions and other inputs, applied to all periods included in the measurement, unless otherwise specified: 
 
Actuarial Cost Method Entry Age Normal


Inflation 2.50%


Salary Increases 3.00% general wage growth plus increase 


due to promotions and longevity


Discount Rate 3.87%, based on the 20 year Tax‐Exempt 


Municipal Bond Yield Index


Health Cost Trend Rates Medical trend is 6.9% from year ending 


June 30, 2019 then gradually decreasing to 


an ultimate rate of 4.2% for 2104 and 


beyond.  Dental and vision trend is 0% from 


year ending June 30, 2019 then 3.5% 


Mortality Mortality is RP‐2000 Mortality for 


employees, healthy annuitants and disabled 


annuitants with disabled annuitants with 


generational projection per Scale AA with 


adjustments as referenced to Table A‐7B of 


the July 1, 2018 valuation report.
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The change in the total OPEB liability during the year was as follows: 
 
Balance as of June 30, 2019 2,012,623$      
Changes for the year:


Service Cost 167,915            
Interest on total OPEB liability 82,780              
Effect of economic/demographic gains or losses ‐                         
Effect of assumptions changes or inputs 63,428              
Expected benefit payments (83,850)             


Balance as of June 30, 2020 2,242,896$      


 
Sensitivity of the total OPEB liability to changes in the discount rate 
 
The following presents the total OPEB liability of the College, calculated using the discount rate of 3.50%, as well 
as what the College’s total OPEB liability would be if it were calculated using a discount rate that is 1‐ percentage 
point lower (2.50%) or 1‐ percentage point higher (4.50%) than the current healthcare cost trend rates: 
 


Current
1% Decrease Discount Rate 1% Increase


2.50% 3.50% 4.50%


Total OPEB liability 2,422,502$       2,242,896$       2,075,387$      


 
Sensitivity of the total OPEB liability to changes in the healthcare cost trend rates 
 
The following presents the total OPEB liability of the College, calculated using the current healthcare cost trend 
rates as well as what the College’s total OPEB liability would be if it were calculated using trend rates that are 1‐
percentage point lower or 1‐percentage point higher than current healthcare cost trend rates: 
 


Current


1% Decrease Rend Rates 1% Increase


Total OPEB liability 1,969,028$       2,242,896$       2,571,096$      
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OPEB Expense 
 
For the year ended June 30, 2020, the College recognized OPEB expense (revenue) of $145,016. At June 30, 
2020, the College reported deferred outflows of resources and deferred inflows of resources related to pensions 
from the following sources: 
 


Deferred Outflows  Deferred Inflows 


of Resources of Resources


Differences between expected and actual experience ‐$                        135,474$          


Changes of Assumptions 54,100               416,556            


College contributions subsequent to the measurement date 99,015               ‐                         


Total 153,115$           552,030$          


 
$99,015 reported as deferred outflows of resources related to pensions resulting from contributions made 
subsequent to the measurement date will be recognized as an addition of the net OPEB liability in the year 
ending June 30, 2021. 
 
Other amounts currently reported as deferred outflows of resources and deferred inflows of resources related 
to other postemployment benefits will be recognized in OPEB expense below.  
 


Measurement Period Ending June 30:


(105,679)$        
(105,679)           
(105,679)           
(105,679)           
(82,674)             


Thereafter 7,460                
2025


2021
2022
2023
2024


 
 


Note 8 ‐  Other Post Employment Benefits – PERSI Sick Leave Insurance Reserve Fund 
 
Plan Descriptions and Funding Policy 
 
The College contributes to the Sick Leave Insurance Reserve Fund (Sick Leave Plan) which is a cost‐sharing 
multiple‐employer defined benefit OPEB plan that covers members receiving retirement benefits that are 
administered by PERSI that covers substantially all employees of the State of Idaho, its agencies and various 
participating political subdivisions. The cost to administer the plan is financed through the contributions and 
investment earnings of the plan. PERSI issues a publicly available financial report that includes financial 
statements and the required supplementary information for the Sick Leave Plan. That report may be obtained 
on the PERSI website at www.persi.idaho.gov. 
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Responsibility for administration of the Sick Leave Plan is assigned to the Board comprised of five members 
appointed by the Governor and confirmed by the Idaho Senate. State law requires that two members of the 
Board be active Base Plan members with at least ten years of service and three members who are Idaho citizens 
not members of the Base Plan except by reason of having served on the Board.  
 
OPEB Benefits  
 
Group retiree health, dental, accident, and life insurance premiums may qualify as a benefit. Retirees who have 
a sick leave account can use their balance as a credit towards these premiums paid directly to the applicable 
insurance company. 
 
Employer Contributions 
 
The contribution rate for employers are set by statute at .065% of covered compensation for state members. 
Covered school members contribution rates are set by statute based on the number of sick days offered by the 
employer. The contribution rate of 1.16% for school members with nine or ten sick days, 1.26% for school 
members with 11‐14 sick days. If a school member has more than 14 days of sick leave then the contribution 
rate will be set by the PERSI Retirement Board based on current cost and actuarial data and reviewed annually. 
The College contributions for year ended June 30, 2020, was $93,521.  
 
OPEB Liabilities, OPEB Expense (Expense Offset), and Deferred Outflows of Resources and Deferred Inflows of 
Resources Related to OPEB 
 
At June 30, 2020, the College reported an asset for its proportionate share of the net OPEB asset. The net OPEB 
asset was measured as of June 30, 2019, and the total OPEB liability used to calculate the net OPEB asset was 
determined by an actuarial valuation as of that date. The College’s proportion of the net OPEB asset was based 
on the College’s share of contributions relative to the total contributions of all participating Sick Leave 
employers. At June 30, 2020 and 2019, the College proportion was 2.4249367 percent and 2.4618469 percent, 
respectively. 
 
For the year ended June 30, 2020, the College recognized OPEB expense (expense offset) of ($132,908).  At June 
30, 2020 the College reported deferred outflow of resources and deferred inflow of resources related to OPEB 
from the following sources: 
 


Deferred Outflows  Deferred Inflows 


of Resources of Resources


Differences between expected and actual experience 29,914$             94,807$            


Differences between actual and expected investment income ‐                          86,059              


Changes in assumptions or other inputs 3,072                 ‐                         


Contributions subsequent to measurement date 93,521               ‐                         


Total 126,507$           180,866$          
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$93,521 reported as deferred outflows of resources related to pensions resulting from contributions made 
subsequent to the measurement date will be recognized as an addition of the net OPEB liability in the year 
ending June 30, 2021.  
 
Other amounts currently reported as deferred outflows of resources and deferred inflows of resources related 
to other postemployment benefits will be recognized in OPEB expense below. 
  
Measurement Period Ending June 30:


(43,793)$           
(43,793)             
(43,793)             
(24,448)             


31                      
Thereafter 7,916                


2021
2022
2023
2024
2025


 
 
Actuarial Assumptions 
 
Valuations are based on actuarial assumptions, the benefit formulas, and employee groups. The Sick Leave Plan 
amortizes any net OPEB asset based on a level percentage of payroll. The maximum amortization period for the 
Sick Leave Plan permitted under Section 59‐1322, Idaho Code, is 25 years. 
 
The total OPEB liability in the June 30, 2019 actuarial valuation was determined using the following actuarial 
assumptions, applied to all periods included in the measurement: 
 


Inflation 3.00%
Salary Increases 3.75%
Salary Inflation 3.75%
Investment rate of return 7.05% net of investment expenses
Healthcare trend rate  N/A*


*Health care trend rate is not applicable as the benefit is based on the unused sick
leave hours at retirement, and is calculated as a fixed dollar amount that can be applied
to premiums.  


The long‐term expected rate of return on OPEB plan investments was determined using the building block 
approach and a forward‐looking model in which best estimate ranges of expected future real rates of return 
(expected returns, net of OPEB plan investment expense and inflation) are developed for each major asset class. 
These ranges are combined to produce the long‐term expected rate of return by weighing the expected future 
real rates of return by the target asset allocation percentage and by adding expected inflation. The health care 
trend rate is not applicable as the benefit amount a participant will receive is established with a set amount 
upon retirement thus would have no impact. 
 
Even though history provides a valuable perspective for setting the investment return assumption, the System 
relies primarily on an approach which builds upon the latest capital market assumptions. Specifically, the System 
uses consultants, investment managers and trustees to develop capital market assumptions in analyzing the 
System’s asset allocation. The assumptions and the System’s formal policy for asset allocation are shown below.  
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The formal asset allocation policy is somewhat more conservative than the current allocation of System’s assets. 
 
The best‐estimate range for the long‐term expected rate of return is determined by adding expected inflation to 
expected long‐term real returns and reflecting expected volatility and correlation. 
 


Long‐Term Long‐Term


Expected Expected


Nominal Real Rate 


Target Rate of of Return


Asset Class Allocation (Arithmetic) (Arithmetic)


Core Fixed Income 30.00% 3.05% 0.80%


Broad US Equities 55.00% 8.30% 6.05%


Developed Foreign Equities 15.00% 8.45% 6.20%


Assumed Inflation ‐ Mean 2.25% 2.25%


Assumed Inflation ‐ Standard Deviation 1.50% 1.50%


Portfolio Arithmetic Mean Return 6.75% 4.50%


Portfolio Standard Deviation 12.54% 12.54%


Portfolio Long‐Term (Geometric )Expected Rate of Return 6.13% 3.77%


Assumed Investment Expenses 0.40% 0.40%


Portfolio Long‐Term (Geometric )Expected Rate of Return, Net of Investment Expense 5.73% 3.37%


Portfolio Long‐Term Expected Real Rate of Return, Net of Investment Expenses 4.19%


Portfolio Standard Deviation 14.16%


Valuation Assumptions Chosen by PERSI Board


Long‐Term Expected Real Rate of Return, Net of Investment Expenses 4.05%


Assumed Inflation 3.00%


Long‐Term Expected Geometric Rate of Return, Net of Investment Expenses 7.05%


 
Discount Rate 
 
The discount rate used to measure the total OPEB liability was 7.05%. The projection of cash flows used to 
determine the discount rate assumed that contributions from plan members will be made at the current 
contribution rate. Based on these assumptions, the OPEB plan’s net position was projected to be available to 
make all projected future benefit payments of current plan members. Therefore, the long‐term expected rate of 
return on OPEB plan investments was applied to all periods of projected benefit payments to determine the 
total OPEB liability. The long‐term expected rate of return was determined net of OPEB plan investment expense 
but without reduction for OPEB plan administrative expense. 
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Sensitivity of the net OPEB asset to changes in the discount rate 
 
The following presents the Employer's proportionate share of the net OPEB asset calculated using the discount 
rate of 7.05 percent, as well as what the Employer's proportionate share of the net OPEB asset would be if it 
were calculated using a discount rate that is 1‐percentage‐point lower (6.05 percent) or 1‐percentage‐point 
higher (8.05 percent) than the current rate: 
 


Current


1% Decrease Discount Rate 1% Increase


(6.05%) (7.05%) (8.05%)


Employer's proportionate share of the net


OPEB liability (asset) (2,952,314)$      (3,054,744)$      (3,150,534)$     


 
OPEB plan fiduciary net position 
 
Detailed information about the OPEB plan’s fiduciary net position is available in the separately issued PERSI 
financial report.  PERSI issues a publicly available financial report that includes financial statements and the 
required supplementary information for PERSI.  That report may be obtained on the PERSI website at 
www.persi.idaho.gov. 
 
Payables to the OPEB plan 
 
At June 30, 2020, the College reported payables to the defined benefit OPEB plan of $0 for legally required 
employer contributions and $0 for legally required employee. 
 
 


Note 9 ‐  Contingencies 
 
Amounts received or receivables from grantor agencies are subject to audit and adjustment by grantor agencies, 
principally the Federal government. Any disallowed claims, including amounts already collected, may constitute 
a liability of the applicable funds. The amounts, if any, of expenditures which may be disallowed by the grantor 
cannot be determined at this time, although the College expects such amounts, if any, to be immaterial. 
 
The College is a party to a number of legal actions arising in the ordinary course of its business. In management's 
opinion, the College has adequate legal defenses and/or insurance coverage respecting each of these actions 
and does not believe that they will materially affect the College's operations or financial position. 
 
 


Note 10 ‐  Risk Management 
 
The College is exposed to various risks of loss related to torts; theft of, damage to and destruction of assets; 
business interruption; errors and omissions; employee injuries and illnesses; natural disasters and employee 
health and accident benefits. Commercial insurance coverage is purchased for claims arising from such matters 
other than those related to workers' compensation and natural disasters. Settled claims have not exceeded this 
commercial coverage in any of the three preceding years. 
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Note 11 ‐  Natural Classifications 
 
Salaries and wages 32,514,891$    
Benefits 15,873,221      
Services 13,090,310      
Supplies 3,878,395         
Capital outlays 74,107              
Other  8,714,648         
Depreciation 3,988,258         


Total operating expenses 78,133,830$    


 
 


Note 12 ‐  Operating Leases 
 
Effective September 15, 2014, the College entered into a lease agreement for $3,691 per month with STAR 
Program to rent a building in Garden City, Idaho. As of August 2, 2019, the College renewed the lease agreement 
for $3,364 per month starting November 1, 2019 and increasing by 3% each year. Additional rent may be 
required if the estimate on the charges for common area maintenance and building insurance increase over the 
term of the lease. The lease term is for 3 years with one remaining option to renew. The College has the option 
to cancel the lease early if the State funding is discontinued. The College is responsible for all utilities and 
maintenance except the Landlord's obligation to warranty the HVAC system.  
 
As of June 30, 2020, future minimum operating lease commitments are as follows: 
 


Years Ended June 30,


41,176$            
42,412              
14,276              


Total 97,864$            


2021


2023
2022


 
 


Note 13 ‐  Commitments 
 
The College is currently in the process of constructing the Vet Tech Building and the Twin Falls Head Start 
Building. These total estimated construction costs are $1,670,000 for the Vet Tech Building and $1,992,510 for 
the Twin Falls Head Start Building. Total costs incurred as of June 30, 2020 totaled $187,477 for the Vet Tech 
Building and $106,751 for the Twin Falls Head Start Building. 
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Note 14 ‐  Component Unit Disclosure 
 
Foundation Operations and Significant Accounting Policies 
 
Foundation Operations 
 
The College of Southern Idaho Foundation, Inc. (the Foundation) was established on March 1, 1984, to solicit 
donations, and to hold and manage them for the exclusive benefit of the College of Southern Idaho.  The 
Foundation is a not‐for‐profit corporation incorporated in accordance with the laws of the State of Idaho and 
managed by a volunteer Board of Directors (the Board). Under the Idaho State Board of Education’s 
administrative rules, the Foundation must be independent of, and cannot be controlled by, the College. A 
memorandum of understanding between the Foundation and the College defines the relationship between the 
two entities in accordance with the State Board of Education’s rules. 
 
The Foundation is presented as a component unit in the College’s financial statements, as required by the 
Governmental Accounting Standards Board.  
 
Liquidity and Availability 
 
Financial assets available for general expenditure, that is, without donor restrictions limiting their use, within 
one year of the statement of financial position date, comprise the following: 
 


2020


Cash 760,943$          
Operating investments 25,722,945      
Endowment spending rate distribution and appropriation 849,108


27,332,996$    
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Investments 
 
The following table presents assets measured at fair value on a recurring basis at June 30, 2020: 
 


Quoted
Prices in Significant


Active Markets Other Significant
for Identical Observable Unobservable


Assets  Inputs Inputs
Total (Level 1) (Level 2) (Level 3)


Operating investments
     Cash and money market funds (at cost) 2,169,603$     ‐$                      ‐$                    ‐$                    
     Certificates of deposit 4,880,882       ‐                        4,880,882     ‐                      
     U.S. Government obligations 3,200,155       ‐                        3,200,155     ‐                      
     U.S. equity funds 13,251,103     13,251,103     ‐                      ‐                      
     U.S. equity mutual funds 128,441           128,441           ‐                      ‐                      
     Global equity mutual funds 1,177,345       1,177,345       ‐                      ‐                      
     Real estate funds 915,416           915,416           ‐                      ‐                      


25,722,945$   15,472,305$   8,081,037$   ‐$                    


Endowment investments
     Cash and money market funds (at cost) 1,068,856$     ‐$                      ‐$                    ‐$                    
     Certificates of deposit 3,280,544       ‐                        3,280,544     ‐                      
     U.S. Government obligations 2,358,915       ‐                        2,358,915     ‐                      
     U.S. equity funds 5,219,793       5,219,793       ‐                      ‐                      
     U.S. equity mutual funds 662,816           662,816           ‐                      ‐                      
     Global equity mutual funds 1,038,408       1,038,408       ‐                      ‐                      
     Real estate funds 826,031           826,031           ‐                      ‐                      


14,455,363$   7,747,048$     5,639,459$   ‐$                    


Fair Value Measurements at Report Date Using


Assets


 
A significant portion of investment assets are classified within Level 1 because they are comprised of mutual 
funds, equities, and real estate funds with readily determinable fair values based on daily redemption values. 
Certificates of deposit are invested and traded in the financial markets. Those certificates of deposit and U.S. 
Government obligations are valued by the custodians of the securities using pricing models based on credit 
quality, time to maturity, stated interest rates and market‐rate assumptions, and are classified within Level 2. 
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Quoted 
Prices in Significant


Active Markets Other  Significant
for Identical Observable Unobservable


Assets Inputs Inputs
Fair Value (Level 1) (Level 2) (Level 3) Total Losses


Property held for resale 995,250$    ‐$                      995,250$         ‐$                    ‐$                    


Fair Value Measurements at Report Date Using


 
Endowments 
 
The Foundation’s endowment (the Endowment) consists of approximately 140 individual funds established by 
donors to provide annual funding for specific activities and general operations. The Endowment also includes 
certain unrestricted net assets designated for endowment by the Board of Directors. Net assets associated with 
endowment funds are classified and reported based on the existence or absence of donor‐imposed restrictions.  
 
The Board of Directors of the Foundation has interpreted the Uniform Prudent Management of Institutional 
Funds Act (UPMIFA) as requiring the preservation of the fair value of the original gift as of the gift date of the 
donor‐restricted endowment funds, unless there are explicit donor stipulations to the contrary. At June 30, 
2019, there were no such donor stipulations. As a result of this interpretation, the Foundation retains in 
perpetuity (a) the original value of initial and subsequent gift amounts (including promises to give net of 
discount and allowance for doubtful accounts) donated to the Endowment and (b) any accumulations to the 
Endowment made in accordance with the direction of the applicable donor gift instrument at the time the 
accumulation is added. Donor‐restricted amounts not retained in perpetuity are subject to appropriation for 
expenditures in a manner consistent with the standard of prudence prescribed by UPMIFA.    
 
The Foundation considers the following factors in making a determination to appropriate or accumulate donor‐
restricted endowment funds: 
 


 The duration and preservation of the fund 
 The purposes of the organization and the donor‐restricted endowment fund 


 General economic conditions 


 The possible effect of inflation and deflation 
 The expected total return from income and the appreciation of investments 


 Other resources of the Foundation 
 The investment policies of the Foundation 
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As of June 30, 2020, the Foundation had the following endowment net asset composition by type of fund: 
 


Without Donor  With Donor Total Net


Restriction Restrictions Endowment


Donor‐restricted endowment
Original donor‐restricted gift amount and 
amounts required to be maintained in 
perpetuity by donor ‐$                        11,943,192$     11,943,192$    
Accumulated investment gains ‐                          3,522,465          3,522,465         


Endowment net assets, June 30, 2020 ‐$                        15,465,657$     15,465,657$    


 
From time to time, certain donor‐restricted endowment funds may have fair values less than the amount 
required to be maintained by donors or by law (underwater endowments).The deficiencies of this nature are 
reported in net assets with donor restrictions and were $63,950 as of June 30, 2020. These deficiencies resulted 
from unfavorable market fluctuations that occurred shortly after the investment of new donor restricted 
contributions. 
 
Investment and Spending Policies 
 
The Foundation has adopted investment and spending policies, approved by the Board of Directors, for 
endowment assets that attempt to provide a predictable stream of funding to scholarships and programs 
supported by its endowment funds while also maintaining the purchasing power of those endowment assets 
over the long‐term. Accordingly, the investment process seeks to achieve an after‐cost total real rate of return, 
including investment income as well as capital appreciation, which exceeds the annual distribution with 
acceptable levels of risk. Endowment assets are invested in a well‐diversified asset mix, which includes equity 
and debt securities. This is intended to result in a consistent inflation‐protected rate of return that has sufficient 
liquidity to make an annual distribution of 4% to 5%, while growing the funds, if possible. Therefore, the 
Foundation expects its endowment assets, over time, to produce an average rate of return of approximately 7% 
or greater annually. Actual returns in any given year may vary from this amount. Investment assets and 
allocation between asset classes and strategies are managed to not expose the fund to unacceptable levels of 
risk. 
 
The Foundation typically appropriates for distribution each year from 4% to 5% of its endowment funds' fair 
value at the calendar year‐end preceding the fiscal year in which the distribution is planned. In establishing this 
target, the Foundation considered the long‐term expected return on its investment assets, the nature and 
duration of the individual endowment funds, many of which must be maintained in perpetuity because of donor 
restrictions, and the possible effects of inflation. The Foundation expects the current spending policy to allow its 
endowment funds to grow at a nominal average rate of 2% or more annually. This is consistent with the 
Foundation's objective to maintain the purchasing power of the endowment assets as well as to provide 
additional real growth through new gifts and investment return. 
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Changes in Endowment net assets for the year ended June 30, 2020, are as follows: 
 


Without Donor  With Donor Total Net
Restriction Restrictions Endowment


Endowment net assets, July 1, 2019 ‐$                        14,890,055$     14,890,055$    
Contributions ‐                          433,311             433,311            
Investment return, net ‐                          703,888             703,888            
Amounts appropriated for expenditure ‐                          (561,597)            (561,597)           


Endowment net assets, June 30, 2020 ‐$                        15,465,657$     15,465,657$    


 
With Donor Restricted Net Assets 
 
With donor restricted net assets at June 30, 2020, consist of: 
 


Subject to Expenditure for Specified Purpose
Scholarships 15,193,961$    
Special projects 163,874            


15,357,835      


Endowment
Subject to Foundation endowment spending policy and appropriation


Scholarships 14,534,357      
Agricultural programs 995,250            
Underwater endowments (63,950)             


15,465,657      


Total net assets with donor restrictions 30,823,492$    


Satisfaction of purpose restrictions
Scholarships 1,593,456$      
Educational programs 657,786            


2,251,242$      
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Donated Professional Services and Materials 
 
Donated professional services and materials received during the years ended June 30, 2020 are as follows: 
 


Program Management


Services and General Fundraising  Total


Salaries and benefits 81,861$             129,428$           64,714$                276,003$          


Rent 1,992                 5,340                 1,993                    9,325                


83,853$             134,768$           66,707$                285,328$          


2020


 
Donated Property 
 
In July 1991, the Foundation received approximately 25 acres of agricultural land, which was to be restricted as 
Ag Endowment property. The Foundation had the right to sell the property as long as the proceeds were 
reinvested in similar farm land or an endowment was created with the investment earnings being used to 
provide agriculture related programs to the College of Southern Idaho. Subsequently, the Foundation sold the 
original 25‐acre Ag Endowment property. The Board of Directors then designated approximately 40 acres of 
different farm land in lieu of the sale proceeds, allowing the Ag Endowment Fund to maintain its original intent 
of having agriculture related assets and programs. The fair‐market value of the 40 acres of Ag Endowment Land 
was appraised during 2003 by a professional appraiser. The appraised value was a range of $995,250 to 
$1,393,350 "as is" in its current condition or $2,388,600 to $3,582,900 assuming a value as "commercial mixed 
use". The Foundation has chosen to maintain the land on the books at the lowest value determined to be 
reasonable given its current "as is" status being $995,250. 
 
Related Party 
 
The Foundation provides scholarships to the College of Southern Idaho based on the terms of the donations. The 
Foundation provided scholarship support of $2,106,572 during the year ended June 30, 2020, of which $108,377 
was payable to the College of Southern Idaho at June 30, 2020. The Foundation provided departmental and 
program support of $755,263 during the year ended June 30, 2020. 
 
Several members of the Foundation Board of Directors provided a donation to the Foundation. The Foundation 
received $17,347 in contribution revenue from Board members during the year ended June 30, 2020. 
 
The College of Southern Idaho provides donated office space, salaries and benefits to the Foundation. The 
College of Southern Idaho provided $285,328 in donated office space and salaries and benefits to the 
Foundation during the year ended June 30, 2020. 
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2014 2015 2016 2017 2018 2019


Employer’s portion of net the pension liability 0.5121639 0.4903647 0.4819133 0.4835511 0.004805879 0.00468207


Employer’s proportionate share of the net pension liability 3,770,368$         6,457,305$        9,769,123$         7,600,593$         7,088,755$       5,344,452$      
Employer’s covered payroll 13,730,671$       13,730,671$      14,134,541$       15,017,270$      16,723,666$    15,902,208$   
Employer’s proportional share of the net pension liability as 


a percentage of its covered payroll 27.46% 45.68% 65.05% 50.61% 42.39% 33.61%
Plan fiduciary net position as a percentage of the total pension liability 94.95% 91.38% 87.26% 90.68% 91.69% 93.79%


*GASB Statement No.68 requires ten years of information to presented in this table. However, until a full 10‐year trend is compiled the College will present information for
those years for which information is available.


Data reported is measured as of June 30, 2019


2015 2016 2017 2018 2019 2020


Statutorily required contribution 1,554,312$         1,600,030$        1,699,955$         1,893,119$         1,800,130$       1,928,954$      
Contributions in relation to the statutorily required contribution (1,554,312)$        (1,600,030)$       (1,699,955)$        (1,893,119)$       (1,800,130)$     (1,928,954)$    
Contribution (deficiency) excess ‐$                         ‐$                        ‐$                          ‐$                         ‐$                       ‐$                      
Employer’s covered payroll 13,730,671$       14,134,541$      15,017,270$       16,723,666$      15,902,208$    16,155,394$   
Contributions as a percentage of covered payroll 11.32% 11.32% 11.32% 11.32% 11.32% 11.94%


*GASB Statement No.68 requires ten years of information to presented in this table. However, until a full 10‐year trend is compiled the College will present information for
those years for which information is available.


Data reported is measured as of June 30, 2020


Last 10 ‐ Fiscal Years *


Schedule of Employer's Share of Net Pension Liability
PERSI ‐ Base Plan


Last 10 ‐ Fiscal Years *


Schedule of Employer Contributions
PERSI ‐ Base Plan
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2018 2019 2020


Total OPEB Liability


Service Cost 221,854$         228,510$           167,915$       


Interest 93,356             99,528               82,780            


Effect of economic/demographic gains or losses ‐                        (191,922)            ‐                       


Effect of assumptions changes or inputs ‐                        (590,122)            63,428            


Benefit payments (130,852)         (168,452)            (83,850)          


Net change in total OPEB liability 184,358           (622,458)            230,273         


Total OPEB liability, beginning 2,450,723       2,635,081          2,012,623      


Total OPEB liability, ending 2,635,081$     2,012,623$       2,242,896$    


Covered payroll 25,100,223$   26,657,061$     27,943,081$  


Total OPEB liabliity as a percentage of covered payroll 10.50% 7.55% 8.03%


*GASB Statement No. 75 requires ten years of information to be presented in this table.  However, until a full 10‐year trend is compiled, the 


College will present information for those years for which information is available.


Data reported is measured as of June 30, 2019 (measurement date).


No assets are accumulated in a trust that meets the criteria in paragraph 4 of GASB Statement 75.
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2017 2018 2019


Employer’s portion of net OPEB asset 2.4328077% 2.4618469% 2.4249367%


Employer’s proportionate share of net OPEB asset 2,314,321$           2,825,463$       3,054,744$      
Employer’s covered payroll 15,017,270$         16,723,666$    15,902,208$   
Employer’s proportional share of the net OPEB asset as


a percentage of its covered payroll 15.411063% 16.894998% 19.209559%
Plan fiduciary net position as a percentage of the total OPEB asset 204.12% 225.45% 226.97%


*GASB Statement No. 75 requires ten years of information to be presented in this table.  However, until a full 10‐year trend is compiled, the 
College will present information for those years for which information is available.


Data reported is measured as of June 30, 2019 


2018 2019 2020


Statutorily required contribution 168,452$              181,783$          99,015$           
Contributions in relation to the statutorily required contribution 172,139$              185,644$          123,436$         
Contribution (deficiency) excess 3,687$                  3,861$              24,421$           
Employer’s covered payroll 16,723,666$         15,902,208$    16,155,394$   
Contributions as a percentage of covered payroll 1.0293138% 1.1674102% 0.7640544%


*GASB Statement No. 75 requires ten years of information to be presented in this table.  However, until a full 10‐year trend is compiled, the 
College will present information for those years for which information is available.


Data reported is as of June 30, 2020


Last 10 ‐ Fiscal Years *


Schedule of Employer's Share of Net OPEB Asset
PERSI ‐ OPEN Sick Leave Insurance Reserve Fund


Last 10 ‐ Fiscal Years *


Schedule of Employer Contributions
Schedule of Employer's Share of Net OPEB Asset
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DHC Auxiliary Enterprise Funds – Revenues and Expenses 


Year Ended June 30, 2020  


 
 


2020 2019


Income from DHC Building Operations


Eagle Hall


Monthly/Semester Fees 473,315$           528,421$          


Other Revenue 12,339               20,438              


Subtotal Revenue 485,654             548,859            


Operating Expenses


Salaries & Benefits 140,817             131,978            


Materials, Supplies, Other 58,114               61,500              


Utilities 77,845               83,939              


Equipment ‐                          ‐                         


Maintenance 41,610               6,816                


Transfers to Sinking Fund ‐                          ‐                         


Subtotal Expense 318,386             284,233            
Net Revenues/(Losses) of DHC Buildings 167,268$           264,626$          


2020 2019


Income from DHC Building Operations


Northview Apts


Monthly/Semester Fees 247,996$           258,715$          


Other Revenue 11,315               7,920                


Subtotal Revenue 259,311             266,635            


Operating Expenses


Salaries & Benefits 115,783             100,930            


Materials, Supplies, Other 8,998                 8,036                


Utilities 47,115               44,332              


Equipment ‐                          ‐                         


Maintenance 23,904               12,269              


Transfers to Sinking Fund ‐                          ‐                         


Subtotal Expense 195,800             165,567            
Net Revenues/(Losses) of DHC Buildings 63,511$             101,068$          


DHC Auxiliary Enterprise Funds‐Revenues and Expenses
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 Year Ended June 30, 2020  


 
 


2020 2019


Income from DHC Building Operations


Eagleview Apts


Monthly/Semester Fees 331,580$           366,519$          


Other Revenue 9,906                 6,467                


Subtotal Revenue 341,486             372,986            


Operating Expenses


Salaries & Benefits ‐                          ‐                         


Materials, Supplies, Other 22,450               18,689              


Utilities 56,885               60,960              


Equipment ‐                          ‐                         


Maintenance 16,273               15,754              


Transfers to Sinking Fund ‐                          ‐                         


Subtotal Expense 95,608               95,403              
Net Revenues/(Losses) of DHC Buildings 245,878$           277,583$          


2020 2019


Food Service


Monthly/Semester Fees 475,908$           535,294$          


Other Revenue ‐                          ‐                         


Subtotal Revenue 475,908             535,294            


Operating Expenses


Salaries & Benefits


Materials, Supplies, Other 27,551               15,090              


Utilities 4,304                 5,562                


Equipment ‐                          ‐                         


Maintenance 10,573               13,553              


Cost of Sales‐Sodexo payment 379,152             497,772            


Subtotal Expense 421,580             531,977            
Net Revenues/(Losses) of DHC Buildings 54,328$             3,317$              
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 Year Ended June 30, 2020  


 
 


2020 2019


CSI Housing


Monthly/Semester Fees 28,800$             27,400$            


Other Revenue ‐                          ‐                         


Subtotal Revenue 28,800               27,400              


Operating Expenses


Salaries & Benefits


Materials, Supplies, Other 74                       230                    


Utilities 94                       89                      


Equipment ‐                          ‐                         


Maintenance ‐                          580                    


Subtotal Expense 168                     899                    
Net Revenues/(Losses) of DHC Buildings 28,632$             26,501$            


2020 2019


Student Union


Monthly/Semester Fees 109,935$           90,103$            


Other Revenue 225                    


Subtotal Revenue 109,935             90,328              


Operating Expenses


Salaries & Benefits 8,277                 96,844              


Materials, Supplies, Other 6,146                 5,144                


Utilities 24,915               27,781              


Equipment ‐                          7,649                


Maintenance ‐                          ‐                         


Transfer to other Funds ‐                          ‐                         


Subtotal Expense 39,338               137,418            
Net Revenues/(Losses) of DHC Buildings 70,597$             (47,090)$           
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Welcome to the official version of your 


CSI EMPLOYEE POLICIES & PROCEDURES MANUAL 
Edited by the Department of Human Resources 


 
 


1.01 MESSAGE FROM THE PRESIDENT (Rev: 7/20) 


We are proud to offer you this electronic CSI Employee Policies and 
Procedures Manual. This manual is applicable to all College of Southern 
Idaho employees. Specific areas, such as Head Start or CSI Faculty, may 
have additions to this handbook that are greater, but not less, than the 
policies and procedures contained within. 
 
This manual provides basic information relating to employment at the 
College. Please become familiar with its content and feel free to refer to it 
as a primary resource when you have a question. Your supervisor and the 
Human Resources Department are also always available to respond to 


your questions about its content and application. 
 
The College of Southern Idaho is committed to a quality working experience for all employees. 
We encourage an environment of trust, civility, and mutual respect. If ever you have a concern 
about a violation of the policies in our handbooks, unlawful activity or unsafe practices, I 
encourage you to report it to your supervisor or to the appropriate administrator within the 
College. 
 
The College also endeavors to sustain a work environment that promotes wellness and healthy 
lifestyles, decreases the risk of disease, and enhances the quality of life. I encourage CSI 
employees and families to strengthen health and well-being through educational opportunities, 
wellness activities and self-improvement. 
 
I value your association with the College of Southern Idaho and look forward to working with you 
in our commitment to quality and service to each other, our students, and the community. 
 
Sincerely, 
 
Dr. L. Dean Fisher 
President 


1.02 INTRODUCTION (Rev: 12/10) 


The CSI Employee Policy & Procedures Manual is published by the Human Resource 
Department on the Internet as our official manual and to provide the most current and readily 
accessible information possible to our employees.  This electronic publication is a source of 
information regarding employment, compensation, leave, benefits, policies and procedures. A 
reference copy is also maintained in the Human Resource office. 
 
The CSI Employee Policies and Procedures Manual is introduced and discussed with new 
employees at the point of hire.  Employees are responsible for learning the content and 
adhering to said policies and procedures. It is further understood that employees agree to 







conform to the rules and regulations of the College, including any changes, deletions, or 
additions to these policies and procedures. 
 
Administration reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, or benefits stated in this manual or in any document at any time.  Also, 
information contained in the electronic or printed handbooks and manuals may not represent the 
most current information available on any given topic.  Please contact the Human Resources 
Office with any questions you may have. 
 
The language used in this manual is not intended to create a contract between the College and 
any of its employees for employment or for the provision of any benefit. 
 
If there are any comments or questions concerning the information in these electronic 
documents, please reply to hr@csi.edu, Human Resources. We appreciate any suggestions 
that would assist us in making these electronic documents more useful and beneficial to you. 


1.03 POLICY AND PROCEDURE APPROVAL PROCESS (Rev: 11/19) 


The Human Resource Department (HR) is responsible for policy and procedure development, 
communication, interpretation and compliance for all new and revised policy. The President of 
the College has final authority for policy interpretation and compliance. 
 
Policy Approval Process 
 
HR advises the President and Administration regarding changes in policy statements. Policy 
changes are initiated as needed in responding to recommendations and changes relevant to the 
College. Any employee or group of employees may also make recommendations for new or 
revised policies. 
 
New and revised policies are communicated through e-mail to the employees for their 
comments. Following input from employees of the College, the President and his Administrative 
Council review the policy recommendation for Board of Trustees approval. The President may 
make changes, as he deems appropriate for the College. 
 
Following approval by the Board of Trustees, the approved policy is added or changed in the 
CSI electronic document, which is the official version, of the CSI Employee Policies and 
Procedures Manual. All policy additions or changes are communicated to the employees by e-
mail. 
 
Procedure Approval Process 
 
Procedural and general information changes or additions within the Manual, such as payroll 
procedures, hiring procedures, federal or state regulation, or benefit information do not require 
employee input. 
 
Each Department or operating group is responsible for recommending their procedural changes 
to HR. Any employee or group of employees may also make suggestions for new or revised 
procedures. Procedural changes are approved by the President. Human Resources is 
responsible for updating procedural changes required by state or federal mandate and for other 
changes specific to Human Resources, such as employment, records retention or other 
administrative issues. 







 
Procedure changes, beyond minor non-content changes, are communicated to the employees 
by e-mail. 
 
Annual Review of Policy and Procedures 
 
The Human Resource Department, in conjunction with campus departments, will review and 
revise policies and procedures annually and recommend changes as necessary.  All revisions 
will be considered by the President and the Administrative Council, as well as the PACE 
employee association and Faculty Senate. 
 
Recommended changes will be presented to the Board of Trustees for final approval.  This 
process will allow the Board of Trustees to regularly review and revise as necessary policy and 
procedures of the College of Southern Idaho. Upon approval of the Board of Trustees the 
appropriate revisions will be made to the CSI electronic version and printed copy.  
Questions regarding these processes should be referred to the Human Resource Department. 
The Policies and Procedures Manual was last reviewed and revisions published November 
2019. 


1.04 HISTORY OF THE COLLEGE (Rev: 1/14) 


Please find this statement on the CSI History and Mission web page. 


1.05 MISSION STATEMENT (Rev: 7/08; 2/16) 


Please find this statement on the CSI History and Mission web page. 


1.06 PHILOSOPHY (Rev: 7/08) 


The College of Southern Idaho recognizes all individuals as having value in a democratic 
society. CSI believes that education is for everyone and at all stages of life -- meeting students 
where they are, helping them with where they want to be, and instilling the importance of lifelong 
learning. CSI strives to foster intellectual curiosity, critical thinking, informed engagement, social 
and civic responsibility, and productive global citizenship. 


1.07 CORE THEMES (Rev: 12/17) 


Community Success:  As a community college, we are committed to responding to the diverse 
needs of the communities we serve and to taking a leadership role in improving the quality of life 
of the members of those communities. 
 
Student Success:  As an institution of higher education, we exist to meet the diverse educational 
needs of the communities we serve.  Above all institutional priorities is the desire for every 
student to experience success in the pursuit of a quality education.  
 
Institutional Stability:  Sustainable community and student success can only come from a solid 
institutional foundation.  The stability of our institution is dependent upon ensuring that we have 
adequate capacity and resources to ensure the effectiveness of our operations. 



http://www.csi.edu/aboutCSI/history_mission.asp

http://www.csi.edu/aboutCSI/history_mission.asp





 
1.08 ACCREDITATION (Rev: 1/13) 


The College of Southern Idaho received its initial accreditation in 1968.  Since that time, the 
College has been continuously accredited by the Northwest Commission on Colleges and 
Universities (NWCCU). 
 
Accreditation of an institution of higher education by the Northwest Commission on Colleges 
and Universities indicates that it meets or exceeds criteria for the assessment of institutional 
quality evaluated through a peer review process. An accredited college or university is one 
which has available the necessary resources to achieve its stated purposes through appropriate 
educational programs, is substantially doing so, and gives reasonable evidence that it will 
continue to do so in the foreseeable future. Institutional integrity is also addressed through 
accreditation. 
 
Accreditation by the Northwest Commission on Colleges and Universities is not partial but 
applies to the institution as a whole. As such, it is not a guarantee of every course or program 
offered, or the competence of individual graduates. Rather, it provides reasonable assurance 
about the quality of opportunities available to students who attend the institution. 
 
Inquiries regarding an institution's accredited status by the Northwest Commission on Colleges 
and Universities should be directed to the administrative staff of the institution. Individuals may 
also contact: Northwest Commission on Colleges and Universities 8060 165th Avenue N.E., 
Suite 100 Redmond, WA 98052, (425) 558-4224, www.nwccu.org. 
 
Several of our programs are also accredited by the appropriate accrediting agencies, and 
graduates are eligible to take the qualifying examinations of the respective state and national 
licensing or registration bodies and join professional organizations. 


1.09 IDAHO CODE (Added: 2/00) 


The College of Southern Idaho is maintained and operated pursuant to the Idaho Code 33-2101 
and in accordance with all state and federal laws and regulations. 
 
Idaho Code 33-2101 establishes the district, curricular, organizational, and revenue parameters 
within which junior (community) colleges in Idaho must function.  The College of Southern Idaho 
is the designated institution for District Four and is therefore authorized under the Code. 
Persons seeking a complete legal description are directed to see Idaho Statutes: Title 33 
Education, Chapter 21 Junior Colleges. 


1.10 FACULTY SENATE (Rev 11/09) 


All full-time and part-time faculty under a faculty contract (as determined by the appropriate 
Instructional Dean or the Executive Vice President Chief Academic Officer) are encouraged to 
participate in the Faculty Senate. The Faculty Senate renders the majority opinion of 
participating members to the administration. 
 
For more information, please refer to the Faculty Handbook. 


1.11 PROFESSIONAL AND CLASSIFIED EMPLOYEES ORGANIZATION (Added 12/10) 



http://www.nwccu.org/

https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH21/

https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH21/

http://hr.csi.edu/facultyHandbook/





The Professional and Classified Employees organization (PACE) serves as the official voice of 
the College's regular non-teaching, non-administrative full- and part-time employees. 
 
The PACE By-Laws explain the many functions of the organization. 


1.12 SUSTAINABILITY RESOLUTION (Est.: 12/13) 


Established by a Board of Trustees Resolution 
 
The College of Southern Idaho has demonstrated its commitment to careful and environmentally 
sound use of resources by creating a system of renewable energy for heating its buildings, 
conserved drinking water by transitioning to canal water for landscape use, begun xeriscaping 
projects, established a systematic recycling program, and in other ways has been 
environmentally aware. 
 
The College seeks to be a model to the community in matters of resource conservation and 
environmental practices as well as continue to demonstrate leadership in conservation and 
environmental sustainability practices to the communities we serve by striving to continuously 
reduce the environmental impact of our activities. 
 
 



http://pace.csi.edu/bylaws.asp





2. EMPLOYMENT 
 
 


2.01 CSI HUMAN RESOURCE PHILOSOPHY (Added: 9/92) 


CSI is committed to a quality working experience for all staff by: 


• Providing a flexible, productive working environment 
• Encouraging relationships based on trust, courtesy, and mutual respect 
• Valuing each employee for the particular knowledge and skills he or she contributes to the College 
• Fostering a level of caring for individuals that is above and beyond the professional level 
• Supporting continuous development of the individual through lifelong learning 
• Promoting employee involvement in meeting the challenges of a growing and changing College 


community 
• Working together to make the College successful 


2.02 EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION POLICY (Rev: 
1/15) 


The College of Southern Idaho is an equal opportunity/affirmative action institution. The College seeks to 
ensure that all of its policies and procedures are in conformity with, but not limited to, the Civil Rights Act 
of 1964 as amended, Title IX of the Education Amendments of 1972, Americans with Disabilities Act of 
1990, Section 504 of the Rehabilitation Act of 1973 as amended, and all other state and federal non-
discrimination statutes. 
 
The College is committed to providing leadership in extending equal opportunities to all individuals. 
Accordingly, the College will continue to make every effort to provide those rights to all persons 
regardless of race, color, religion, gender, age, sexual orientation, national origin, pregnancy, or disability. 
Decisions affecting the education, employment or access to services and facilities of faculty, staff, and 
students will be based only on performance and legitimate occupational and educational criteria. 
This policy applies to all members of the College community including students, faculty, staff, 
administrators, vendors, and participants in college-sponsored activities. The policy also applies to all 
applicants for admission and all applicants for employment. 
 
All faculty, administration, and staff will not discriminate in any personnel action, including but not limited 
to recruitment, appointment, promotion, training, separation, or terms and conditions of employment. 
Every step will be taken to ensure equal opportunities for all. Any employee found to have engaged in 
discriminatory conduct, including harassment, is subject to disciplinary action, up to and including 
termination of employment. 
 
The Board of Trustees and the Administration of CSI recognize that discrimination can subvert the 
mission of the College and threatens, in both obvious and subtle ways, the careers of students, faculty, 
and staff. It is the responsibility of every member of the College community to ensure that meaningful, 
equal employment and educational opportunities exist and to take positive, aggressive steps to ensure 
equal opportunities for everyone. 
 
For more information, please also see Unlawful Workplace Discrimination, Harassment, and Human 
Trafficking Policy and Complaint Procedure. 


2.03 RECRUITING, HIRING, AND JOB POSTING PROCEDURES (Rev: 12/17) 







New and replacement positions will be advertised through the Human Resources (HR) Department. CSI 
encourages professional development of our employees, facilitating internal hires when practical. 
 
Internal Hire: In most instances, a job announcement will be sent by email to all employees and posted 
on the CSI Employment Website as internal only for at least one week. This provides an opportunity for 
current employees that wish to move to another position with the same classification to apply; i.e., 
Administrative Assistant I to another Administrative Assistant I. Application will be made to the job 
announcement through the Applicant Tracking System (ATS). When an employee applies and is selected 
to another position in the same pay grade this may result in a pay increase. Deviations from this policy 
must be approved. 
 
Promotion: When a classified employee applies and is selected to a position in a higher pay grade, CSI 
will account for experience, compression, and market factors in assigning a salary. However, supervisors 
must consider and compare the hourly rates of other employees in the same pay grade. HR will assist 
with this process. 
 
External Hire: All applicants must apply through the ATS system. An applicant is someone who applies 
for a specific job opening and meets the job's minimum requirements. Unsolicited applications for 
instructional positions will be acknowledged by HR and forwarded to the proper department chair where 
they may be retained towards potential part-time faculty positions. Head Start has separate recruitment 
and hiring processes and may follow a different process. 
 
Idaho Law provides veteran's preference be given to individuals who have been in active service of the 
United Stated during a recognized war period or other recognized conflicts as defined by federal law. 
Veteran's preference is also provided for individuals who have served on active duty in the armed 
services at any time, have been discharged honorably, and who have a present service-connected 
disability of 10% or more. Veteran's preference is considered into the final outcome of the interview 
process and may improve a veteran's position on a list of qualified candidates. Preference is given only 
for initial appointment and not for promotions. Veteran's preference does not mandate an interview or 
guarantee employment. To be eligible for veteran's preference you must be a resident of Idaho when the 
application for employment is made. 
 
It is important that the supervisor of any new employee immediately forward the details of hiring to HR. It 
is also important that the new employee both successfully pass a background screening and complete 
the necessary payroll forms in HR. Both these actions must take place before a new employee can 
receive a paycheck. 
 
The College of Southern Idaho is an equal opportunity employer. 
 
The college subscribes to the policy of providing equal educational and employment opportunities, 
services, and benefits to students and employees without regard to race, color, religion, gender, age, 
sexual orientation, national origin, pregnancy, or disability in accordance with the Civil Rights Act of 1964 
as amended, Title IX of the Educational Amendment of 1972, Section 504 of the Rehabilitation Act of 
1973 as amended, and the Americans with Disabilities Act of 1990. 


2.04 HIRING QUALIFICATIONS FOR FACULTY (Rev: 1/06) 


All full-time academic instructional staff members should hold a master's degree in the field in which they 
teach or a bachelor's degree in the field in which they teach and documented experience in that 
discipline, which may be deemed equivalent to a master's degree by the selection committee in that 
discipline and/or by the administration. Technical faculty must possess the necessary certifications, 
licenses and experience to meet CTE certification. 


2.05 CONSENSUAL RELATIONSHIPS POLICY (Added: 12/01; Rev: 4/12) 







In order to foster healthy professional relationships at all levels of the institution, it is the policy of the 
College of Southern Idaho that no employee shall enter into or continue a romantic or sexual relationship 
with a student or employee over whom she or he exercises academic, administrative, supervisory, 
evaluative, counseling or other authority.  
 
Romantic and/or sexual relationships between supervisors and employees and between instructors or 
staff and students involve power differentials and raise serious concerns about the validity of the consent, 
as well as concerns about conflicts of interest, abuse of power, and sexual harassment. What might 
appear to be consensual, even to one of the parties involved, may in fact not be so, when one of the 
individuals involved in the relationship is in a subordinate position to the other. 
 
Within this context, giving praise or criticism, providing performance evaluations, assigning grades, 
making recommendations for further studies or future employment, or conferring other benefits may 
diminish the student or subordinate’s actual freedom of choice. Moreover, others may be affected by such 
behavior because it places the instructor or supervisor in a position to favor or advance a student or 
employee’s interest at the expense of others. 
 
This policy recognizes that circumstances may develop that place one party to an existing romantic or 
sexual relationship in a position of authority over the other. It further recognizes that, despite this policy, 
consensual romantic or sexual relationships may develop in existing relationships of authority. Therefore, 
if a prohibited consensual relationship exists or arises, either the consensual relationship must end or the 
relationship of authority must be eliminated. The employee in the position of authority must disclose the 
romantic or sexual relationship to his or her immediate supervisor or to the next level supervisor. If the 
parties are unable, or do not agree, to immediately end the romantic or sexual relationship, the supervisor 
must take prompt and appropriate action to end the relationship of authority. 
 
Therefore, an employee shall report immediately to his or her supervisor the following: 


1. Existing consensual relationships with a student for whom the employee is in a position to exercise 
authority. Examples include, but are not limited to, a student in a current class, a student intern, work 
study student, or student advisee. 


2. Existing consensual relationships with a subordinate employee over whom the supervising employee 
exercises authority. An employee who is the subordinate employee in a consensual relationship also 
is encouraged to report that relationship to the supervisor of the individual with whom he or she is 
involved. 


3. Existing relationships between either a student and employee or subordinate and supervisor that is 
known or made known to a CSI employee. 


Within fifteen (15) working days of receiving a report of a consensual relationship, the supervisor shall 
consult with his or her supervisor and/or the HR Director to develop a plan to manage or eliminate 
conflicts of interest and mitigate adverse effects on the involved parties and other third parties. This plan 
shall document in writing the actions that shall be taken, including one or more of the following actions: 


1. Transferring supervisory, decision-making, evaluative, academic, and/or advisory responsibilities; 
2. Providing an additional layer of oversight to the supervisory role; 
3. Transferring one of the individuals to another position; and/or 
4. Taking any other action reasonably necessary to manage or eliminate the actual or potential conflict 


of interest and/or mitigate adverse effects. 


Every effort should be made to preserve confidentiality, sharing names and pertinent information only with 
individuals directly involved in these actions and only as necessary. 
 
If an employee has a consensual relationship with another employee who is not a subordinate, then he or 
she shall refrain from participating in or influencing votes or decisions that may reward or penalize that 
employee (such as votes or decisions regarding rank and/or promotion). 







 
A violation of this policy may lead to disciplinary action, as permitted by College policy, up to and 
including termination of employment. 
Retaliation against persons who report concerns about Consensual Relationships is prohibited and 
constitutes a violation of this policy. 


2.06 NEPOTISM POLICY (Added: 2/00) 


Persons who are employees of the College who also happen to be related by family or marriage or are 
living in the same household, shall not be placed in the same direct line of supervision under which one 
relative is responsible for supervising the job performance or work activities of another related person. In 
the event that persons who are currently employed by CSI, and are in the same line of direct supervision, 
become related by marriage, or are living in the same household, one of said persons shall be 
reassigned. 


2.07 CONTRACTS (Rev: 10/18) 


Most regular full-time faculty and staff at CSI receive an annual contract.  All contracted personnel will 
receive a contract by mail.  Employees hired after April 1 will not receive a contract until the following 
contract year. Employees who are funded by grants/soft money will not be issued an employment 
contract. The contract outlines the title and position to which the individual staff member is appointed and 
gives the salary and the term of the appointment. 


2.08 PERSONNEL RECORDS PROCEDURES (Rev: 5/17) 


The College of Southern Idaho makes every effort to protect employees' privacy rights and interests and 
prevent inappropriate or unnecessary disclosures of information from any worker's file or record.  While 
complying with its governmental reporting and recording-keeping requirements, the College strives to 
ensure that it handles all personal and job-related information about employees in a secure, confidential, 
and appropriate fashion in accordance with the procedures outlined below. 
 
Payroll and benefits records, including annual and sick leave, are retained in the HR. Annual and sick 
leave are also listed on the payroll check stub and online through MyCSI.  All paper-based documents 
relating to personnel records are retained by HR, with the exception of some affiliated programs, who 
maintain their own personnel records. Files are considered confidential and are only accessible to 
authorized personnel who have a valid, demonstrable employment need for specific information. All 
medical information relating to an employee is kept in a separate Medical Records System file in HR and 
maintained as set forth in federal regulations. 
 
The following guidelines will apply to personnel and payroll records: 


1. Official personnel and payroll files contain records that are accurate, necessary, appropriate and 
relevant for College business.  No documents that are anonymous or based on hearsay may be 
placed in the personnel file with the exception of student evaluations and peer performance surveys. 


2. To ensure the files are accurate, complete and up-to-date, the employee may review their file, in the 
presence of authorized personnel and within the office in which the records are housed.  The College 
reserves the right to remove certain sensitive documents, such as letters of reference or management 
planning documents. 


3. An employee may request in writing an amendment of any record pertaining to that employee. Within 
ten days of the receipt of the request, the custodian of the files will correct any portion of the file which 
the individual establishes is not accurate, relevant, or complete; OR inform the individual of the 
refusal and reasons for the refusal to amend in accordance with the request, as set forth in Idaho 
Code, Sections 9-342, 343, and 344. 







4. Material cannot be copied without the prior approval of the President or the Director of Human 
Resources.  


5. To ensure that personnel files are up-to-date and contain accurate and complete information, 
employees are asked to notify their supervisors and Human Resources of any changes in personal 
information such as name, address, telephone numbers, marital status, benefits, or emergency 
contacts. 


6. The official files may include, but are not limited to, the following items: Employment applications, 
resumes, cover letters, payroll and salary information, job classification information, references, 
accident reports, warnings/reprimands/probationary reviews, commendations when submitted by the 
employee or the supervisor, information on previous experience, training or education, job related 
materials, such as published articles, grievance files, performance evaluations and plan for 
development (IDP) forms, student evaluations, peer performance surveys, and benefits eligibility 
information 


Personnel Records Exempt from Disclosure. 
The College will, other than to the employee as noted above and to supervisors and others involved in 
reviews and performance evaluations, or when complying with governmental reporting and record-
keeping or legal investigations, refuse to disclose to third parties all personnel records of a current or 
former employee other than public service or employment history, classification, longevity, gross salary 
and salary history, status, workplace and employer. Personnel files will not be made available to those 
outside the College, unless written permission is obtained from the employee.  Exceptions to this rule: 


• Public information, routinely contained within the Telephone Directory, electronic newsletter, or on the 
CSI Web site 


• Request by federal, state or local law enforcement agencies where expressly provided for by law 
• Requests for information to protect the legal interests of the College 


3. File Maintenance and Retention. 
 
A. The College must maintain personnel files under such conditions as are necessary to ensure the 
integrity and safekeeping of the files and may establish additional policies and procedures for the 
maintenance of personnel files. 
 
B. Personnel files must be retained in accordance with the following minimum guidelines for record 
retention. 


1. All applications for a vacant position must be retained for a minimum of one year following the 
appointment of a person to the position. 


2. Any personnel files related to and involving legal action must be retained indefinitely. 
3. Personnel files must be retained for a minimum of three years following severance of an employment 


relationship with the College.  A summary record of employment relationships must be kept 
indefinitely. 


Questions or issues about the applications or enforcement of these record-keeping measures should be 
addressed to the Director of Human Resources. 


2.09 EMPLOYEE ORIENTATION (Rev: 1/19) 


The Human Resources Department offers an orientation to the conditions of employment for all new full-
time employees upon hiring.  This orientation covers matters contained within the CSI Policies and 
Procedures Manual such as days and hours of work, compensation, benefits, leave, and other issues 
related to employment rights and responsibilities. The HR department will also address the mission of the 
college, our culture, professional development, and performance evaluation. New employees are then 







introduced to their work place and the specific duties outlined on the job description for the position by 
their supervisor.  


2.10 PLAN FOR DEVELOPMENT PROCEDURE (Rev: 9/18) 


Regular full- and part-time employees and adjunct faculty are offered an opportunity annually to develop 
an Individual Development Plan (IDP).  The IDP is shared with the supervisor or department head of the 
employee's unit or department. 
 
The goal of the Plan for Development process is to encourage the communication of goals among 
individuals, and to assist, when possible, in providing resources to help meet professional and personal 
goals while concurrently meeting the strategic and operational goals of the College.  Each of us seeking 
continuous development of ourselves leads to the continuous development of CSI. 
 
For further information, please see the Institutional Planning site. 


2.11 EMPLOYEE IDENTIFICATION CARDS (Rev: 1/15) 


The CSI staff picture identification card identifies you as a full-time employee of CSI for the purposes of 
gaining passes to all eligible sports events on campus, participating in events sponsored by the Student 
Information Office and attending all other functions sponsored by CSI. All full-time employees are entitled 
to receive a picture I.D. card.  The card may be obtained and validated in the Admissions Office or at the 
Mini-Cassia off-campus center in Burley. Validation stickers need to be obtained each term: fall, spring 
and summer from any CSI Center. 


2.12 HOURS OF WORK (Rev: 1/06) 


Administrative offices are generally open from 8 a.m. to 5 p.m., Monday through Friday. 
 
All twelve-month employees are expected to work the regular workweek except on holidays declared by 
the President of the College.  Any deviation from this policy must be requested on a regular leave slip 
prior to leave time. 


2.13 STAFF WORK BREAKS 


It is the intent of the College that all staff take or are offered the opportunity to take one fifteen-minute 
break within each four-hour work shift.  For most staff this would be one fifteen-minute break in the 
morning and one fifteen-minute break in the afternoon. 
 
Breaks are meant to be an opportunity to take care of personal business, relax, and to get away from the 
employee's workstation.  Breaks are not intended to be lumped together and taken at one time, used 
instead of a lunch hour, or forfeited in lieu of reduced work hours.  Breaks are to be arranged with your 
supervisor. 


2.14 EMPLOYMENT PERIODS (Rev: 7/08) 


The following employment periods apply to all employees of the College.  Other contract periods may 
exist as agreed between the employee and supervisor and as approved by the President. 
Faculty: 


• Eleven-month faculty--209 days--instructional contracts are scheduled as approved by the program 
and/or supervisor and do not include holidays or vacation leave. 







• Ten-month faculty--189 days--instructional contracts are scheduled as approved by the program 
and/or supervisor and do not include holidays or vacation leave. 


• Nine and one-half month faculty--179 days--instructional contracts are scheduled as approved by the 
program and/or supervisor and do not include holidays or vacation leave. 


• Nine-month--170 days--instructional contracts are scheduled as approved by the program and/or 
supervisor and do not include holidays or vacation leave. 


Non-Faculty: 


• Twelve-month non-faculty--260 days--contracts are for the period starting July 1 and ending the 
following June 30 and include holidays and sick and vacation leaves. 


• Other non-faculty work periods may exist as agreed between the employee and supervisor and as 
approved by the President and will include sick leave but will not include vacation leave or holiday 
pay. The actual days worked will be clearly identified for each employee not working the full 260 days 
per year. 


2.15 LEGAL HOLIDAYS (Rev: 4/19) 


The College observes ten legal holidays: 
 
1. New Year's Day 
2. Martin L. King, Jr. - Idaho Human Rights Day 
3. Presidents' Day 
4. Memorial Day 
5. Fourth of July 
6. Labor Day 
7. Columbus Day 
8. Veterans Day 
9. Thanksgiving 
10. Christmas 


When one of these falls on Saturday, the preceding Friday will be observed as the holiday; on Sunday, 
the following Monday will be observed or such other day as may be prescribed by law. 
 
Regular full-time employees, unless specifically scheduled, do not work holidays and receive their regular 
monthly salary. All other employees do not receive holiday pay. 


2.16 STAFF EMPLOYMENT STATUS (Rev: 12/18) 


Your employment at CSI may fall under one of these categories: 


• Full-time regular - twenty hours or more per week on a regular basis and expect to be employed for 
five months or more.  Full-time regular employees receive Workers' Compensation, Retirement, 
Health Insurance, Life/Disability and FICA. 


• Full-time temporary - twenty hours or more per week and expect to be employed for less than five 
months.  Employees receive Workers' Compensation and FICA. 


• Part-time regular - less than twenty hours per week on a regular basis and expect to be employed 
for nine to twelve consecutive months. Employees receive Workers' Compensation and FICA. 
(Excludes work study and peer tutor positions.) 


• Part-time temporary - less than twenty hours per week and expect to be employed for less than five 
months.  Employees receive Workers' Compensation and FICA. 


2.17 CONFLICT OF INTEREST POLICY AND ETHICAL CONDUCT AND DISCLOSURE 
STATEMENT (Rev 2/18) 







Purpose 
To provide guidelines for identifying, evaluating, and managing potential or actual Conflicts of Interest. 
 
Scope 
Applies to all administrators, employees, and persons acting as Public Servants in the interest of the 
College, including but not limited to community members on college committees, advisory board 
members, and CSI board of Trustees. 
 
Responsible party 
 
Director of Human Resources 
 
Definitions 
 
Conflict of Interest: Any official action or any decision or recommendation by a CSI employee or a 
person acting in a capacity as a Public Servant, the effect of which would be to the private pecuniary 
benefit of the person or a member of the person’s household, or a business with which the person or a 
member of the person’s household is associated. 
 
Family Member: Any person with whom an employee or Public Servant has a familial or guardianship 
relationship, including but not limited to a parent, guardian, step-parent, child, step-child, son-in-law or 
daughter-in-law, sibling, step-sibling, spouse, aunt, uncle, niece, nephew, cousin, grandparent, 
grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, or any persons living in the same 
household. 
 
Financial Interest: Anything of monetary value received or held by any member of the College 
community or a member of his/her family, whether or not the value is readily ascertainable, including, but 
not limited to: salary or other payments for services (e.g., consulting fees, honoraria, or paid authorships 
for other than scholarly works); any equity interests (e.g., stocks, stock options, or other ownership 
interests); and the value of intellectual property rights and interests (e.g., patents, trademarks, service 
marks, and copyrights), royalties or other income received from such intellectual property. 
 
Public Servant: Any person participating as an advisor or consultant to the College, including volunteers. 
 
Employees who are in a Position to Influence or Commit CSI Resources: CSI considers the following 
to be in a position to influence or commit CSI resources: CSI Trustee, President, Vice President, Dean, 
Department Chair, Director, Coordinator, Grant Manager/Principle Investigator, and any other position 
determined to be in a position to influence or commit CSI resources. 
 
Significant Financial Interest: One or more of the following interests of a CSI employee or other Public 
Servant, or a Family Member of the aforementioned, that reasonably appears to be related to his/her 
institutional responsibilities: 
 
Where the Financial Interest (including remuneration received in the preceding 12-month period and 
equity) exceeds $5,000 or equals or exceeds 5% ownership (i.e., as the actual or beneficial owner of 
more than 5% of the voting stock or controlling interest), for any one enterprise or entity when aggregated 
for any member of the College community and his/her Family Members.   
 
The following additional items: 


• Any equity interest in a non-publicly traded entity. 
• Any intellectual property and interests (e.g., patents, copyrights), for which income has been received 


in the preceding 12-month period. 
• The occurrence of any reimbursed or sponsored travel. This travel shall be disclosed for the 


subsequent twelve months, and where non-previously-disclosed reimbursed or sponsored travel 







takes place the employee or Public Servant shall disclose it within 30 days. Travel disclosures shall 
include: the purpose of the trip, the identity of the sponsor, the destination and the duration. Travel 
that is sponsored or reimbursed by a federal, state, or local government, a U.S. institution of higher 
education, or an academic medical center, academic teaching hospital, or a research institute that is 
affiliated with an institution of higher education, is excluded from the travel reporting requirements. 


The following are not included in the term Significant Financial Interest: 


• Income from investment vehicles, such as mutual funds and retirement accounts, provided these 
accounts are managed by a third party. 


• Salary, royalties, or other payments made by CSI 


Policy statement 
 
CSI encourages and supports outside interactions of its faculty, staff, and student employees with federal, 
state, and local governments, community organizations, non-profit groups, and business and industry as 
important parts of their research, teaching, and community engagement activities. However, maintenance 
of the public’s trust is critical to the mission and reputation of CSI. It is vital that employees and Public 
Servants of CSI demonstrate that they hold themselves to the highest ethical standards, including the 
disclosure of their participation in any activity that will result in their financial, professional, or personal 
benefit and may be construed as a Conflict of Interest. 
 
CSI’s approach to identifying, evaluating and managing potential Conflicts of Interest does not attempt to 
illustrate all possible situations that require disclosure. All employees and Public Servants are expected to 
be vigilant and ethical in all dealings in order to ensure any potential conflicts are addressed quickly and 
appropriately. 
 
Procedures 
 
Conflicts of Interest for Employees/Public Servants 
 
A Conflict of Interest arises when an employee or Public Servant may benefit personally from dealings 
with an entity or person conducting business with the College, including indirect benefits such as to family 
members or businesses with which the person is closely associated. A Conflict of Interest also arises 
when an employee’s or Public Servant’s personal interests or relationships may compromise his/her 
professional judgment in the discharge of his/her duties and responsibilities. 
 
CSI employees have an obligation to conduct college-related business transactions and other duties 
assigned to them without actual or potential Conflicts of Interest. Neither employees nor Public Servants 
may review, approve, or make any decision relating to a College transaction that may financially benefit 
themselves or their family members. In accordance with this policy, all employees and Public Servants 
shall take all necessary precautions to avoid any actual or potential Conflicts of Interest and to disclose 
any actual or potential conflicts that may exist. An employee or Public Servant who believe that he/she 
may be in a Conflict of Interest situation must work through Human Resources. If it is determined that 
there is an actual or potential Conflict of Interest, the employee or Public Servant shall comply with the 
reporting requirement set forth below. 
 
Conflict of Interest Principles 
 
Conflicts of Interest are situational and can arise under many different circumstances. This policy does 
not attempt to provide an exhaustive list of every possible situation but provides requirements for CSI 
employees and Public Servants to avoid, minimize and manage a real or potential Conflict of Interest. If 
an employee or Public Servant ever feels that he or she is or may appear to be conflicted in a given 
situation, it is appropriate to report that real or potential conflict as provided below so that the situation 
may be reviewed, and a management plan may be developed if necessary. 







 
Employees with administrative responsibilities should be aware of the potential for Conflicts of Interest 
when making CSI business decisions. Employees who have duties involving procurements, sale of 
goods, negotiation or development of contracts or who make decisions affecting CSI assets, including 
intellectual property and licenses, should be particularly conscious of Conflicts of Interest. In general, 
when employees or their family members have a financial interest in a business, they must acknowledge 
that a Conflict of Interest exists if that business has a relationship with CSI. CSI employees may not 
review, approve or make any decision related to a CSI transaction that may financially benefit the 
employee or his or her family members. 
 
Conflict of Interest Training 
 
All full-time employees who are in a position to influence or commit CSI resources must complete training 
on this Policy regarding disclosure and Conflicts of Interest prior to beginning work and annually 
thereafter. Each employee must also complete training within a reasonable period of time if this Policy is 
substantively amended in a manner that affects the requirements of employees, if the employee is new to 
the college, or if it is determined that the employee has not complied with this Policy or with any 
applicable management plan related to his/her activities. 
 
Conflict of Interest Disclosure 
 
Annual Reporting 
 
Employees 


• All employees who are in a position to influence or commit CSI resources must complete and submit 
a Conflict of Interest Disclosure Form (hereafter called “Annual Disclosure”) within thirty (30) days of 
hire and annually thereafter. The purpose of the Annual Disclosure is to solicit information that allows 
the College to determine whether an employee has a potential Conflict of Interest, financial or other, 
as defined in this policy. When the College determines that the information submitted indicates that a 
Conflict of Interest does exist, the College may require the employee to submit additional information 
and explanation regarding that conflict. 


• In addition to annual disclosure, certain situations require ad hoc disclosure. All full-time employees 
who are in a position to influence or commit CSI resources must disclose a conflict of interest that 
arises during the year within thirty (30) days of discovering or acquiring the Conflict of Interest. 


Public Servants 
 
Public Servants serving on college committees, boards, or advisory groups may be required to submit an 
Annual Disclosure form, if so required in committee charters or bylaws. 
 
Even if not required to submit an Annual Disclosure, all employees and Public Servants must submit an 
ad hoc notification if an actual or potential Conflict of Interest, financial or other, arises within 30 days of 
becoming aware of the actual or potential Conflict of Interest. 
 
Review and Notifications 
 
The disclosure of a Conflict of Interest, financial or other, will be reviewed promptly by Human Resources 
for a determination of whether it constitutes a Conflict of Interest. Human Resources may seek legal 
guidance regarding the actual or potential conflict of interest from CSI’s legal counsel. If a Conflict of 
Interest, financial or other, exists, the Human Resource Director will meet with the employee and the 
employee’s supervisor within thirty (30) calendar days to address the conflict. The Human Resource 
Director will report Conflicts of Interest, financial or other, or non-compliance with this policy to President’s 
Cabinet, for mitigation. 
 







Administration and Record-Keeping 
 
Human Resources will administer this policy and maintain records of all filed disclosure forms and 
associated documents, including, but not limited to, documentation of actions taken by college 
administrators and committees to eliminate, reduce and/or manage Conflicts of Interest. All such records 
will be retained for a period of three years following completion or termination of the activity that prompted 
the filing of the disclosure form. In the event of any sanction, copies of such records will be provided to 
Human Resources and maintained as part of the employee file. 
 
Violations of Policy 
 
Sanctions 
 
Failure to comply with this policy may subject an employee to corrective action, up to and including 
dismissal. Additional sanctions may apply under applicable State Board of Education policies and state 
and federal law. Violations of this policy must be reported to Human Resources. 
 
Reviews 
 
An employee may request a review of a decision regarding a Conflict of Interest by the President. All 
requests for review shall be initiated in writing within five (5) business days of decision notification. A 
request for review shall set forth pertinent facts. The employee will be notified of the President’s decision 
within ten (10) business days of the request for review. 
 
Frequently Asked Questions 
 
Q. Who does this policy apply to? 
A. All employees and Public Servants of the College of Southern Idaho. 
 
Q. Who is required to submit and annual disclosure? 
A. All full-time employees and Public Servants who are in a position to influence or commit CSI resources 
are subject to this policy. These positions could include, but are not limited to CSI Trustee, President, 
Vice President, Dean, Department Chair, Director, Coordinator, and Grant Manager/Principal Investigator. 
 
Q. I am not required to submit an annual disclosure due to my position. However, I feel that I have a 
possible Conflict of Interest. What should I do? 
A. All employees are required to report an ad hoc notification within 30 days of becoming aware of the 
actual or potential Conflict of Interest. 
 
Q. Are all significant financial interests considered a Conflict of Interest? 
A. No, many significant financial interests do not create a Conflict of Interest. You are required to disclose 
all significant financial interests that reasonably appear related to your professional responsibilities to the 
College, as defined by your department or job description. The College is responsible for determining 
whether the significant financial interest creates a Conflict of Interest.  
 
Q. How do I determine whether a significant financial interest is related to my professional responsibilities 
and must be reported? 
A. When in doubt disclose, but if your financial interest is clearly not related to your professional 
responsibilities then you do not need to disclose it. The disclosure requirement is not designed to capture 
information on all of your outside interests. 
 
Examples of financial interests that do not need to be disclosed. If a psychology professor owns 
more than $5,000 of stock in an oil company, it is not related to that professor’s professional 
responsibilities and need not be disclosed. Likewise, if a professor of political science earns $15,000 a 
year from residential rental property income, they do not need to disclose is as that is clearly not related 
to their professional responsibilities. 







 
Examples of financial interests that need to be disclosed. If an employee’s daughter owns 10 percent 
of a paper supply company that wishes to bid for CSI contracts, and that employee makes purchasing 
decisions for his or her department, that interest must be reported. 


Q. Who decides if my financial interests qualify as Conflicts of Interest? 
A. The Human Resource Office will review all Conflict of Interest disclosure forms and will determine if a 
Conflict of Interest exists. 


2.18 OUTSIDE EMPLOYMENT (Added: 2/00) 


The College recognizes the value to its students and personnel and to the citizens of the state arising 
from the many types of consulting and other external experiences. Such activities can contribute to the 
quality of instruction, enhance the professional competency of an individual, and bring credit to the 
institution. These activities also provide valuable services to businesses, industry, professional groups, 
public and private organizations, local, state, and federal governments as well as provide important links 
between the College and the community. 
 
As defined herein, the policy does not apply (a) to normal short-term professional activities such as 
participation in symposia, accreditation visits, speaking engagements, exhibitions, or recitals, even 
though honoraria may be received for such participation; or (b) when the faculty (employee) is not within 
the term of his or her contract period or is on leave. 
 
The proposed outside professional employment or continuing business activity must meet the following 
conditions: 


1. Must not interfere with assigned duties or responsibilities; 
2. Must not constitute a conflict of interest by misuse of the College position for personal profit or 


compete with the education, research, or public service programs of the College in a manner which 
would be determined by the supervisor to be detrimental to the College; 


3. Is subject to prior approval of the President or his designee; 
4. Must not be undertaken with the claim that the individual is officially representing the institution as an 


official representative of the institution in connection with the outside professional employment or 
continuing business activity; 


5. Must have prior institutional approval and provide for compensating the College at the rates 
established by the College if involving the use of College equipment, facilities, or services. 


2.19 EMPLOYEE POLITICAL ACTIVITY (Rev: 7/08) 


Political activities undertaken by any college employee must reflect the employee's own private life and 
feelings and not be representative of the College. Before making political commitments, it is advisable for 
an employee to discuss the situation and implications with his or her supervisor and the President. 
Additionally, faculty members shall not solicit, actively support, or proselytize for any political candidate 
within the classroom or on the campus and thereby abuse his or her special position of influence. 
 
Any employee of the College of Southern Idaho who is elected to or appointed to any public office which 
requires that employee to be away from his or her job at the College for more than three weeks per 
semester shall be required to tender a resignation or apply for a leave of absence with no assurance that 
a position with the College will be available should the employee decide to return to the College; or said 
employee must apply to the administration for relief from this policy. 


2.20 CSI REDUCTION IN FORCE (RIF) POLICY (Added: 12/01) 


The College of Southern Idaho highly values the contributions of employees and attempts to provide 
regular employment. However, in the event it becomes necessary for the College to reduce the work 







force because of economic conditions, reorganization, changes in needs or technologies, programmatic 
considerations, or other circumstances, this policy establishes procedures to ensure fair and equitable 
treatment. The decision to retain or separate an employee due to a reduction in force will follow from a 
fair and systematic consideration of the current and future needs of the College relative to the employee’s 
skills, knowledge, performance and productivity. Length of service will be considered but may receive less 
weight in the determination, depending on the needs of the College. Consistent with the at-will 
employment practices and policy, nothing in this policy negates the College’s right to terminate any  
employee for any reason or for no reason. 
 
PURPOSE 
 
This reduction in force procedure for employees provides equitable treatment for the layoff of employees 
when reduction in force becomes necessary. A reduction in force decision should be reached only after 
measures such as attrition or a hiring freeze on vacant positions, limits on purchasing and travel, and job 
sharing and work schedule alternatives have been considered. 
 
A reduction in force (layoff) may take the form of elimination of jobs, reduction in percent effort, and/or 
reduction in salary. This policy is not to be used in the case where the employee is subject to termination 
for unacceptable conduct or performance problems and is currently on a performance improvement plan. 
It is important for units to manage unsatisfactory performance issues separately from the reduction in 
force process, although overall performance is a reduction in force consideration. 
 
This policy applies to regular exempt and nonexempt employees working at least 20 hours a week. In 
addition, employees classified as instructional personnel, as defined in the Faculty Handbook, shall be 
subject to those pertinent sections within the faculty handbook. Administrative employees classified as 
Director or above are not covered under this policy and are subject to employment decisions made by the 
President and/or the Board of Trustees. Positions funded by sponsored funding, such as grants, are 
considered a type of term employment, conditioned upon specific funding and may have a defined end 
date and are not subject to this RIF policy. 
 
Termination due to a reduction in force will be considered a final separation from that position at CSI. An 
employee who loses his/her position during a reduction in force will have no recall rights to the same or 
similar position. Human Resources will provide assistance to place the affected employee elsewhere 
within the College, if a similar available position is vacant and if the employee is qualified for the position. 
Consistent with normal recruiting and staffing practices, affected employees will be considered for any 
openings, should they apply. 
 
The College will ensure that there is full compliance with EEO commitments, laws, and College policy 
when implementing a reduction in force. Race, color, gender, age, religion, creed, national origin, marital 
status, Vietnam Era veteran status, disabled veteran status, or disability are never a consideration in 
identifying an employee for reduction in force. 
 
REDUCTION IN FORCE COMMITTEE 
 
The President and his Administrative Council will serve as the Reduction in Force (RIF) Committee. The 
committee will determine the work and positions that are affected. This committee will counsel 
departments on exploring alternatives to an imposed reduction in force, explain proper procedures for 
applying the reduction in force policy and recommend exceptions to this policy. 
 
PROCEDURES 
 
Determining Priorities for Reductions 
When a campus-wide reduction in force is ordered, the Reduction in Force Committee will designate in 
which departments or functions the reductions will occur. The President may elect to combine small 
offices, or include the entire campus in some classifications. A reduction in force decision requires an 







evaluation of the need for particular positions and the relative value of specific employees so that the 
College can continue to provide the highest level of service possible with a reduced work force. 
When conditions necessitate a reduction in force, the committee will first determine if the work functions 
or activities can be eliminated. If so, the job of the individual(s) performing the work functions or activities 
will be terminated and the individual may be separated from service at the College. 
 
If work functions or activities cannot be eliminated, employees may be subject to reduction in force by job 
classification on the basis of current and future needs of the College and on the employee’s skills, 
knowledge, performance and productivity, length of service (up to 10 years), and extenuating 
circumstances. However, when a reduction in force creates or elevates an operational need, an 
employee’s unique qualifications or skills for the position(s) remaining after reduction will be considered. 
 
After the reduction in force determination is made, the department head shall prepare a written report that 
outlines the reasons supporting a reduction and the function(s) to be altered/eliminated. Before 
announcing or implementing an elimination of work or reduction in force that results in the termination of 
an employee, the affected area or department will review its written report, including position and 
classifications, names of employees to be terminated, reason for reduction in force and assessment of 
the reduction in force’s impact on EEO profile, including adverse impact analysis, with Human Resources.  
Written documentation relating to the identification of an employee for reduction in force must be retained 
for three years. 
 
The President has final approval of all RIF plans. 
 
RIF Notification 
 
An administrator or supervisor, along with the Director of Human Resources, will notify the employee as 
far in advance as possible, but an employee must be notified a minimum of two weeks prior to the 
termination date. 
 
An employee who has received notice of a reduction in force may elect to leave the College prior to that 
date. For purposes of salary and record keeping, the date of departure will then become the termination 
date. 
 
Affected employees who continue to work during the two-week notice period may be given time off for job 
counseling and job interviews. HR will assist in providing job search information and assistance to the 
affected employee. 
 
Each employee terminated by a reduction in force will also receive written reduction in force notification. 
The notice must include separation dates, direction for obtaining benefit information, eligibility for 
unemployment insurance benefits and appeal rights. 
 
Appeal 
 
If an individual who has been notified of layoffs has reason to believe the action was not in accordance 
with this policy, he/she has ten (10) working days from the date of layoff notification to appeal the decision 
to Human Resources using the Grievance Process as outlined in the Employee Handbook. 
 
BENEFITS 
 
In accordance with College policy, an employee terminated because of a reduction in force will receive 
payment for accrued vacation. In addition, non-exempt employees will be eligible for paid compensation 
time. 
 
No payment will be made for sick leave. Sick leave balance at the time of layoff will be restored if the 
employee is rehired by the College to a regular full-time position within twelve (12) months. 







All College benefits will be continued through the remainder of the calendar month in which the layoff 
occurs. 
 
Health insurance coverage will be handled in accordance with College policies and all applicable laws. 
Medical, dental, and vision insurance plans may be continued in accordance with COBRA, which in 
general allows for coverage continuation for 18 months beyond the termination date at the expense of the 
employee. 
 
Retirement plan benefits will be provided according to the terms of the retirement plans. 
 
Employees terminated as a result of reduction in work force may be eligible for unemployment insurance 
benefits. Eligibility is determined by the applicable state agency, not the College. 
 
A CSI employee who is receiving tuition benefits for the employee and/or spouse prior to the day of 
separation will continue to receive the benefit through the end of the semester in which the separation 
occurs. The College will honor an approved tuition benefit request for the staff member’s dependents 
during the remainder of the academic year for which the student is currently enrolled. 
 
Employees who leave the College in good standing will be eligible for rehire. Past performance will be 
considered when a former employee applies for rehire. 


2.21 EMPLOYEE PERFORMANCE STANDARDS (Added 10/19) 


All employees working for and at the College of Southern Idaho are expected to offer the highest level of 
professional service to all coworkers, students and the general public. Our universal performance 
standards are communicated to all employees and reviewed annually during performance evaluation. 
 
1. CSI's Standard of Conduct: Describes how well the employee manages follows, supports, champions 
and models the following College's Standard of Conduct: 


• Workplace Conduct: Acts fairly, collaboratively, and honestly in personal and group interactions 
and helps create and maintain a non-discriminatory, harassment free, drug/alcohol free, and 
respectful workplace. Maintains confidentiality, including protecting the privacy of, and access to, 
records. 


• Compliance: Understands and adheres to State and Federal laws and rules as well as 
complying with College policies and other forms of guidance. Uses acceptable processes 
(College policies and procedures, chain of command, etc.) to bring issues to administration's 
attention. 


• Financial Stewardship: Insures accurate financial transactions and reports and maintenance of 
internal controls. Utilizes College resources in an effective manner, identifies, discloses, and 
avoids potential conflict of interest, and reports waste, fraud and/or abuse. 


• Individual Responsibility and Accountability: Demonstrates sound judgment, accepts 
responsibility, and holds himself/herself accountable for meeting the highest standards of service 
as well as established performance standards and developmental objectives. 


2. Customer Service: Describes how well the employee works with internal and external customers to 
achieve desired results and maintain positive customer relationships and professional image. Employees 
are expected to be polite and efficient in working with customers. 
 
3. Interpersonal Skills: Describes how well the employee establishes and maintains effective work 
relationships. Demonstrates sensitivity to others and has good communication and listening skills. 
 
4. Dependability: Describes how well the employee completes assigned work in a timely manner, keeps 
commitments, is accountable and stays balanced under pressure. The employee meets attendance 
requirements. 







 
5. Adaptability/Flexibility: Describes how well the employee adapts to change and is open to different 
and new ways of doing things. Demonstrates willingness to learn and apply new skills or methods in 
completing work assignments or projects. 
 
6. Technical Duties: Describes how well the employee performs the technical duties related to his/her 
position (include department specific requirements). 
 
7. Quality: Describes the employee's work in terms of consistency, thoroughness, and accuracy. The 
employee supports and participates in continuous improvement in work processes, services or products. 
Demonstrates ethical dealings, effective problem-solving skills and meets quality standards set by 
supervisor. 
 
8. Productivity: Describes how the employee manages and completes workload expectations by setting 
and following priorities, using time effectively and achieving work goals. Demonstrates the knowledge and 
skills needed to do the job. 
 
9. Work Environment/Safety: Describes how well the employee promotes and supports a respectful 
workplace. Demonstrates support and compliance with general conditions of employment, EEO, security 
and workplace safety policies. Demonstrates ethical behaviors, decision-making skills, and compliance 
with appropriate federal and state laws and College policies and procedures. 
 
10. Employee Development: Pertains to professional development, workshops and training. Describes 
willingness to participate in personal and professional growth and training activities and events. 


2.22 EMPLOYEE PERFORMANCE EVALUATION POLICY (Added 9/18) 


The CSI Performance Management System (PMS) provides ways to bring out the best in employees and 
allows the College to meet its goals at the same time. Performance evaluations develop and motivate 
employees by ensuring their activities are both linked to their goals and to the Mission of the College of 
Southern Idaho. 
 
Through the PMS, job responsibilities, expectations, and development activities are identified and agreed 
upon. These are linked to the goals of the department and the College so that each employee's work is 
connected to the mission. Frequent communication provides feedback and support to the employee 
regarding his or her performance.  Additionally, performance management provides a set of tools for the 
ongoing process of workforce planning, employee coaching, feedback, and development. 
 
Performance Management is a continuous and ongoing process for supervisors and employees of the 
College. Performance Evaluation meetings may be conducted and Performance Evaluation Forms 
submitted to the HR Department throughout the year; e.g., on the anniversary of an employee's date of 
hire, and are due to the HR Department annually for the purpose of contract consideration.  Faculty 
undergo a four-part evaluation process each year for the first three years of employment and then are 
evaluated every third year.  
 
CSI's Performance Management System is developed to provide a mechanism for creating and 
maintaining ongoing communication between the supervisor and employee. This system focuses on 
helping our employees achieve his/her best workplace performance. To that end, the College's system is 
designed to accomplish the following goals: 


1. Creating a review of the job description and responsibilities; 
2. Setting performance expectations; 
3. Keeping performance on target; 
4. Realigning performance if necessary; and 
5. Ensuring a comprehensive performance evaluation meeting takes place. 







The Performance Management Process is supported with an online training that will assist managers in: 
reviewing established job expectations, reviewing employee performance standards, establishing new 
performance expectations, summarizing individual job performance, assigning an overall rating, and 
coaching on the steps to conduct the evaluation meeting along with establishing employee Individual 
Development Plans (IDPs). 
 
In addition, this training helps the College and supervisors meet the provision of Idaho Code Section 
12.67-5309.7 that states, "All supervisors who evaluate state employees shall receive training in the 
evaluation format and process to assure fairness and consistency in the evaluation process." 


2.23 EXEMPT AND NON-EXEMPT STATUS 


Exempt status refers to the provisions of the Fair Labor Standards Act (FSLA) of 1938. The FLSA 
established a national minimum wage, guaranteed 'time-and-a-half' for overtime in certain jobs, and 
prohibited most employment of minors in "oppressive child labor," a term defined in the statute. An 
amendment in 2004 requires that an exemption to overtime be predicated upon actual job function and 
not job title. Employees with job descriptions that do not include managerial functions are considered non-
exempt. 
 
Exempt employees fall into the categories of executive, administrative and professional. Executive and 
administrative categories require the employees to perform management duties or general business 
operations as their primary function. Professional employees perform work requiring knowledge of an 
advanced type in a field or science or learning customarily acquired by a prolonged course of specialized 
intellectual instruction. Specific distinctions are made by law to determine FSLA status. 
 
Please refer any questions you may have about FLSA status to the HR office. 


2.24 PRE-EMPLOYMENT CRIMINAL BACKGROUND CHECK 


PRE-EMPLOYMENT BACKGROUND CHECK POLICY 
 
In an effort to secure the safety and well-being of campus community members and institutional assets, 
the College of Southern Idaho seeks to ensure that potential employees have no history of criminal 
convictions or poor judgment relevant to employment. 
Policy 
 
Background checks shall be required prior to employing faculty, professional and classified employees, 
except as provided below. This policy applies regardless of whether or not a competitive recruitment 
process is used. 
 
Applicability 


• As a condition of hire, background checks are required of all full-time applicants offered a position 
which is expected to last five (5) months or longer, except for student employees. In addition, in the 
event that an initial employment period of less than five (5) months is subsequently extended to 
exceed five (5) months, a background check must be completed at the time employment is extended. 


• Background checks are required for positions of less than five (5) months which are safety or security 
sensitive, such as Security employees, Child Care Center teachers, and Resident Assistants in the 
residence halls. 


• Background checks may be required at the discretion of the hiring authority for any student employee 
or any employment appointments that are less than five (5) months which include safety or sensitive 
duties such as handling currency, accounts payable, having access to sensitive computerized 
databases or laboratories, or having access to a master key. 







• Background checks may be required for employees obtaining safety or sensitive duties, such as a 
change in positions or significant change in duties as determined by supervisors. 


• 'Employees who have a completed background check on file and experience a break in service in 
employment will not be required to have an additional background check if they have been in an 
active work status within 18 months. 


• A background check may be required at the discretion of the hiring authority if the employee begins 
working in a different department or college and/or different job capacity that include safety or 
sensitive duties such as handling currency, accounts payable, having access to sensitive 
computerized databases or laboratories, or having access to a master key. 


Procedures 
 
1. Notification 
 
Written notification of the requirement to successfully pass a Background check will be given during 
advertisement and/or at time of application. 
 
2. Initiation of check 
 
Background checks will be initiated only by Human Resources or by other departments to whom that 
responsibility has been formally delegated by Human Resources. Background checks may only be 
initiated once a completed and signed Authorization for Pre-Employment Background check form has 
been submitted. 
 
3. Background checks 
 
Background checks will include, at a minimum, a multi-state criminal background check including felonies 
and misdemeanors, a social security trace, and a National Sexual 
Offender Registry check. Background checks may also include a credit check (conducted in compliance 
with the Fair Credit Reporting Act), driver history check, and credentials verification for applicants. 
Background checks conducted by the US Department of Homeland Security for international, non-citizen 
job candidates as part of the visa process may be considered adequate for the purposes of this policy if 
the candidate has not previously resided in the United States. 
 
4. Conditional Offer of Employment 
 
The Background check must be completed before employment begins, except as provided below. Any 
offers made before a background check has been completed shall be expressly conditional upon 
successful completion of the Background check.  
 
Employment may begin prior to completion of the background check only as a conditional offer of 
employment and when the hiring authority establishes to the satisfaction of Human Resources there is a 
compelling need. In such cases, Human Resources will provide the hiring authority with condition of hire 
language. 
 
Conditional offers shall be withdrawn if the results of the background check are deemed to disqualify the 
applicant for the position (regardless if conditional employment began). 
 
5. Results of background check 
 
Results from a background check will be considered in the following manner. 
 
If the background check reveals criminal records or other serious misconduct (other than minor traffic 
violations), Human Resources shall make an initial determination as to whether the Background check 
results would disqualify the candidate for the position. 







 
The group's consideration shall include, but not be limited to, the following factors: 


• Number of offenses or misconduct and the circumstances of each 
• Length of time between the offense or misconduct and the application for employment 
• Other employment history 
• Evidence of applicant's rehabilitation efforts 
• Severity of the offense or misconduct 
• The relevance of the offense or misconduct to responsibilities of the position 


To the extent required by the Fair Credit Reporting Act (FCRA), applicants will be informed, in writing, 
notice of adverse information discovered in the background check and given an opportunity to respond. 
Upon conclusion of the review, written notice will be sent to the candidate regarding the employer's 
decision of eligibility for the position. 
 
All results of the Background check will remain confidential, will be maintained by Human Resources or 
Authorized Initiators, and will be disclosed only to authorized employees who have a need to know in the 
performance of their job assignments. 
 
Failure to disclose criminal convictions requested during the application process may result in 
disqualification for employment or termination of employment. 
 
Disqualification of a candidate based on information discovered in the Background check is not subject to 
grievance or appeal by the candidate. 
 
6. Responsibility for Costs 
 
The hiring authority will be responsible for the costs associated with the Background check. The 
investigation will be conducted by a qualified vendor approved by the University to conduct such 
investigations. 
 
 
 







3. COMPENSATION 
 
 


3.01 PAYROLL (Rev: 9/19) 


All part-time and full-time new hire forms must be completed, approved, signed and submitted to 
HR five days prior to the time sheet due date each month. New full-time employees need to 
make an appointment with the HR benefits coordinator to complete their benefit forms, prior to 
the time sheet due date. New hire paperwork for any position, full or part-time, must be 
completed and approved prior to the actual hiring of the person performing any work for the 
college. Failure to follow hiring procedures may result in loss of the position. 
 
All position changes, rate of pay and change of departments must be completed with 
appropriate signatures on the New Hire/Change Notice and submitted to the HR Office prior to 
the time sheet due date. Overload Agreement forms must also be submitted prior to time sheet 
due dates. 
 
Supervisors are responsible to immediately complete a Resignation Form and submit it to HR 
when an employee terminates employment. Human Resources will copy Payroll. 
 
All time sheets must be completed with proper signatures and submitted to the Payroll Office on 
or before the due date. Time sheets submitted after the due date will be processed on a time 
available basis. Late time sheets will not be processed until the next month. 
 
Employees will be automatically inactivated if they have not worked for the College for 12 
months. Employees will be reactivated if they return to work within 24 months of their last day 
worked and they provide the HR Office with updated address and W-4 information. Employees 
who have not worked for the College for 24 months will be required to fully complete the new 
hire process. 


3.02 PAY PERIODS (Rev: 7/08) 


Payday is on the 25th of each month unless the 25th falls on a holiday or weekend, in which 
case payday will fall on the last working day prior to the holiday or weekend. The only exception 
to this is the months of December and occasionally November, which will be published each 
year.  
 
The Payroll Office publishes the paydays and time sheet due dates in December of each year 
and makes them available online. 


3.03 DIRECT DEPOSIT & PAYROLL DEDUCTION (Rev: 9/19) 


All employees are asked to sign up for direct deposit of their paychecks. There are two options 
to choose from: (1) Option A will deposit the entire net pay check into one account. (2) Option B 
allows the net check to be deposited into two separate accounts. You can select a percent or 
designate a fixed amount. Pay stubs are available online by logging into your MyCSI account. 


3.04 CHANGE OF ADDRESS (Rev: 10/18) 



http://www.csi.edu/BusinessOffice/payroll/timesheet_duedates.pdf





Changes of employee home address and/or telephone number should be reported to the HR 
Office. 


3.05 EXEMPT/NON-EXEMPT STATUS & OVERTIME (Rev: 12/17) 


The College is subject to the Federal Fair Labor Standards Act. For covered non-exempt 
(classified) employees, time worked in excess of 40 hours during the workweek must be 
compensated at the rate of time and one-half. Compensation may be in the form of either wages 
or compensatory time. If a non-exempt employee works over 40 hours in one week, they are 
given compensatory time off at the rate of one and one-half hours for each hour of overtime to 
be taken any time prior to the close of the pay period in which the week of overtime ends.  
 
Compensatory time may be carried forward past the pay period with the permission of the 
supervisor. Compensatory time earned and/or accrued must be utilized before vacation time 
can be used. Overtime will only be paid under unusual circumstances and with the approval of 
both the supervisor and the President. For the purpose of calculating overtime, the College 
defines the workweek as Monday through the end of the day on Sunday. Strict record keeping 
by the supervisor is a must. All compensatory time must be pre-approved by the supervisor in 
writing. A compensatory time form may be obtained from the HR Payroll Office. 
 
Excepted from this law are exempt employees of the College who are executive, administrative, 
professional, or instructional staff for whom these standards apply: 


• Primary duties are executive, administrative, professional, or instructional 
• Meet a minimum base pay requirement 
• Devote no more than 20% of their time to non-exempt work 


Job descriptions and pay are the basis for determining exempt and non-exempt status.  Please 
contact HR for additional information or to request a classification change. 


3.06 MILITARY & JURY DUTY PAY (Rev: 10/01) 


MILITARY LEAVE 
 
Taking leave for the purpose of performing military service shall be in accordance with 
applicable state and federal law. 
 
Military Leave With Pay 
 
Employees who are members of the national guard or reservists in the armed forces of the 
United States who are directed by proper military authority to participate in ordered and 
authorized field training under the National Defense Act shall receive military leave with pay for 
a maximum fifteen (15) working days in any one (1) calendar year. Such leave is exclusive of 
vacation and sick leave and compensatory time off for overtime. 
An employee taking military leave with pay must send a copy of his/her orders to HR. 
 
Military Leave Without Pay 
 







Currently federal law provides that employees who are drafted or enlist in the Armed Forces of 
the United States or who are called to active duty from the Reserves for extended periods (more 
than six months) be granted a leave without pay for a period of up to four years. 


• Health plan coverage at the employee's request and expense for a limited period of time as 
described by insurance regulations; 


• Retirement benefits and service credit in accord with the provisions of the applicable 
retirement system; and 


• Other length-of-service credits related to employment that would have been granted had the 
employee not been absent, provided that the employee returns to College service at the 
conclusion of the leave in accordance with applicable federal and state laws. 


An employee whose employment is reasonably expected to continue indefinitely and who 
leaves his or her position either voluntarily or involuntarily in order to perform active military 
duty, has reemployment rights as defined in Idaho Subsection 135.05. The law also requires 
that employees who wish to return to the College after active duty be guaranteed the same or 
equivalent position with similar grade and benefits. 
In order to be eligible for reinstatement an employee must: 


1. Present a certificate of satisfactory completion of service; 
2. Apply for reinstatement within 90 days of an honorable or general under honorable condition 


discharge from active duty, or within one year if hospitalized after discharge; 
3. Have been employed in a position expected to continue indefinitely, and would not have 


been laid off if employment had not been interrupted by military service. 


An employee shall be granted active military leave, provided that the employee gives advance 
verbal or written notice of the leave except when such notice is precluded by military necessity, 
impossibility, or unreasonableness. In the granting of such leave, the College may require 
verification of an employee's military orders. 
 
LEAVE FOR COURT REQUIRED SERVICE 
 
An employee who is summoned for jury duty or subpoenaed as a witness before a court of 
competent jurisdiction or as a witness in a proceeding before any federal or state administrative 
agency will be granted leave with pay and any jury or witness fees may be retained by the 
employee. 
 
An employee must request annual leave or leave without compensation for appearing as a party 
in a non-job-related proceeding involving the employee or appearing as a plaintiff or 
complainant in a proceeding in which the College is a defendant or respondent. 
 
An employee summoned for court and jury service shall notify his or her supervisor as soon as 
possible to obtain authorization for leave of absence. 


3.07 COMPENSATION DURING GENERAL EMERGENCIES (Rev: 10/18) 


From time to time, extreme weather conditions or other unusual occurrences make it necessary 
to close CSI facilities.  The following policy governs the compensation of CSI employees during 
such declared general emergencies.  Further information is available from HR. 
 







CONTENTS: 
 
A. Determination of General Emergency 
B. Leave in Situations of Closure or Inaccessibility 
C. Compensation for Work Performed at Facilities Declared Closed or Inaccessible 
D. Leave Provisions for Employees Unable to Report to Work Due to Emergency Conditions 
E. Early Release of Employees Due to Severe Storms 
 
A. DETERMINATION OF GENERAL EMERGENCY.  
 
When conditions in an affected area or a specific location necessitate, CSI facilities may be 
ordered closed.  The decision to close a CSI facility or declare it inaccessible is at the discretion 
of the President of the College or the President’s designee. 
 
B. LEAVE IN SITUATIONS OF CLOSURE OR INACCESSIBILITY.  
 
When a CSI facility is closed or declared inaccessible by the President or the President’s 
designee, affected employees are granted administrative leave to cover their normally 
scheduled hours of work during the period of closure or inaccessibility. 
 
C. COMPENSATION FOR WORK PERFORMED AT FACILITIES DECLARED CLOSED OR 
INACCESSIBLE. 
 
An employee who works at a CSI facility during a declared period of closure or inaccessibility is 
paid his or her regular salary for work during the employee’s normal hours of work. In addition to 
remuneration for time worked, non-exempt employees are granted compensatory time off equal 
to the number of hours worked during the declared period of closure or inaccessibility. 
 
D. LEAVE PROVISIONS FOR EMPLOYEES UNABLE TO REPORT TO WORK DUE TO 
EMERGENCY CONDITIONS.  
 
If a CSI facility has not been declared closed or inaccessible during severe weather or other 
emergency conditions, but such conditions prevent an employee reporting for work, the affected 
employee is permitted to use accrued vacation leave or compensatory time credits to cover the 
period of absence from duty.  If the employee has no vacation leave or compensatory time 
credit, the absence from duty is charged without pay.  Under some circumstances, the President 
or the President's designee may authorize leave with pay. 
 
E. EARLY RELEASE OF EMPLOYEES DUE TO SEVERE STORMS.  
 
When a severe storm occurs during the day, the President, or the President’s designee, may 
authorize early release of employees who commute long distances to and from work. 


COMPLETION OF DEGREE (Rev: 2/19) 


College employees are encouraged to inform the Director of Human Resources upon 
completion of a higher degree as well as submitting transcripts noting the degree conferred. 
 
 
 







4. BENEFITS 
 
 


4.01 APPLICATION FOR BENEFITS PROCEDURE (Rev: 12/10) 


The employee has the responsibility to fill out the necessary forms in HR for benefits. If your employment 
status changes, qualifying you for additional benefits, you must notify HR and fill out the necessary forms. 
All changes in employee status concerning benefits must be approved in writing by the supervisor and the 
President.  


4.02 HEALTH INSURANCE (Rev: 10/18) 


Health insurance covers full-time employees and employees working twenty (20) or more hours per week 
for a period of five (5) months. Coverage becomes effective the 1st day of the month following the date of 
hire for full-time employees or the 1st day following the 5th month they work 20 or more hours as a part-
time employee. The employee's share of premium is deducted monthly from their paycheck. The 
employee is responsible for notifying the Benefits Coordinator within thirty days of a divorce, birth of a 
child, and when a dependent child ceases to be a dependent as defined by the plan. 
 
An open enrollment period for health insurance occurs annually in April or May. Open enrollment is the 
only time of the year you are able to change insurance plans or enroll dependents in health insurance 
coverage unless a qualifying event occurs. The HR Office will educate employees about coverage to their 
benefits for the upcoming year during the open enrollment period. 
 
Health coverage will be continued to the end of the month when termination of employment occurs before 
the 15th of the month. Termination after the 15th will result in continued health coverage through the end 
of the following month. Within sixty (60) days after eligibility for health care coverage ends, you may be 
able to purchase continued medical, dental, EAP and vision benefits on an individual basis for a period of 
time through COBRA coverage. Contact the Benefits Coordinator for more information. 


4.03 LIFE INSURANCE & SHORT- & LONG-TERM DISABILITY (Rev: 7/06) 


Your life insurance and short and long-term disability insurance coverage become effective the 1st day of 
the month following the date of hire. Only employees who are qualified to receive benefits are covered 
under the life insurance and disability insurance. The College pays for all life insurance and disability 
insurance premiums. Supplemental insurance is available at the expense of the employee. 


4.04 LIABILITY INSURANCE (Added: 2/00) 


The College carries liability insurance which protects the interest of the College in case of proven liability 
on the part of one of its agents. 
 
An employee may be sued as an individual (along with the College) for personal injury to others or 
damage to the property of others. In such an instance, the employee is protected by the College liability 
insurance as long as the employee is acting in good faith as an agent of the College and discharging 
official duties. 


4.05 WORKERS' COMPENSATION INSURANCE (Rev: 10/18) 


The College is required by law under the Idaho Workers' Compensation Act to carry employee insurance 
against "on the job accidents" and "occupational diseases."  The liability of the College to an employee, 







due to accidents or illnesses caused by his or her employment, is limited to those benefits provided in the 
Act. 
 
Employees who are hurt or think they may have injured themselves on the job must immediately contact 
Security to fill out an Incident Report.  Incident Report forms are available online or from Security. 


4.06 WORKERS' COMPENSATION & SICK LEAVE (Rev:10/18) 


Workers' Compensation is carried through the State Insurance Fund and is designed to pay the doctor 
and hospital bills for someone who is injured while working on the job.  It will also partially compensate an 
employee for loss of wages while off the job due to the injury.  In addition, the College policy allows an 
employee to continue receiving full salary under the following conditions: An employee injured on the job 
can take up to three (3) months job protected unpaid leave for an approved Workers’ Compensation 
injury.  The employee can choose to be paid accrued sick, vacation or compensation time in any 
increments they choose while receiving payment from the State Insurance Fund.  Should an employee 
choose to do so, it is the employee’s responsibility to complete a leave slip indicating Worker's 
Compensation and type of accrued hours used, and then submit it to the HR Office. 


4.07 RETIREMENT SYSTEM (Rev: 10/18) 


Membership in the Public Employee Retirement System of Idaho (PERSI) is mandatory for all full-time 
regular staff.  Contributions are payroll deducted.  Employee and employer contributions are required on 
all earnings.  This system requires a five-year vesting and allows transfer within the State of Idaho 
system. 
 
There are two Optional Retirement Plans (ORPs) available for instructional and administrative 
employees.  These are defined contribution plans administered by either TIAA-CREF or VALIC. Upon 
hire, these employees must choose one of the ORPs to serve as their retirement carrier or they may 
choose to stay with PERSI if already vested in that plan. Contributions are made by the College and the 
employee.  Investment choices are the responsibility of the employee, and the plans are 
portable.  Further details on the Retirement System may be obtained from the Payroll Manager or 
Benefits Coordinator. 


4.08 RETIREMENT SYSTEM & SICK LEAVE (Rev: 10/18) 


The College is required by Idaho Code to pay PERSI a percentage of an employee's payroll.  This 
provides a benefit to qualified retiring employees (PERSI and ORP), whereby an amount equivalent to 
one-half the dollar value of accumulated sick leave at time of retirement (up to a total of 600 hours’ 
maximum at current hourly rate upon retirement) would be credited to an account with PERSI and used to 
pay health insurance premiums for the retired employee enrolled in the retiree health plan or Medicare 
supplement.  See the Payroll Manager or Benefits Coordinator for more information. 


4.09 TAX DEFERRED RETIREMENT SAVINGS 


CSI provides pre-tax payroll deduction for employees who participate in certain Tax Sheltered Annuity 
(403B) Plans or Deferred Compensation (457) Plans. 
 
For a listing of plans available, or to arrange payroll deduction, see the Payroll Manager. 


4.10 EMPLOYEE ASSISTANCE PROGRAM (Rev: 10/18) 







The Employee Assistance Program (EAP) is a short-term counseling and legal referral service provided to 
all employees who are currently receiving benefits. This program addresses personal, relationship, work, 
legal and financial issues. 
 
We encourage any employee currently receiving benefits, or their family member, to take it upon 
themselves to seek assistance.  All communications and information received by the counselors of the 
program will be kept strictly confidential.  More information about this service can be found on the HR 
Benefits site or by contacting the Benefits Coordinator.  


4.11 TUITION-FREE CLASSES (Rev: 10/18) 


Full-time regular employees and their spouses and children are eligible to enroll in credit classes at CSI 
and submit an exemption form for charges associated with credits (commonly thought of as tuition); 
however, they are still responsible for any special fees associated with these courses and the cost of any 
books and supplies. Exemption forms do not apply to Non-Credit or Community Education 
courses. Employees, their spouses and children are responsible for logging into MyCSI and confirming 
that their exemption has been applied toward their account balance. They are also responsible for paying 
any special course, lab or activity fees by the applicable due date. This benefit and its requirements also 
extend to Retirees and their spouses. Children of Retirees may register for credit classes and apply for 
the exemption as long as the child meets the following criteria: 


• Under age 19 at the end of the year or 
• A full-time student under age 24 at the end of the year for at least five (5) months of the year or 
• Permanently and completely disabled at any time of the year 


To avoid late fees and being dropped for no payment; submit the completed exemption form to the 
Business Office at the same time as enrollment. Employees need to check their MyCSI account to 
confirm exemption processing and check for outstanding balances. Contact the Business Office if the 
exemption has not been applied. Eligible employees, their spouses and children are subject to all 
applicable due dates and late fees, as well as being dropped for no payment or non-attendance. No 
exceptions are made for employees, their spouses or children.   


4.12 REDUCED FEE/RECIPROCAL AGREEMENT COURSES (Rev: 10/18) 


Full-time regular employees may be able to register for courses at some Idaho post-secondary institutions 
using a reciprocal agreement negotiated with the College of Southern Idaho. There will be a nominal 
registration fee, plus a fee per credit hour to the employee. Special course fees may also be charged. 
 
To qualify for the benefit, the employee must complete a reciprocal agreement form. The supervisor and 
HR Department must sign this form. It is the employee's responsibility to submit the reciprocal agreement 
to their attending institution and to know what benefit that institution allows. 


4.13 PRESIDENT EMERITUS DESIGNATION (Rev: 5/17) 


The Board of Trustees may choose to grant President Emeritus/Emerita status to a retiring president. 
President Emeritus/Emerita status should be reserved to honor, in retirement, a president who has made 
distinguished professional contributions to the College of Southern Idaho and who has served a 
significant portion of his/her career at the institution. The intent of conferring President Emeritus/Emerita 
status is to bestow an honorary title in recognition of successful tenure in the presidential role. 
Appointment Procedure 
 
The College administration will forward a recommendation to the Board of Trustees to ask that this 
honorary title be conferred upon a president that is retiring or has retired from the institution. 







Rights, Privileges and Responsibilities 
 
A retired president granted emeritus/emerita status may, in addition to the benefits and privileges of all 
retired faculty and staff members: 


• Be listed in the College catalog with emeritus/emerita status. 
• Be awarded a certificate of emeritus/emerita status at the time of retirement or when appropriate. 
• Participate at his/her discretion in alumni and commencement activities as well as those of the CSI 


Foundation. 
• Be granted other privileges as deemed appropriate by the Board of Trustees. 
• When requested by administration, President Emeriti may serve in advisory capacities. 


4.14 RETIREMENT ELIGIBILITY AND BENEFITS POLICY (Rev: 10/18) 


To be eligible for retirement benefits at the College of Southern Idaho you must be a benefited employee, 
be a minimum of 55 years of age, and have worked full-time ten consecutive years at the time of 
retirement. Nine, ten and eleven month benefited employees will count as having completed a full year of 
employment. Years of part-time service does not count. 
The following benefits are set forth for CSI retired employees of the College of Southern Idaho: 


1. To participate in the CSI Early Retiree Health Insurance Plan, you must meet the requirements listed 
above, not be Medicare eligible. 


2. The retired employee and spouse may take credit classes at the current employee exemption rate in 
effect when the classes are to be taken. For children, please see Tuition-Free Classes. 


3. The retired employee will receive a clock or customary CSI retirement gift at the time of retirement. 
4. The retired employee will receive a Lifetime Pass that will allow them to attend selected CSI events at 


reduced prices. 
5. Events with special pricing for retired employees are CSI regular athletic events (not conference 


tournaments), student plays and musical performances, Arts on Tour, Herrett Center events, Library 
cards and access to the Student Recreation Center. Discount prices do not apply to non-CSI events 
held on campus. 


Retirement benefits are subject to change and will be applied based upon the Lifetime Pass Benefits in 
effect at the time the benefit is to be used. A list of the current retirement benefits may be found online. 
Faculty Emeritus Retirement Benefits are detailed in the Faculty Handbook. 
 
Any deviation or change to this policy must be approved by the President or his designee. 
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5. LEAVE 
 
 


5.01 STAFF ANNUAL (VACATION) LEAVE (Rev: 1/19) 


Regular full-time twelve-month employees may earn annual (vacation) leave. The annual leave 
for twelve-month benefited employees who work less than 37.5 hours per week will be pro-
rated. 
 
The earning rate is governed by the length of time the employee has been employed by the 
College (to a maximum of twenty days for non-exempt employees and 25 days for exempt 
employees). The first year of base rate will be established by the administration of the College 
at the time of employment. Full-time non-exempt employees (staff) accrue vacation leave at a 
rate of 10 days per year; full-time exempt employees who are not faculty (executive, 
administrative, and professional) accrue vacation at a rate of 15 days per year. Starting the sixth 
year of employment, vacation accrual increases one day each year for the next succeeding ten 
years and will then remain constant unless determined otherwise by the administration. The 
date the employee begins work determines the start of earning. On December 31 of each 
calendar year, any vacation leave balance over 240 hours of individual employees will be 
forfeited and written off the accrual.  
 
Except in emergency situations, use of annual leave must be scheduled well in advance of the 
time desired in order to permit the minimum of disruption in the work routine of the department 
and must be approved by the immediate supervisor of the employee. It is the responsibility of 
the person taking leave to initiate the reporting procedure by completing and submitting a 
request for use of vacation leave form. Compensatory time earned and/or accrued must be 
utilized before vacation time can be used. Employees may elect to charge time off work due to 
illness to accrued vacation leave rather than to accrued sick leave. However, in the event an 
employee is ill and has no accrued sick leave, other accrued leave balances, including vacation 
leave, must be used prior to the employee receiving leave without pay. 
 
Use of vacation time is reported in hours.  An employee working a 7.5-hour day would report a 
full day off as 7.5 hours.  An employee working an 8-hour day would report a full day off as 8 
hours.  All faculty should report 8 hours on their leave slips if they are gone a full day.  An 
employee's CSI employee number must also be noted on the leave slip rather than the Social 
Security number formerly required.  This number appears in the upper left-hand of each 
paycheck stub. 
 
Unused vacation time and compensation time will be compensated the month following 
termination or retirement of an employee of the College of Southern Idaho. 
When the President grants administrative leave with pay such as an early closure prior to a 
holiday, a person may not use such administrative leave instead of scheduled vacation time 
off.  If a non-exempt employee is required to work when the College is given administrative 
leave with pay, compensatory time is earned. 
 
If an employee on approved vacation leave becomes ill, sick leave cannot be substituted. 
Employee may substitute sick leave if they provide a doctor's note. 
 







See also 5.03 Sick Leave with regard to reinstated employees and seniority on accrual for 
vacation. 


5.02 PERSONAL LEAVE (Added: 6/17) 


Personal leave for reasons of personal convenience may be granted to faculty and staff that do 
not earn vacation leave upon approval of the supervisor for up to three days per academic year. 
The employee must notify his/her supervisor in advance of the proposed days away, and 
arrangements must be made for the coverage of missed classes if the employee is faculty. 
 
An extended personal leave for reasons other than personal convenience may be granted upon 
approval of the President, provided that no compensation is paid during such leave, except as 
noted in other sections of the leave policy. All extended personal leaves in excess of 30 work 
days must be approved by the Board of Trustees. Re-employment rights to the same position 
are protected. Such leave shall not exceed one year in duration. 


5.03 SICK LEAVE (Rev: 1/19) 


Sick leave is an insurance against loss of pay because of illness or accidents. Sick leave is 
earned by regular full-time employees of the College at the rate of eight hours per contracted 
months worked. Sick leave for eligible employees working less than 40 hours per week will be 
pro-rated. 
 
Sick leave may only be used in cases of the employee's actual illness or disability or other 
health reasons necessitating the employee's absence from work or Employee Assistance 
Program (EAP) appointments. In addition, an employee may also use sick leave when needed 
to attend to a family member's medical appointments, serious illness, disability, or death and 
funeral in the family. Eligibility to use sick leave includes self, spouse, child, foster child, parent, 
brother, sister, grandparent, grandchild, or the same relation by marriage or legal guardian. Sick 
leave is not intended to be used indiscriminately, nor is it to be used in lieu of vacation leave. 
Consistent with the Family Medical Leave Act, the employee may be asked for medical 
certification. 
 
Sick leave absences must be submitted to supervisors on a Request for Use of Leave slip and 
then forwarded to the Human Resources Office for posting. Accumulated sick leave is posted on 
your check or direct deposit stub. Accumulated sick leave can be accessed online at your 
MyCSI account. 
 
Sick leave cannot be used in lieu of vacation leave. If an employee exhausts accrued sick leave, 
the employee must use other accrued leave balances prior to the employee receiving leave 
without pay. 
 
As of July 1, 2016, Statute 67-5333A allows an employee to transfer all accrued unused sick 
leave from a public education entity to a state educational agency (or vice versa) provided the 
employee commences employment at the new employer immediately following termination from 
the old employer. 
 
Reinstated Leave:  Employees rehired as of 1/1/14 to a full-time position within 3 years of 
termination and possessing 5 years of previous service will have their sick leave balance 
reinstated. Employees rehired into a full- time position within 6 months of termination from a 
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prior full-time position will keep their seniority on accrual for vacation. If rehired after 6 month of 
termination, vacation accrual earnings will start at the same rate as a new hire. 
 
There is no limitation on sick leave accrual. Accrued sick leave is not payable upon termination 
of employment. For information regarding converting accumulated sick leave at retirement to 
cover health insurance premiums, see 4.08 Retirement System & Sick Leave. 


5.04 FAMILY & MEDICAL LEAVE (FMLA) (Rev: 12/12) 


General Information 
 
The Family and Medical Leave Act (FMLA) is a federal law which entitles eligible employees to 
unpaid, job protected leave, under qualifying circumstances, as follows: (1) for a qualifying 
health condition of the employee or a family member; (2) for the birth or adoption of a child; and 
(3) for specific purposes to family members of qualifying military service members. 
 
To qualify for FMLA leave, the employee must meet eligibility criteria, must submit a written 
request, and upon return to work must provide a medical release (as requested). 
 
In the event an employee does not request FMLA leave for time off work for a qualifying health 
condition, CSI will designate the employee’s absence as FMLA leave (as requested). 
 
The College of Southern Idaho must notify employees of their rights under the FMLA. To meet 
this requirement, CSI must post in a prominent place in the workplace the Family and Medical 
Leave Act Poster. In addition, CSI must either: (1) include the information contained in the 
Family and Medical Leave Act Poster in its employee handbook; or (2) provide a copy of the 
information contained in the Family and Medical Leave Act Poster to each new hire. 
 
This policy is not intended to be all-inclusive. The exceptions and unique situations regarding 
FMLA benefits are too numerous and complex to address in a single policy. Consultation with 
Human Resources is strongly encouraged. 
 
Employee Eligibility 
 
An employee must meet the following criteria to be eligible for FMLA leave: 
 
1.The employee must have been employed with CSI for at least twelve months. The twelve 
months do not have to be continuous employment. If an employee has a break in service of 
more than seven (7) years, time worked prior to rehire/reinstatement following that break in 
service does not count towards the twelve-month eligibility requirement (unless the break in 
service was due to the employee’s National Guard or Reserve military service obligations). 
Employees who were on the payroll for any part of a week (even just one day) will be credited 
with a full week toward their total. 
 
2. The employee must have worked at least 1,250 hours during the twelve-month period 
immediately preceding the leave. These 1,250 hours must be hours worked, and do not include 
paid vacation or sick time, nor periods of unpaid leave during which other benefits (i.e. a group 
health plan or worker’s compensation) continued to be provided by CSI. 
 
Quantity of and Allowable Purposes for FMLA Leave 
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FMLA provides leave to employees for the following six circumstances: 
 
1. Birth of a child. 


• FMLA leave to care for or assist in the care of a newborn is available to all employees (male 
and female) as long as they are the parents or legal guardians of the child. 


• An expectant mother may take FMLA leave if her pregnancy makes her unable to work 
before the birth of the baby. Under the FMLA, pregnancy and pre-natal care involve 
continuing treatment by a health care provider, and therefore qualify as a serious health 
condition. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


2. Adoption of a child or placement of a child in foster care. 


• FMLA leave may be taken for events incident to the placement of a son or daughter with the 
employee for adoption or foster care. This includes, but is not limited to, pre-placement 
counseling sessions, court appearances, attorney consultations, and care for the adopted or 
foster child. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


Limitation: An employee’s right to take leave for birth and care of a newborn, or for placement of 
a child for adoption or foster care, must conclude within twelve months of the birth or placement. 
 
3. To care for a qualifying family member with a serious health condition. 


• Family members who qualify are limited to the employee’s spouse, the employee’s children 
under 18 years of age, the employee’s children incapable of self-care due to a mental or 
physical disability regardless of age, and the employee’s parents with a serious health 
condition. Care for siblings or in-laws with a serious health condition are ineligible for this 
provision of FMLA. 


• If an employee requests FMLA leave to care for a qualifying family member, CSI may 
require a doctor’s letter stating the need for support or care for the family member’s illness, 
as well as its expected duration. 


• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 
• 4. Due to the employee’s own serious health condition. 
• Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 


5. To attend to a Qualifying Exigency (QE) arising out of the fact that the employee’s spouse, 
parent, son, or daughter is a service member who is “on active duty (or notified of an impending 
call or order to active duty) in support of a contingency operation.” QE leave is available to 
family members of active duty Regular Armed Forces, National Guard and Reserve service 
members. Activities considered to be a Qualifying Exigency may include: 


• Short-notice deployment; 
• Military events and related activities (in advance of and during deployment); 
• Childcare and school activities; 
• Financial and legal arrangements; 
• Counseling; 
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• Rest and recuperation; 
• Post deployment activities; and 
• Additional activities agreed upon between CSI and the employee. 


Full-time employees are allowed up to twelve weeks of unpaid, job protected leave. 
Agencies may require eligibility verification regarding the QE, including: DOL form WH-384; the 
service member’s orders; and confirmation from third parties (such as a teacher). 
6. To care for a qualifying family member who incurred a serious injury or illness in the line of 
duty while on active duty in the Armed Forces. 


• Family members who qualify are limited to covered service member’s spouse, parent, child, 
or next of kin. Next of kin refers to the nearest blood relative of the individual, other than the 
service members spouse, parent, or child, in the following order of priority: (1) individuals 
designated in writing by the service member as next of kin for purposes of this provision of 
the FMLA; (2) blood relatives who have been granted legal custody of the service member 
by statute or court authority; (3) siblings of the service member; (4) grandparents of the 
service member; (5) aunts and uncles of the service member; (6) first cousins of the service 
member. 


• Covered service members include current members of the Armed Forces (Including 
members of the National Guard or Reserves) or veterans (who were members during the 5 
years preceding their injury or illness); who are undergoing medical treatment, recuperation, 
or therapy; are otherwise in outpatient status, or are otherwise on the temporary disability 
retired list for a serious injury or illness. 


• Full-time and part-time employees are allowed up to 26 weeks of unpaid, job protected 
leave during a single12-month period at any time during the five years preceding the date of 
treatment, recuperation, or therapy. 


• If an employee’s leave qualifies as both military FMLA and non-military FMLA leave, FMLA 
military leave shall be designated first. 


• Total FMLA leave allowed during the 12-month period is 26 weeks (For example, an 
employee may not, in the same 12-month period, take 26 weeks of military FMLA leave per 
this circumstance and also take 6 weeks of FMLA leave due to circumstances 1-5 described 
above.) 


Definition of “Serious Health Condition” 
 
A “Serious Health Condition” means an illness, injury, impairment, or physical or mental 
condition that involves one of the following: 


1. Hospital Care. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 
medical care facility, including any period of incapacity or subsequent treatment related to or 
resulting from such inpatient care. 
• Incapacity Plus Treatment is a period of incapacity of more than three consecutive 


calendar days that also involves in-person treatment by a health care provider. 
Incapacity, for purposes of FMLA, is defined to mean inability to perform one or more of 
the functions of one’s job, attend school, or perform other regular daily activities due to 
the serious health condition, treatment for that condition, or recovery from that condition. 


• On at least two occasions that occur within thirty days of the first day of incapacity 
(unless extenuating circumstances exist) with the initial visit occurring within seven days 
of the first day of incapacity; or 
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• Within seven days of the first day of incapacity and resulting in a regimen of continuing 
treatment under the supervision of the health care provider. Continuing treatment is 
further defined as either (1) Treatment two or more times by a healthcare provider; or (2) 
Treatment by a health care provider on at least one occasion that results in a regimen of 
continuing treatment. A regimen of continuing treatment includes, for example, a source 
of prescription medication (e.g., an antibiotic) or therapy requiring special equipment to 
resolve or alleviate the health condition. A regimen of treatment does not include the 
taking of over-the-counter medications such as aspirin, antihistamines, or salves; or bed-
rest, drinking fluids, exercise, and other similar activities that can be initiated without a 
visit to a health care provider. 


2. Pregnancy (includes prenatal care and any period of incapacity due to pregnancy or 
recovery from childbirth). 


3. Chronic Conditions Requiring Treatments. A chronic condition is a condition that: (1) 
requires periodic visits (minimum two visits per year) for treatment by a health care provider, 
or by a nurse or physician’s assistant under a health care provider’s direct supervision; (2) 
continues over an extended period of time (including recurring episodes of a single 
underlying condition); and (3) may cause episodic rather than a continued period of 
incapacity (e.g. asthma, diabetes, epilepsy, etc.). 


4. Permanent/Long-term Conditions Requiring Supervision. This is defined as a period of 
incapacity which is permanent or long-term due to a condition for which treatment may not 
be effective. The employee or family member must be under the continuing supervision of, 
but need not be receiving active treatment by, a health care provider (e.g., Alzheimer’s 
disease, a severe stroke, or the terminal stages of a disease, etc.). 


5. Multiple Treatments (Non-Chronic Conditions). This section encompasses absences to 
receive multiple treatments by a health care provider, or by a provider of health care 
services under orders of, or on referral by a health care provider, for restorative surgery or 
for a condition which would likely result in a period of incapacity if not treated, such as 
cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), and kidney 
disease (dialysis). 


Types of FMLA Leave 
 
There are two types of FMLA leave: continuous and intermittent/reduced work schedule. 
 
Continuous FMLA Leave. An employee, who is off work entirely for a single qualifying reason, is 
on continuous FMLA leave. 
 
Intermittent FMLA Leave. Intermittent FMLA leave (or a reduced work schedule) is leave taken 
in separate blocks of time, interspersed with periods of work, due to a single qualifying reason. 
For example, an employee may request intermittent FMLA leave or a reduced work schedule 
for: transporting a family member to a medical care facility, filling in for primary caregivers, 
making arrangements for changes in care, periodic medical treatments, or episodic chronic 
illnesses/treatment (i.e.: chemotherapy treatment). 
 
Employees requesting intermittent leave or reduced work hours should schedule their leave so 
as to disrupt the College’s operations as little as possible. Employees should, when possible, 
submit a schedule disclosing their planned leave. Anticipated leave which was not actually 
taken will not be counted against the employee’s FMLA hours. 
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Employees on intermittent leave may be temporarily transferred to another similar position, if the 
transfer helps to accommodate the employee’s intermittent leave, until the need for intermittent 
leave no longer exists. 
 
Intermittent leave related to birth, adoption, or foster care is only available with employer 
(Appointing Authority) approval. In approving or denying the employee’s request for intermittent 
FMLA leave, the Appointing Authority should consider the business needs of the College. The 
College has the right to require the employee to temporarily transfer to another equivalent 
position while on intermittent leave to least disrupt business. 
 
In cases where intermittent or reduced work schedule FMLA leave is for birth, adoption, or 
foster care, use of intermittent FMLA leave cannot exceed a period of six (6) months regardless 
of the number of FMLA hours used. 
 
Calculating Eligibility 
 
The College of Idaho uses a rolling 12-month period measured backward from the date an 
employee uses any leave under this policy. Each time an employee takes FMLA leave, the 
amount of leave taken shall be computed and subtracted from the available weeks of leave. The 
balance remaining is the amount the employee is entitled to take at that time. 
 
FMLA and Worker’s Compensation 
 
While an employee is on leave related to a worker’s compensation injury, that employee may 
choose to designate the leave as FMLA leave. 
 
FMLA Procedures 
 
1. Notification and Request. In some, but not all instances, the need for FMLA leave is 
foreseeable. 
 
Advance Notification Required. When the employee knows in advance of the need to take 
FMLA leave, the employee must give the College 30 days’ notice prior to taking such leave. 
Notice shall include the anticipated start date of the FMLA leave, and the expected duration of 
the leave. Employees are to use the “FMLA Leave Request” form for this purpose. The 
supervisor must notify HR as soon as he/she is made aware of the pending leave. 
 
Impromptu Leave. In situations where advance notification is not practicable, the employee shall 
notify the College as soon as feasible. “As soon as feasible” would ordinarily mean the 
employee provides verbal notification to the College within one business day of the employee 
knowing of the need for FMLA leave.  The supervisor will notify HR after the employee has been 
on leave for three days. 
 
If the employee is unable to complete the “FMLA Leave Request” form to request unforeseen 
FMLA leave, HR shall complete the form on the employee’s behalf. If an employee is unable to 
provide notice, an employee’s friend or family member, acting on the employee’s behalf, may 
notify CSI of the employee’s need to take FMLA leave. In such situations, HR shall complete the 
“FMLA Leave Request” form on the employee’s behalf. 
 
2. Medical Certification. 
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When an employee requests FMLA leave for their own medical condition or to care for family 
members, CSI may require the employee to furnish a doctor’s statement certifying the medical 
information necessary to determine the employee’s eligibility for FMLA leave at the time such 
leave is requested. 
 
To expedite the processing of the leave request, employees are encouraged to furnish the 
physician’s statement with their completed “FMLA Leave Request” form. Ultimately, the 
employee must return the completed medical documentation within 15 days from the date of the 
leave request, unless a request for extension was received and approved. If an employee fails 
to provide medical documentation, FMLA leave may be denied. 
 
In situations where FMLA leave was unforeseen, CSI shall request certification within two 
business days after the leave commences. The employee then must provide the medical 
certification within 15 days of receipt of CSI’s request. 
 
In cases where medical certification is required, the certification must be complete and 
sufficient. If the College finds that the medical certification provided by the employee is 
incomplete (one or more of the applicable entries have not been completed) or insufficient (the 
information provided is vague, ambiguous, or inconclusive), the College shall notify the 
employee in writing of the additional information needed to make the certification complete and 
sufficient. The employee shall have seven (7) days (unless not practicable despite the 
employee’s diligent efforts) to cure the deficiencies. Failure by the employee to do so may result 
in denial of FMLA leave. 
 
To determine the extent of an employee’s serious health condition, if the first medical 
certification appears to lack validity, CSI may request a second opinion. If the second opinion is 
different from the first opinion, CSI may request a third medical opinion. The third opinion will be 
binding. If CSI requests second and third opinions, they will be paid for by CSI. 
 
3. Eligibility Determination and Response. 
 
CSI is required to provide the employee with an Eligibility Notice and with a Designation Notice 
once FMLA leave is requested. These Notices may be combined into one Notice. 
a. [Eligibility Notice] Within five (5) days of the employee requesting leave or the College 
learning an employee’s leave may be FMLA eligible, CSI shall notify the employee in writing 
whether the employee is eligible for FMLA leave, pursuant to Employee Eligibility of this policy 
(and if not, why the employee is ineligible). In conjunction with the Eligibility Notice, CSI shall 
also provide the employee with written notification of the employee’s rights and responsibilities 
under the FMLA, including the information contained in the “Notice of Eligibility and Rights & 
Responsibilities” form. This notification can be accessed at http://www.dol.gov/whd/forms/WH-
381.pdf and shall include: 


• Whether medical certification is required, and the consequences for failure to provide 
such medical certification; 


• Whether certification to verify a Qualifying Exigency is required, and the consequences 
for failure to provide such certification; and 


• Whether a “fitness for duty” certification is required for the employee to return to work, 
and the consequences for failure to provide such a certification. 


b. [Designation Notice] Within five (5) days of receiving enough information to determine that an 
employee’s leave is FMLA eligible, CSI shall provide written, official confirmation of the 
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designation of the employee’s leave as FMLA leave and the parameters (i.e., expectations, 
obligations, and consequences for failure to meet the same) of the FMLA leave, using the 
“Response to FMLA Request” memorandum. If a “fitness for duty” certification specifically 
addressing the issue of whether the employee can meet the essential functions of his or her job 
will be required for the employee to return to work, CSI must provide a list of the essential job 
functions no later than the date of the Designation Notice. In such a case, the Designation 
Notice must specifically inform the employee that the certification must address the employee’s 
ability to perform those essential job functions. 


4. Completion of Leave. An employee who is returning from FMLA leave may be required to 
provide a “Fitness for Duty” certification from their medical practitioner, if, due to the nature of 
the health condition and the job: 


• Light duty work or other accommodation is requested; or 
• The College, having a reasonable basis in fact to do so, requires assurance that returning to 


work would not create a significant risk of substantial harm to the employee or others. 


Note that, if a “Fitness for Duty” certification will be required upon return to work, the employee 
must be notified of that requirement in advance writing, on the “Response to FMLA Request” 
memorandum. If CSI wishes the “Fitness for Duty” certification to address the employee’s ability 
to meet essential job functions, CSI must provide the employee with a list of the essential job 
functions in conjunction with the Designation Notice. 
 
Benefits and Employee Rights 
 
While on FMLA leave, the employee’s health, vision, and dental benefits will remain unchanged. 
Thus, the employee will remain responsible for their share of the monthly health and dental 
premiums. If the employee is using sick, vacation or compensatory leave balances to receive a 
full or partial paycheck while on FMLA leave, the employee’s portion of health and dental 
insurance premiums will be deducted as usual. However, if the employee is not receiving a 
sufficient paycheck, he or she must arrange to pay the employee’s portion of health and dental 
insurance premiums. If the employee does not return to work after FMLA leave for reasons 
beyond their medical condition, CSI can require the employee to reimburse the College’s share 
of the premiums paid during the employee’s FMLA absence. 
 
An employee’s use of FMLA leave cannot result in the loss of any employment benefits that the 
employee earned or to which he or she was entitled before using FMLA leave. 
Use of FMLA leave cannot be counted against the employee for any disciplinary action 
regarding attendance. 
 
Upon return from FMLA leave, employees are entitled to be restored to the position they held 
prior to the FMLA leave, or to be restored in a substantially equivalent position with substantially 
equivalent benefits, pay, and other terms and conditions of employment. 


5.05 MILITARY FAMILY MEDICAL LEAVE (Added: 7/08) 


On January 28, President Bush signed into law the National Defense Authorization Act for FY 
2008 (NDAA), Public Law 110-181. Section 585(a) of the NDAA amended the FMLA to provide 
eligible employees working for covered employers two important new leave rights related to 
military service 
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New Qualifying Reason for Leave 
 
Eligible employees are entitled to up to 12 weeks of leave because of “any qualifying exigency” 
arising out of the fact that the spouse, son, daughter, or parent of the employee is on active 
duty, or has been notified of an impending call to active duty status, in support of a contingency 
operation.  By the terms of the statute, this provision requires the Secretary of Labor to issue 
regulations defining “any qualifying exigency.”  In the interim, employers are encouraged to 
provide this type of leave to qualifying employees. 
 
New Leave Entitlement 
 
An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered 
service member who is recovering from a serious illness or injury sustained in the line of duty on 
active duty is entitled to up to 26 weeks of leave in a single 12-month period to care for the 
service member.  This provision became effective immediately upon enactment. This military 
caregiver leave is available during “a single 12-month period” during which an eligible employee 
is entitled to a combined total of 26 weeks of all types of FMLA leave. 
 
Additional information on the amendments and a version of Title I of the FMLA with the new 
statutory language incorporated are available on the FMLA amendments Web site 
at http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm. 


5.06 NON-QUALIFYING FMLA LEAVE (Rev: 4/19) 


For employees who do not qualify for FMLA, CSI allows employees to take up to 6 weeks of 
unpaid job-protected leave which cannot be used intermittently or to extend FMLA leave. At the 
end of the approved leave, employees must return to their full-time position or employment may 
be terminated. 


5.07 DISABILITY LEAVE (Rev: 12/17) 


In the event of a sustained illness or disability, short-term disability insurance is available 
following a 30-day waiting period.  Long-term disability is available after short-term disability 
ends. 


5.08 MATERNITY/PATERNITY LEAVE (Rev: 101/8) 


Maternity/paternity leave follows FMLA regulations for employees who qualify. Please refer to 
the Family Medical Leave Act (above). 


5.09 MEDICAL APPOINTMENTS (Rev: 1/06) 


Sick leave, compensatory time, or vacation may be used for medical appointments. 


5.10 FUNERAL LEAVE (Rev: 2/00) 


Your sick leave, compensatory time, or vacation leave benefit are available for use when 
requesting funeral leave.  See your supervisor to make arrangements. 



http://www.dol.gov/esa/whd/fmla/NDAA_fmla.htm

http://hr.csi.edu/handbook/leave5.htm#BM3_16_03__FAMILY_LEAVE





5.11 PROFESSIONAL LEAVE AND RELEASE TIME (Rev: 10/18) 


The College strongly encourages all employees to maximize their educational opportunities and 
will fully support employees in their educational pursuits. 
 
Leave with pay may be allowed to employees to attend conferences and professional meetings, 
provided arrangements are approved by the supervisor in advance.  Travel expenses and per 
diem allowances may or may not be provided.  All allowances for travel and per diem must be 
approved in advance by your supervisor. 
 
Based upon the needs of both the College, staff may wish to enroll in or be employed to teach 
courses for which they possess the necessary skills and qualifications. Staff must recognize that 
the operational needs of their work areas must take precedence over release time for classes. 
The following guidelines have been set concerning educational and instructional release time for 
staff: 


• Staff should make every attempt to schedule classes during hours they are not working. 
• Staff must request permission from their supervisors to vary their schedules in order to take 


classes. 
• The Memo of Understanding form must be completed if pursuing instructional duties and a 


copy of that form provided to the HR Office 
• Time away from scheduled work hours due to classes must be taken as compensation time, 


vacation leave, or made up during the regular work week. 
• Classes that directly benefit the employee in performing their current duties may be taken 


during regular working hours as part of their job.  In this instance, the department, with the 
supervisor’s discretion, may pay for fees associated with CSI classes. 


These guidelines are intended to provide consistency campus wide and to insure all staff are 
treated equally concerning release time. 


5.12 SABBATICAL LEAVE (Rev: 12/04; 7/07) 


Sabbatical leave of absence is a privilege available to qualified members of the faculty for 
intellectual refreshment and professional growth, which is normally obtained by study, research, 
travel, work experience, or other creative activity. The objective of a sabbatical leave is to 
enhance the service of the applicant to the College and to increase the distinction of the 
College. 
 
It is expected that each individual requesting sabbatical leave for the following year will submit a 
written application to the President by December 1. It is suggested that this report be planned in 
consultation with the President. The application should be accompanied by a statement 
detailing goals, objectives and a program of study which the applicant proposes to follow while 
on leave. Upon completion of the sabbatical, each employee will submit to the President a 
written report on the completion of his or her stated goals and objectives. When formal college 
credit has been earned during the leave, an official transcript will also be required. 
 
If an application is denied for lack of a suitable plan, the applicant will be given an opportunity to 
improve the plan and resubmit an application within a period of two weeks from the date of 
notification. An applicant will be notified by February 1 of his/her sabbatical status. A list of 







sabbatical alternates will be established each year in the event of a change of plans for 
individuals awarded a sabbatical. 
 
An applicant for sabbatical must have rendered services at the College of Southern Idaho for a 
minimum of six consecutive years immediately preceding the sabbatical leave. A leave of 
absence, except for a sabbatical leave, does not count as a break in the continuity of service for 
purposes of sabbatical leave consideration. However, any such absence shall not be included 
as service with respect to the six-year requirement. 
 
A sabbatical leave may be granted for a period of one full academic year, one full semester, or 
for one or two summer periods. Compensation for a one-year sabbatical leave shall be no less 
than 50 percent of the contract salary for the previous academic year. Compensation for only a 
one-semester sabbatical leave shall be the amount of the semester contract for the previous 
academic year. A summer sabbatical shall be for two-ninths of an academic year 
salary. Sabbatical leave shall be considered as regular service to the district for the purpose of 
salary. Employees on sabbatical leave shall not accept full-time positions for pay. If other grants 
or awards are received during the year as salary or compensation, the combination of 
sabbatical pay and other grants shall not exceed the applicant's annual contracted salary. 
The method of payment will be in the same manner as if the employee were teaching in the 
district. The employee must render two full years of service to the institution immediately 
following his/her return from sabbatical leave unless waived by the College. Failure to perform 
will result in a payment to the district by the employee for the sum received proportionate to the 
time of failure to meet the obligation of teaching in the two-year period. 
 
The maximum number of sabbatical leaves granted in any one year will not exceed 2 percent of 
the full-time faculty. The exact number will be determined by budgetary considerations and is 
based on the salary of the individual at the time of the application. The President, Executive 
Vice President/Chief Academic Officer, and appropriate Instructional Dean (with approval of the 
Board) shall choose from the applicants based on the following criteria: 
 


• Proposed work or study is concerned with a program that will directly benefit the College 
and its students. 


• Proposed work or study will result in the professional improvement of the College staff 
member. 


• The length of service of the applicant is a minimum of six consecutive years immediately 
preceding the requested sabbatical leave. 


5.13 ADMINISTRATIVE LEAVE (Rev: 1/14) 


Leave from duty for reasons other than those outlined in other leave categories may be granted 
to an employee upon approval of the President.  All leave in excess of 30 working days must be 
approved by the Board of Trustees. Such leave shall not exceed one year in duration. 


5.14 MILITARY AND JURY DUTY LEAVE (Rev: 2/00) 


Please refer to 3.14.05 Military and Jury Duty Pay. 


5.15 WORK-RELATED INJURY OR ILLNESS (Rev: 3/19) 



http://hr.csi.edu/handbook/compensation3.htm#BM3_14_05__GUARD_





In case of a life threatening emergency, an employee should report DIRECTLY to the nearest 
hospital emergency room. 
 
Employee Responsibility 


1. Notify your supervisor immediately of illness, injury or accident. 
2. Notify campus Security at 208-732-6605. 
3. Complete an incident report online. 
4. If immediate medical attention is necessary, go to: 


• St. Luke's Magic Valley Occupational Health from 8 a.m. - 6 p.m., Monday - Friday. 


Medical Plaza 
775 Pole Line Rd. W #101 
Twin Falls, ID 83301 
208-814-8100 


• For areas outside of Twin Falls go to your local Occupational Health Provider 


5. If you need to seek treatment outside normal hours listed above, please go to the 
nearest Emergency Department in your area. 


6. A post-accident drug screen is required for all work-related accidents & injuries. 


If unable to return to work employee MUST: 


1. Maintain contact with his/her supervisor 
2. Fill out leave slips and time loss for Workers Compensation 
3. Provide the Supervisor and HR with a Release/Intent to Return to Work Form completed 


by both employee and Physician 


Supervisor Responsibility 


1. Contact Security at 208-732-6605. 
2. Contact the HR Office at 208-732-6271. 


• If employee is unable to Return to Work or requires accommodations 
• For Pay Status/Continuation of employment 


3. Confirm employee has completed the Workers Compensation First Report of Injury 
Form. 


4. DO NOT allow employee to return to work WITHOUT a Release/Intent to Return to Work 
Form. 


 
 
 







6. OPERATING POLICIES & PROCEDURES 
 
 


6.01 UNLAWFUL DISCRIMINATION, HARASSMENT, HUMAN TRAFFICKING, SEXUAL 
MISCONDUCT POLICY AND COMPLETE COMPLAINT PROCEDURE (Rev: 6/15) 


Purpose  
 
Persons of the College of Southern Idaho community, guests and visitors have the right to be 
free from discrimination, harassment, and sexual misconduct. All persons of the campus 
community are expected to conduct themselves in a manner that does not infringe upon the 
rights of others. 
 
The purpose of this Policy is to: 


• Clearly establish the College’s commitment to provide a campus free from discrimination, 
harassment, and sexual misconduct. 


• Define and set forth the procedures for investigating and resolving complaints of such 
conduct. 


• Reaffirm these principles and provide recourse for those individuals whose rights have been 
violated. 


This policy shall not be construed or applied to restrict academic freedom at the College of 
Southern Idaho, nor shall it be construed to restrict constitutionally protected expression, even 
though such expression may be offensive, unpleasant, or even hateful. 
 
Unlawful conduct which adversely impacts the campus, or has the potential to adversely impact 
the campus, will not be tolerated. 
 
Policy  
 
Discrimination or harassment of an applicant for employment, a student, a member of the 
public, or an employee by any individual on the basis of race, color, religion, national origin, 
gender, age (40 and over), sexual orientation, pregnancy, or disability is in violation of state 
and/or federal law and will not be tolerated by the College of Southern Idaho. 
 
Human trafficking, or sexual exploitation and abuse, as defined in Executive Order section 103 
of the TVPA, 22 U.S.C. 7102(8), will apply to all federal contractors and subcontractors, and 
includes sex trafficking in which a commercial sex act is induced by force, fraud, or coercion, or 
in which the person induced to perform such act has not attained 18 years of age, or the 
recruitment, harboring, transportation, provision, or obtaining of a person for labor or services 
through the use of force, fraud, or coercion, for the purpose of subjection to involuntary 
servitude, peonage, debt bondage, or slavery. Exchange of money, employment, goods, or 
services of sex, including sexual favors or other forms of humiliating, degrading or exploitive 
behavior is prohibited. This includes exchange of assistance that is due to beneficiaries. 
 
Persons found to be participating in any form of unlawful discrimination, harassment, sexual 
misconduct, or retaliation against another person for filing a complaint or cooperating with an 
investigation shall be subject to disciplinary action up to and including termination of 







employment or expulsion from school. 
 
Responsibility 
 
The College: It is the responsibility of the College to develop this Policy, provide training on this 
Policy, keep it up to date, and to ensure that any violation of this Policy brought to its attention is 
dealt with as required by law and according to this Policy.  
 
College Employees: It is the responsibility of each and every employee to know this Policy and 
to follow it. All College employees share the responsibility of understanding and preventing 
unlawful discrimination, harassment, and sexual misconduct and abuse. Supervisors have the 
responsibility to enforce the policy, to see that new employees receive training on the Policy, to 
make a regular review with all employees to ensure they know the Policy and to regularly check 
the workplace to make sure the Policy is being followed.  
 
The College has designated the Director of Human Resources, as the Coordinator for Title VII 
of Education Amendments of 1964, Title IX of the Education Amendments of 1972, and 
Sections 503 & 504 of the Rehabilitation Act of 1973, who will be responsible for following the 
reporting or complaint procedures as set out in this Policy. 
 
Gender-Based Misconduct 
 
Offenses include, but are not limited to: 


• Verbal, Physical, Visual, and Sexual Harassment 
• Non-Consensual Sexual Contact (or attempts to commit same) 
• Non-Consensual Sexual Intercourse (or attempts to commit same) 
• Sexual Exploitation 


Verbal, Physical, Visual, and Sexual Harassment: 
 
Verbal Harassment -- Includes, but is not limited to epithets, derogatory comments, slurs, 
propositioning, or otherwise offensive words or comments on the basis of race, color, religion, 
national origin, sex, age (40 and over) and disability whether made in general, directed to an 
individual, or to a group of people regardless of whether the behavior was intended to harass. 
This includes but is not limited to inappropriate sexually-oriented comments, including dress or 
physical features, sexual rumors, code words, and race-oriented stories, as well as jokes of a 
sexual or discriminatory nature or “kidding” which is oriented towards a prohibited form of 
harassment. 
 
Physical Harassment -- Includes, but is not limited to assault, impeding or blocking movement, 
leering, or the physical interference with normal work, privacy or movement when directed at an 
individual on the basis of race, color, religion, national origin, sex, age (40 and over) and 
disability. This includes pinching, patting, grabbing, inappropriate behavior, or making explicit or 
implied threats or promises in return for submission to physical acts. 
 
Visual Forms of Harassment -- Includes, but is not limited to derogatory, prejudicial, 
stereotypical or otherwise offensive posters, photographs, cartoons, e-mails, notes, bulletins, 
drawings or pictures on the basis of race, color, religion, national origin, sex, age (40 and over) 







and disability. This applies to both posted material and material maintained in or on College 
equipment or personal property in the workplace. 
 
Sexual Harassment --Includes but is not limited to any unwelcome: sexual advances, requests 
for sexual favors, or other verbal or physical conduct of sexual nature, including sexual assault. 
Sexual harassment, including sexual assault, can involve persons of the same or opposite sex. 
Sexual Harassment is defined as: 


• Unwelcome, gender-based verbal or physical conduct that is 
• Sufficiently severe, persistent or pervasive that it 
• Unreasonably interferes with, denies or limits someone’s ability to participate in or 


benefit from the College of Southern Idaho’s educational programs and/or activities, and 
is 


• Based on power differentials (quid pro quo), the creation of a hostile environments, or 
retaliation. 


Types of Sexual Harassment 
 


1. Quid pro quo sexual harassment exists when: 
• There are unwelcome sexual advances, requests for sexual favors or other verbal or 


physical conduct of a sexual nature; and 
• Submission to or rejection of such conduct results in adverse educational or 


employment action. 
2. Hostile Environment includes any situation in which there is harassing conduct that is 


sufficiently severe, pervasive and objectively offensive that it alters the conditions of 
employment or limits, interferes with or denies educational benefits or opportunities, from 
both a subjective (the alleged victim’s) and an objective (reasonable person’s) viewpoint. 


The determination of whether an environment is “hostile” must be based on all of the 
circumstances. These circumstances could include: 


• The frequency of the conduct; 
• The nature and severity of the conduct; 
• Whether the conduct was physically threatening; 
• Whether the conduct was humiliating; 
• The effect of the conduct on the alleged victim’s mental or emotional state; 
• Whether the conduct was directed at more than one person; 
• Whether the conduct arose in the context of other discriminatory conduct; 
• Whether the conduct unreasonably interfered with the alleged victim’s educational or 


work performance; 
• Whether the statement is a mere utterance of an epithet which engenders offense in an 


employee or student, or offends by mere discourtesy or rudeness 
• Whether the speech or conduct deserves the protections of academic freedom or the 1st 


Amendment. 


Non-Consensual Sexual Contact 
 
Non-Consensual Sexual Contact is defined as: 







• Any intentional sexual touching, 
• However slight, 
• With any object, 
• By a man or a woman upon a man or a woman, 
• That is without consent and/or by force 


Non-Consensual Sexual Intercourse 
 
Non-Consensual Sexual Intercourse is defined as: 


• Any sexual intercourse 
• However slight, 
• With any object, 
• By a man or woman upon a man or a woman 
• That is without consent and/or by force. 


Sexual Exploitation 
 
Occurs when a person takes non-consensual or abusive sexual advantage of another for his/her 
own advantage or benefit, or to benefit or advantage anyone other than the one being exploited, 
and that behavior does not otherwise constitute one of other sexual misconduct offenses. 
Sexual Exploitation is defined as: 


• Invasion of sexual privacy; 
• Prostituting another person; 
• Non-consensual photos, video, or audio-taping of sexual activity; 
• Going beyond the boundaries of consent (such as letting your friends hide in the closet 


to watch you having consensual sex); 
• Engaging in voyeurism; 
• Knowingly transmitting an STI or HIV to another person; 
• Exposing one’s genitals in non-consensual circumstances; inducing another to expose 


their genitals; 
• Sexually-based stalking and/or bullying may also be forms of sexual exploitation 


Other Misconduct Offenses (will fall under Title IX when gender-based) 


• Threatening or causing physical harm, extreme verbal abuse, or other conduct which 
threatens or endangers the health or safety of any person; 


• Discrimination, defined as actions that deprive other persons of the community of 
educational or employment access, benefits or opportunities on the basis of gender; 


• Intimidation, defined as implied threats or acts that cause an unreasonable fear of harm 
in another; 


• Hazing, defined as acts likely to cause physical or psychological harm or social 
ostracism to any person within the College of Southern Idaho community, when related 
to the admission, initiation, pledging, joining, or any other group-affiliation activity; 


• Bullying, defined as repeated and/or severe aggressive behavior likely to intimidate or 
intentionally hurt, control or diminish another person, physically or mentally (that is not 
speech or conduct otherwise protected by the 1st Amendment). 


• Violence between those in an intimate relationship to each other; 







• Stalking, defined as repetitive and/or menacing pursuit, following, harassment and/or 
interference with the peace and/or safety of a member of the community; or the safety of 
any of the immediate family of members of the community. 


• Relationship violence is abuse or violence between partners or former partners involving 
one or more of the following elements; battering that causes bodily injury, purposely or 
knowingly causing reasonable apprehension of bodily injury, emotional abuse creating 
apprehension of bodily injury or property damage, or repeated telephonic, electronic, or 
other forms of communication -- anonymously or directly -- made with the intent to 
intimated, terrify, harass, or threaten. 


Additional Applicable Definitions 
Definitions from the Student Handbook 
 
Confidentiality, Privacy and Reporting Policy 
 
Confidentiality will be maintained to the fullest extent possible in accordance with applicable 
federal, state and local law. However, a complete and thorough investigation of the allegations 
will require the investigator to inform witnesses of certain aspects of the report or compliant in 
order to obtain an accurate account of the actions of the parties involved. 
 
To Report Confidentially 
 
When consulting campus resources, all parties should be aware of confidentiality, privacy and 
mandatory reporting in order to make informed choices. On campus, some resources can offer 
you confidentiality, sharing options and advice without any obligation to tell anyone unless you 
want them to. 
 
If one desires that details of the incident be kept confidential, they should speak with on-campus 
mental health counselors or off-campus rape crisis resources, members of the clergy or 
employee assistance program who can maintain confidentiality. Campus counselors are 
available to students free of charge.  
  
If you are unsure of someone’s duties and ability to maintain your privacy, ask them before you 
talk to them. They will be able to tell you, and help you make decisions about who can help you 
best. 
 
Non-Confidential Reporting Options 
 
You are encouraged to speak to officials of the institution to make formal reports of incidents. 
The College of Southern Idaho considers all faculty and staff “responsible employees” with the 
exception of campus counselors. 
 
Notice to anyone in any of these roles is an official notice to the institution. You have the right 
and can expect to have incidents of sexual misconduct to be taken seriously by the institution 
when formally reported, and to have those incidents investigated and properly resolved through 
administrative procedures. Formal reporting means that only people who need to know will be 
told, and information will be shared only as necessary with investigators, witnesses, and the 
accused individual. 
 
To Report 
 



https://www.csi.edu/studentHandbook/nonDiscrimination-definitions.asp





CSI follows the practice of due process; i.e., the right to be heard in his or her own defense to 
provide an equitable method for the administrative resolution of complaints without coercion, 
restraint, or reprisal against any person for filing or for involvement in a complaint, and to 
establish a uniform method of filing a complaint.  
 
If any individual observes unlawful discrimination, he/she should take direct action to report the 
problem. Employees must take action by notifying their administrator or Director of Human 
Resources, who will then take prompt steps to address the allegation. 
 
The following complaint procedure should be followed in order to address a report or complaint 
regarding personnel policies and procedures, practices, working conditions and/or unlawful 
harassment, discrimination, sexual misconduct and abuse, or retaliation: 


• A person who feels unlawfully harassed, discriminated against, sexually exploited and 
abused, or retaliated against should report it to the Director of Human Resources or 
Dean of Students. If any employee becomes aware that unlawful conduct is occurring in 
any College department as a result of an individual coming forward, the employee will 
immediately report it to the appropriate administrator pursuant to this Policy. Once a 
complaint of unlawful harassment, discrimination, sexual misconduct and abuse, or 
retaliation has been made, the complaint cannot be withdrawn by the complainant 
without a determination that it was made erroneously. 


• Promptly upon receiving the complaint, the Director of Human Resources or Dean of 
Students will initiate the investigation to determine whether there is a reasonable basis 
for believing that an alleged violation of this Policy occurred. 


• Investigator will be assigned by either the Director of Human Resources or Dean of 
Students, and will interview the complainant, the respondent, and any relevant witnesses 
to determine whether the unlawful conduct occurred. 


• The investigator will conclude the investigation and submit a report of their findings. 
• If it is determined that conduct in violation of the College’s policy has occurred, the 


Director of Human Resources or Dean of Students will recommend the appropriate 
course of action to be taken by the College.  


• If the investigation is inconclusive or it is determined that there has been no conduct in 
violation of this Policy, but some potentially problematic conduct is revealed, corrective 
action may be taken. 


• After the investigation is concluded, the Director of Human Resources or Dean of 
Students will meet with the complainant and the respondent separately in order to notify 
them of the findings of the investigation. 


• All parties will be informed of the colleges appeal process, and their right to exercise a 
request for appeal. 


Sanctions/Disciplinary Action 
 
If unlawful conduct is determined to have occurred, the action will be commensurate with the 
severity of the offense, up to and including expulsion or termination. The conduct body reserves 
the right to broaden or lessen any range of recommended sanctions/discipline in the case of 
serious mitigating circumstances or egregiously offensive behavior. Neither the initial hearing 
officers nor any appeals body or officer will deviate from the sanctions unless compelling 
justification exists to do so. 
 
Retaliatory Harassment 
 







Retaliatory harassment in any manner against a person for filing a charge or initiating a report or 
compliant, testing in an investigation, providing information or assisting in an investigation, is 
expressly prohibited and subject to disciplinary action. 
 
False Complaints 
 
Any complaint regarding discrimination or harassment, or sexual misconduct and abuse, which 
is conclusively proven to be false, will result in discipline up to expulsion or termination. This 
statement is not intended to discourage individuals from making reports or complaints regarding 
unlawful conduct. However, false complaints adversely impact the campus and the livelihood of 
the accused, even when disproved, and will not be tolerated. 


6.02 AMERICANS WITH DISABILITIES ACT (ADA) (Rev: 10/18) 


The College of Southern Idaho complies with the Americans with Disabilities Act of 1990 and 
the Rehabilitation Act of 1973. The Americans with Disabilities Act (ADA) prohibits 
discrimination against qualified individuals with disabilities in any aspect of employment. The 
Americans with Disabilities Act (ADA) requires that employers provide opportunities for 
selection, testing and hiring of qualified applicants with disabilities. The Director of Human 
Resources serves as the Title II ADA Coordinator. The Director is located at TAB 212 or may be 
reached at 208-732-6267. 
 
The ADA requires reasonable accommodation for a disabled person, unless the 
accommodation would cause an undue hardship. Reasonable accommodations allow an 
otherwise qualified person with a disability to perform essential job functions. Any qualified 
individual employed at the College of Southern Idaho with a disability who needs to have the 
disability reasonably accommodated must complete the procedure as outlined below. 
 
ADA Definitions 
 
Individual with a disability: any person who: (1) has a physical or mental impairment that 
substantially limits one, or more, major life activity, (2) has a record of such an impairment or (3) 
is regarded as having such an impairment. To be protected by the ADA, the individual must be a 
qualified individual with a disability. 
 
Qualified individual with a disability: with respect to employment, a person with disability who, 
with or without reasonable accommodation, can perform the essential functions of the job in 
question. 
 
Essential function: the ADA covers only qualified individuals with disabilities. Determining the 
"essential functions" of a position is critical in evaluating whether or not a person with a disability 
is qualified for the position he or she holds. If an individual with a disability can perform the 
essential job functions, with or without reasonable accommodation, he or she may be 
considered qualified for the position held. EEOC regulations define essential function as "the 
fundamental job duties of the employment position the individual with a disability holds." 
Marginal duties are not included. 
 
Procedure for Requesting Reasonable Accommodation by a Qualified Individual with a 
Disability (Added: 2/2000) 
 







The employee may request the accommodation by obtaining a copy of the request form from 
the Human Resource Department (HR), completing and signing it, and returning it to HR along 
with appropriate medical documentation. 
 
If an employee makes a verbal request for accommodation to a supervisor, or other 
administrator, that individual should refer the employee to the Human Resource Department 
and notify HR of that referral. 
 
When HR receives a signed request form, the Director will convene a meeting of a 
representative from HR, the supervisor/unit head and other administrative personnel as 
appropriate to discuss the request and reasonable accommodation. 
 
The supervisor will provide this committee with a current job description for the position held by 
the qualified employee. 
 
If the individual meets the definition of a qualified individual with a disability, a reasonable 
accommodation plan will be developed. Once it is agreed upon by the requesting employee, the 
supervisor, and HR, the plan will be signed and implemented. All accommodation plans will be 
reviewed after six months unless a shorter period of review is agreed to in the plan. 


6.03 DRUG AND ALCOHOL FREE CAMPUS POLICY AND DRUG AND ALCOHOL TESTING 
POLICY AND PROCEDURES (Rev: 1/06; 12/12) 


Purpose 
 
The College of Southern Idaho recognizes the health risks and costs associated with the use of 
illicit drugs and the abuse of alcohol and is committed to providing a drug-free and alcohol-free 
educational environment which supports the mission of the College. 
 
Statement of Policy 
 
It is the policy of the College of Southern Idaho that the unlawful manufacture, distribution, 
dispensation, possession, use of a controlled substance as listed in Idaho Code Section 37-
2705, intoxicants as defined by Twin Falls City Ordinance 3027, or the use of alcohol by 
students and employees is prohibited in the workplace, on College time, or on College property. 
This prohibition covers any individual's actions that are part of College activities occurring on 
College property or in the conduct of College business away from campus. At any time when an 
employee of the College, on College business, accompanies students away from campus, or is 
in a position to supervise students away from campus, the possession, use or dispensation of a 
controlled substance or the use of alcohol by such employee is strictly prohibited. The 
employee-student policy applies even when the President, or his designee, deems it appropriate 
to permit the presence of alcohol at an off-campus College sponsored event. 
 
It is a condition of employment with the College that employees abide by this policy. All 
employees must sign a CSI Drug and Alcohol Free Workplace Acknowledgement and 
Agreement . Employees who have previously signed the Drug Free Workplace Agreement are 
subject to this policy. New employees will be required to sign the Agreement. A copy of this 
policy and these procedures are available on the CSI web site. Employees may request a hard 
copy from the Human Resource Department. All employees, prospective employees, and 
contract employees are subject to the terms and conditions of these revised policies and 



http://hr.csi.edu/handbook/Form_ADA_Req.pdf

http://hr.csi.edu/handbook/Form_Drug_Free_Ack.doc

http://hr.csi.edu/handbook/Form_Drug_Free_Ack.doc





procedures. If the College of Southern Idaho functions as the fiscal agent and grantee for a 
specific program, that program may have greater, but not lesser, requirements. 
 
Testing Policy 
 
The State of Idaho has codified the procedure under which a political subdivision of the State of 
Idaho may test its employees for drugs and/or alcohol at Title 72, Chapter 17 of the Idaho Code. 
 
The Board of Trustees of the College of Southern Idaho has determined that it is in the best 
interest of the College, its administration, faculty and staff to have a drug and alcohol testing 
policy. The College may require any employee or prospective employee to submit to appropriate 
testing for the presence of drugs or alcohol under circumstances which may include, but not be 
limited to the following: post-accident, reasonable suspicion and return to duty/follow-up. 
 
Employees will not be permitted to work with a detectable level of prohibited drugs in their 
system. The basis for determining "under the influence" and/or "detectable level" is, for the 
purposes of this policy, a positive test result for drugs and/or alcohol. A positive result for 
alcohol shall be .02 alcohol concentration or more. Prohibited drugs include both illegal and 
legal substances, including alcohol or prescription drugs that have not been specifically 
prescribed, or used as prescribed, by a licensed physician for specific treatment purposes of the 
employee at that time. 
 
The policy of the College of Southern Idaho, which may be amended at any time, is as follows: 
Post-accident: 
 
Any employee whose performance either contributed to any accident or injury or cannot be 
completely discounted as a contributing factor to an accident will be tested based upon the 
following conditions: 


1. If the accident caused injuries resulting in medical treatment being provided by a physician 
or his/her designee (other than first-aid). 


2. If the accident resulted in significant property damage. 


Reasonable suspicion: 
 
When trained supervisory personnel determine there is reasonable suspicion to believe an 
employee is under the influence or in possession of any substance prohibited by these 
standards or is otherwise in violation of this policy, the College may: 


1. Require the employee to submit to a drug and/or alcohol test when at least one 
designated/trained employee and the President of the College, or his designee, have 
reasonable suspicion to believe that an employee is under the influence of drugs and/or 
alcohol. These beliefs will be based upon specific physical behavioral or performance 
indicators. 


2. Turn over to appropriate law enforcement agencies any illegal substance found on the 
premises. This may result in criminal prosecution. 


Return to duty/follow-up: 
 
An employee who tests positive for drugs or alcohol may not return to work until such employee 







tests negative. The College of Southern Idaho has the option of disciplinary action up to and 
including termination for a confirmed positive test. When disciplinary action has been chosen as 
an option, the employee may return to duty when the following conditions, which may be at the 
employee's expense, are met: 


1. The employee must have a negative return-to-duty test for drugs and/or alcohol as specified 
in this policy. The sample collection and analysis of the specimen must be conducted at the 
company's designated site. The sample must have been collected no more than 24 hours 
prior to the employee's return to work. 


2. The employee must submit to an evaluation (a copy of which is sent to the employer) by the 
College's designated Substance Abuse Professional/Employee Assistance Program 
identifying: 
• Recommendations for treatment, if any. 
• A signed agreement from the employee stipulating to his/her commitment to the outlined 


plan/recommendations. 
• A plan for follow-up drug/alcohol testing to be completed for a period of time to be 


determined by the substance abuse professional. 


Testing Procedures 


1. Any testing for drugs or alcohol on current employees will be considered work time for 
compensation purposes. Prospective employees shall not be paid for any time spent for 
drug/alcohol testing. The College shall pay all initial costs of drug or alcohol testing pursuant 
to this policy. 


2. An employee does have the right to refuse to be tested. However, refusal to submit to the 
test may be grounds for disciplinary action up to and including termination. 


3. Sample collection, testing and analysis for drugs or alcohol shall be performed by the third 
party administrator and within the guidelines as set forth within a Substance Abuse and 
Mental 
Health Services Administration (SAMHSA) approved lab and Department of Health and 
Human 
Services (DHHS). The third party administrator will assure validity, confidentiality and 
security of samples and test results. Sample selection and testing will conform to the above 
guidelines, including scientifically accepted analytical methods and procedures. 


4. The third party administrator will designate a Medical Review Officer (MRO), or his 
designee, to interpret, evaluate and monitor the drug testing program and results. The MRO 
will be a licensed physician with knowledge of drugs, testing methods and drug abuse 
disorders. 


5. The College of Southern Idaho and/or physician shall determine the drug testing technique 
(e.g., urine sample, breath sample, blood sample, physical examination, sobriety 
examination) to be administered. 


6. All individuals who are required to be tested under the conditions of this policy will report to 
the third party's administrator/College of Southern Idaho's designated collection site and at 
the requested time. 


7. If the test or retest is negative, the chain of custody form is reviewed for completeness and 
accuracy and the results are reported to the College of Southern Idaho. 


8. If any test is positive for drugs or alcohol, the College of Southern Idaho shall receive a 
confirmatory test. 


9. If an employee or prospective employee tests positive for drugs or alcohol: 







• The employee shall be contacted by the MRO, prior to notification of the College of 
Southern Idaho, so that the MRO may determine whether a legally prescribed 
medication resulted in the positive drug test. It is the employee's obligation to be 
available to the physician so the situation can be discussed. 


• Any employee or prospective employee who tests positive for drugs or alcohol must be 
given written notice of that test result, including the type of substance involved. 


10. Any employee who tests positive for drugs or alcohol may not return to the work force until 
such employee tests negative. 


11. Any employee or prospective employee who has a positive test result may request that the 
same sample be re-tested by a mutually agreed upon laboratory. A request for retest must 
be made in writing to the Director of Human Resources within seven (7) working days from 
the date of the first confirmed positive test notification and be paid for by the employee or 
prospective employee requesting the test. If the retest results in a negative test outcome for 
an employee, the 
College will reimburse the cost of the retest and/or compensate the employee for his time if 
suspended without pay. 


12. Upon receipt of a confirmed positive drug or alcohol test result or other proof which indicates 
a violation of this policy, or upon the refusal of an employee to provide a test sample or upon 
an employee's alteration or attempt to alter a test sample, the College may use that test 
result or the employee's conduct as the basis for disciplinary or refusal-to-hire action. The 
College may require that the current employee utilize the return-to-work procedure as a 
condition of continued employment or reinstatement. Actions by the College may include, 
but are not limited to, the following: 


• Per the evaluation of a substance abuse counselor, the employee will enroll in a private 
employer-approved rehabilitation, treatment or counseling program, which may include 
additional drug or alcohol testing, as a condition of continued employment; 


• Suspension of the employee with or without pay for a period of time; 
• Termination of the employee; 
• Other disciplinary measures as deemed appropriate by the College. 


13. All tests results will be maintained by the College of Southern Idaho in a manner which 
assures their confidentiality and will be available to other parties only upon specific written 
consent of the individual tested. 


14. This policy shall conform in all respects with the provisions of Title 72, Chapter 17, Idaho 
Code. 


15. This policy shall not in any way create a physician-patient relationship with the College of 
Southern Idaho and a prospective or current employee. 


16. If an employee tests positive for drugs or alcohol, such employee shall not be considered 
disabled by virtue of the test results alone. 


17. All prospective and current employees will be fully informed of the Drug and Alcohol Free 
Workplace Policy and procedures prior to any testing being administered. All employees will 
be provided with a copy of this policy. No current or prospective employee will be tested until 
this information is made available to him/her. 


Appeals Process 
 
In the event that any employee is found to have violated this policy and is not satisfied with any 







action taken by the College under the provisions of 12 (a), (b), (c) or (d), such employee may 
appeal as follows: 


1. Within ten (10) days following notice of the action taken by the College concerning a 
violation of the policy, notify in writing the Director of Human Resources that the employee 
desires to appeal the decision, the basis for the appeal and the grounds upon which the 
employee believes that the action taken by the College was inappropriate; 


2. The "Appeals Committee" shall be composed of 5 members. The committee will include two 
members each from faculty and staff, and one member from the administration. Members 
from faculty and support staff will be selected by the faculty senate and by the staff 
organization. 
Administration, professional and the President's Council members will be appointed by the 
President. 


3. Any appealing employee will be provided a full hearing on his or her appeal within thirty (30) 
days of the written notice of appeal and will be provided with a written decision by the 
Appeals Committee within ten (10) days following the hearing. If the Appeals Committee 
finds for the employee, the written decision will include a recommendation to the President 
for action to be taken regarding the employee's employment status. 


4. Failure to file any such appeal, in writing, within the (10) days following notice of the action 
by the College will constitute a waiver of the employee's right to appeal. 


Education and Prevention 
 
The College of Southern Idaho recognizes drug and alcohol dependency as a serious problem 
and as a health, safety and security threat to the business of education. Employees who need 
help in overcoming such dependency should contact their supervisor, the Employee Assistance 
Program or the Director of Human Resources. A voluntary, conscious effort to seek such 
assistance is encouraged. 
 
Employees are encouraged to learn more about the dangers of drug and alcohol abuse and 
may obtain more detailed information about available treatment and counseling options. For 
additional information contact the Director of Human Resources or the Employee Assistance 
Program. 
 
Citations, Violations, and Convictions of Criminal Drug and Alcohol Statutes 
 
The College serves as a public trust and it is in the public interest that all employees report any 
citations for violations of this policy to their supervisor or to the President. Employees must 
notify the President's Office of any criminal drug or alcohol statute conviction not later than five 
(5) calendar days after the employee is convicted. 
 
Enforcement 
 
Convictions or violations of CSI's Drug-free and Alcohol-free policy will result in disciplinary 
action up to and including dismissal. 
 
This policy complies with the requirements of PL 100-690, Title V, Section 5153. This alcohol 
policy does not apply to the College of Southern Idaho Foundation. 


6.04 DUE PROCESS PROCEDURE (Added: 10/18) 







All full-time professional and classified employees (faculty see faculty handbook) are entitled to 
due process before the College makes any decision to impose any disciplinary sanction or 
involuntary transfer, dismissal, suspension, or demotion as set forth in Section 67-5315(2) Idaho 
Code. Due Process requires the College to provide the employee with a notice of the 
contemplated action, the basis or reason for contemplated action, and explanation of the 
evidence supporting the contemplated action, and an opportunity to be heard before a decision 
is made. Any College department considering disciplinary action must contact Human 
Resources to review the recommended action and documentation and to assist with 
implementing appropriate action. 
 
Step One: Notice 
 
Notice of the Contemplated Action: The Dean, Department Director or Vice President will 
provide an explanation and a recommendation for action to Human Resource for review based 
on information from the immediate supervisor, if applicable. A notice of contemplated action will 
be prepared by Human Resource with the assistance of the appropriate supervisor. The 
employee will be placed on leave during this period pending a final outcome. 
Contents of the Notice of Contemplated Action must include: 


1. Action contemplated; i.e., dismissal, suspension, demotion, or involuntary transfer 
2. Reason for this action 
3. An explanation of the information or evidence pertinent to the contemplated action 
4. The time frame for the response 


Step Two: Opportunity to Respond 
 
A professional or classified employee who receives a notice of contemplated action is entitled to 
an opportunity to respond in writing. This step provides the employee an opportunity to respond 
to the notice and present his or her reason(s) why the contemplated action(s) should not be 
taken. The employee must act upon the opportunity to respond within the time period indicated 
in the notice, otherwise the opportunity is deemed waived by the employee. The response, if 
any, shall be provided by the employee to the Director of Human Resources. 
 
Time Period to Respond: The notice of contemplated action provides a set time period of up to 
ten (10) working days within which an employee may respond after the receipt of notice. The 
College may not extend the time period for a response, unless both the College and employee 
agree to file an extension in writing. 
 
Right to Representation: The law provides an employee with the right to be represented by a 
person of his or her choosing during the opportunity to respond. 
 
Step Three: College's Decision 
 
The College Administration, or their designee shall make and implement the final decision and 
the Director of Human Resources shall notify the employee of the final decision no later than ten 
(10) working days after the employee has responded in writing, failed to respond, or otherwise 
waived his or her right to respond in writing. The College's final decision will be sent or delivered 
to the employee and a copy will be concurrently placed in the employee’s personnel file. 
 
The Due Process Procedure is completed when the Director of Human Resources or designee 
notifies the employee of the College's decision. If a disciplinary sanction or involuntary transfer 







is imposed, it may be implemented immediately. 
 
Optional Mediation Step 
 
The Dean, Department Director or Supervisor and employee may mutually agree to engage in 
mediation after notice of contemplated action has been sent during the Due Process Procedure. 
If both sides agree, the time limitations for the opportunity to respond and the department's 
decision will be suspended pending mediation. Mediation is not possible unless the Dean, 
Department Director or Supervisor and employee agree. Human Resources can assist in 
identifying a mediator. 


6.05 GRIEVANCE POLICY (Added 4/19) 


The College of Southern Idaho is committed to supporting students, faculty and staff in and 
outside the classroom. Grievance Policies exist to ensure students, faculty and staff have 
avenues to voice concerns and address both academic and non-academic matters in safe, 
unbiased environments. 
 
CSI Faculty and staff strive to maintain a safe learning environment conducive to community 
and student success. A positive, productive learning environment is founded on mutual respect 
between CSI employees and the individuals they serve. These relationships can be achieved 
and maintained when parties engage in open discussion and active listening. 
CSI Faculty and staff are committed to providing an effective conflict resolution and grievance 
process. The following principles guide this policy: 


• Individuals will not suffer any form of disadvantage as a result of filing a grievance or an 
appeal. 


• The grievance resolution will be handled informally, where possible and appropriate. 
• Conflicts and grievances will be resolved confidentially and expeditiously. 
• An individual’s rights to due process will be guaranteed. 


Students, faculty and staff are provided the opportunity to voice concerns without fear of 
consequence by following the appropriate steps. Individuals may begin the process of grievance 
resolution any time they feel there has been unfair treatment, lack of communication, or breach 
of policy. It is beneficial to resolve conflict and grievances as soon as possible. Be advised, 
approaching the person/people directly involved first and attempting to work out solutions is 
usually most effective. If a satisfactory solution is not obtained or the individual feels 
uncomfortable approaching the person/people involved, the individual may report their concern 
to CSI Administration using the 'Report a Concern' link on the CSI website Home page.  
 
It is unprofessional, counterproductive and inappropriate to take concerns and grievances to 
individuals who are not involved in the resolution process. 
 
PROCEDURE 
 
Prepare to share thoughts, feelings, and issues using clear and specific words. Complete a 
written, detailed description of the situation and include the outcome desired. A written 
statement allows those involved to respond to an individual’s concerns in an organized, efficient 
manner. 



https://cm.maxient.com/reportingform.php?CollegeofSouthernID&layout_id=0





Each grievance has its own unique process and timeline for resolution. Please follow the 
appropriate link provided for more information. 
 
Academic Appeals 
 
Students should follow the guidelines established for academic appeals. Those detailed 
guidelines, processes and timelines can be found at the following link for the CSI Office of the 
Registrar. 
 
Please Note: There are specific program appeal processes and procedures that must be 
followed in fields such as the health professions and nursing. Please check with an advisor 
about any such standards and their relationship with the college procedures. 
 
American with Disabilities Act 
 
Student Disability Services at the College of Southern Idaho, in concert with the faculty, staff, 
and administration, strives to ensure the provision of reasonable accommodations for all 
qualified student with disabilities. Our goal is to create equal access to all curricular and co-
curricular offerings in order to provide an equal opportunity for students with disabilities to 
demonstrate their skills, knowledge, and abilities as they pursue their educational goals. 
 


In accordance with Section 504 of the Rehabilitation Act of 1973 as amended and with the 
Americans with Disabilities Act (ADA) of 1990 as amended, Student Disability Services is 
proactive in developing specialized accommodations to support the abilities of each individual 
eligible for such services. 


The Student Disability Services Grievance Procedures and forms can be found at this link. 
 
Non-Discrimination Statement 
 
It is the policy of the College of Southern Idaho to comply with all federal, state and local 
authorities requiring nondiscrimination, including but not limited to Title VI of the Civil Rights Act 
of 1964, the Civil Rights Restoration Act of 1987, Title IX of the Education Amendments of 1972, 
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990 (ADA), 
the Age Discrimination Act of 1975, and Executive Orders 12898 (Environmental Justice) and 
13166 (Limited English Proficiency). College of Southern Idaho is an equal opportunity 
employer.  
 
The college does not exclude from participation in, deny the benefits of, or subject any individual 
to discrimination on the basis of race, color, national origin, sex, sexual orientation, gender 
identity, disability, income, protected veteran status, limited English proficiency, or any other 
status protected under applicable federal, state or local law. 
 
Title IX of the Education Amendments of 1972 
 
Title IX protects people from discrimination based on sex in education programs or activities that 
receive Federal financial assistance. Title IX states that: 
 



https://quondam.csi.edu/prospectiveStudents_/studentServices/admissions_records/index.asp
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“No person in the United States shall, on the basis of sex, be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any education program or activity 
receiving Federal financial assistance.” 
 
Title IX requires all colleges to promptly respond to allegations of sex discrimination, including 
sexual violence and sexual harassment; limit its effects; and prevent its recurrence. Title IX 
prohibits all forms of sex and gender based discrimination including sexual harassment and 
sexual violence. 
 
View CSI’s Unlawful Discrimination and Harassment policy. Also, view CSI’s Student Code of 
Conduct. 
 
For more information or if you believe you have been subject to discrimination on the basis of 
sex, sexual orientation, gender identity, or disability, or if you believe you have been subject to 
discrimination on any other basis, please contact: 
 
Dr. Michelle Schutt 
Title IX Coordinator 
VP of Student Services 
Email: mschutt@csi.edu  
Phone: 208-732-6863 
Office: Taylor Building 120E 
 
OR  
 
Eric Nielson 
Deputy Title IX Coordinator 
Director of Human Resources 
Email: enielson@csi.edu 
Phone: (208) 732-6267 
Office: Taylor Building 212 
 
OR 
 
Jason Ostrowski 
Deputy Title IX Coordinator 
Dean of Students 
Email: jostrowski@csi.edu 
Phone: (208) 732-6225 
Office: Taylor Building 238 
 
You may also file a complaint with: 
 
U.S. Department of Education 
Office of Civil Rights (OCR) 
810 3rd Avenue #750 
Seattle, WA 98104 
(206) 607-1600 
OCR.Seattle@ed.gov 
 



http://www.csi.edu/studentHandbook/nonDiscrimination-policy.asp
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The Family Education Rights and Privacy Act of 1974 (FERPA) 
 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. Â§ 1232g; 34 CFR Part 99) 
is a Federal law that protects the privacy of student education records. The law applies to all 
schools that receive funds under an applicable program of the U.S. Department of Education.  
 
Follow this link for additional information regarding the College of Southern Idaho FERPA policy. 
 
Student Handbook 
 
The most current information on student policies and information can be found in CSI’s 
official Student Handbook. 
 
Distance Education 
 
College of Southern Idaho offers a variety of distance learning opportunities. Many of our 
courses are offered online, through our telecommunication system, or at our off-campus 
centers. We understand that many of our students have family or work responsibilities and are 
not able to come to campus during the day to take classes. Furthermore, many students prefer 
taking classes online. We even have students who live in our dorm yet choose to take online 
classes. Some students love this delivery method and they thrive in an online learning 
environment. Nevertheless, online learning is not for everyone. Online classes are just as 
challenging (if not more challenging) as their face-to-face counterparts. The learning outcomes 
are the same, only the delivery method and instructional strategies are different. Most students 
who do well in online classes are comfortable with technology and the Internet; like to read, do 
online research, and write; are self-motivated; and have very good time management skills. Our 
distance education students are just as important as on campus students and we make it a 
priority to resolve all student complaints and concerns in an expeditious, fair and amicable 
manner. 
 
If a student is not satisfied with the outcome of the institutional process, or if the issue is not 
resolved at the institutional level, the student may appeal with either the institution's home state 
or the student's home state. For a complete listing of state contacts, please see the NC-SARA 
website. Students must first exhaust the institution's internal complaint resolution process prior 
to appealing to a state portal. 
 
State Authorization and Regulatory Compliance 
 
The State of Idaho is a member of the National Council for State Authorization Reciprocity 
Agreements (NC-SARA) and the College of Southern Idaho is one of the approved SARA 
institutions in Idaho. As such, we adhere to an established common set of standards for offering 
post-secondary distance education among member states, districts and territories. Participation 
in SARA is intended to make it easier for students to take online courses offered by 
postsecondary institutions based in another state. 
 
The College of Southern Idaho also works directly with states that are not NC-SARA members 
to ensure that when authorization or licensure is necessary, required approvals are secured. 
While we monitor the laws in each state, authorization of distance education is a dynamic 
environment and prospective students should check this site often for updates. It is the student’s 
responsibility to understand current circumstances or special requirements in their state of 
residence. 
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6.06 EMERGENCY FIRST AID (Rev: 1/15) 


If extreme personal injury, illness or danger exists, call 9-911 
 
Call Security at Extension 6605. (The CSI Security Department is available 24 hours a day to 
respond to any emergency.) 
 
Take action to provide or find aid as required. Each building has a First Aid kit and an 
Automated External Defibrillator (AED); locate them quickly. Use safety coverings for yourself 
(gloves and/or mask) if you touch a person or substance or provide CPR. Evacuate the area if 
necessary. 
 
What may seem at the time to be a minor accident with an employee or student may have far-
reaching implications. Many of these seemingly minor accidents later result in lawsuits or 
disability or insurance claims for workmen's compensation. It is important for both the 
employee/student and the College to have factual information concerning the incident. For this 
reason, before processing the injury claim, the Business Office must have an accident report 
signed by the employee's dean or division supervisor. In the case of a student accident, the 
instructor must sign the accident form. The CSI Security Office should be contacted immediately 
regarding any accident or injury that occurs on campus. 
 
Anyone witnessing an accident or involved in an accident, including visitors, employees, and 
students, should report the accident to Security. Accident reports are not required for illness, 
unless injuries result from a seizure (falling, striking an object, etc.) The CSI Security Office 
should be contacted regarding any severe illness that occurs on campus. 
 
If the injury is received by an employee or student worker during their working hours, they are 
covered by Workers' Compensation. Any injured employee who requires the care of a physician 
or hospital must advise the physician or hospital and an industrial insurance form will be initiated 
immediately. 


6.07 CSI EMERGENCY PROCEDURES MANUAL (Rev: 1/15) 


A CSI Emergency Procedures Manual exists to acquaint employees with the proper procedure 
should an emergency occur in their workplace. All employees should become familiar with this 
manual and keep it where it will be immediately available should one of the identified 
emergencies occur. Copies of the manual have been distributed to all buildings and should be 
posted, at a minimum, in every classroom, laboratory, and conference room. Additional hard 
copies are available by contacting the Public Safety Office at x6860. 
 
See also CSI Emergency Manual 


6.08 KEYS (Rev: 7/08) 


It is the policy of the College to allow the faculty and staff all freedom of movement about the 
campus consistent with reasonable security of public and personal property. Faculty and staff 
may check out keys for their offices and other areas to which they need access. Keys may be 
checked out from the Maintenance Office after your supervisor has filled out the required work 
order form requesting the keys. The work order must include the employee's name and the list 
of room numbers and building doors to which that person needs access. Please allow 



http://hr.csi.edu/handbook/Emergency.pdf





a minimum of 24 hours between the time keys are requested and the time they are issued. Only 
the person receiving the key may sign for it. Please be prepared to show your CSI Employee ID 
card. 
 
Instructional buildings will be opened at 7 a.m. on regular school days. Upon request of 
authorized personnel, the buildings may be opened at nonscheduled school days--weekends 
and holidays, for example. General-purpose classrooms and other rooms, except those 
containing special equipment and supplies, will be left unlocked. Therefore, there will be access 
to these rooms any time the buildings are open. 
 
All keys no longer required by faculty and staff shall be returned immediately to the 
Maintenance Office. Each person who signs for and receives keys assumes the responsibility 
for the equipment and supplies in areas made accessible by the keys. 
 
Upon termination of employment, keys must be returned to the Maintenance or HR 
Departments. Keys need to be returned and checked in to Maintenance in order for them to be 
reissued to a new employee. Your final paycheck may be held until keys are returned to CSI. 


6.09 SCHEDULING USE OF COLLEGE FACILITIES (Rev: 11/09) 


When special activities or events not listed in the class schedule are to be held on campus, a 
facilities request form must be filled out. Completed forms are forwarded to the Office of 
Instructional Administration. These requests are considered at the Monday morning 
administrative meeting. 
 
All athletic events, gymnasium, Expo, and Fine Arts Auditorium scheduling requests are to be 
requested through the Office of Instructional Administration. The requests are then forwarded to 
appropriate facilities managers for their consideration and review. After their initial approval, 
these requests are considered at the Monday morning administrative meeting. 


6.10 COLLEGE VEHICLE POOL USE (Rev: 1/15) 


College vehicles may be used only for official College business or sponsored activities and must 
be driven only by an authorized driver unless approved by the President or his designee. 


1. An ‘authorized driver’ is a college employee, a CSI student or official volunteer who meets 
the requirements below: 


• Must have a driver’s license valid in the United States. A copy will remain on file in the 
Maintenance Department. 


• Must have a clean driving record. Driving privileges may be suspended for traffic 
violations or poor driving behavior. 


• CSI employees must have approval from their department director/head. 
• CSI students must have approval of instructor or advisor and department director/head. 
• Official volunteers must be approved by the President or his designee. 
• A student driver or volunteer must be accompanied by an advisor or instructor and meet 


the following age restrictions: 


o Passenger Cars: Must be 21 years of age or older 







o 12 & 15 Passenger Vans: Must be 21 years of age with a CDL License or 25 years of 
age 


o Students who are employed by the College must be 18 years or older to operate a 
college vehicle, but only as it pertains to their scope of employment with the College. 


2. Authorized drivers must work with the Maintenance Department to complete the following 
prior to scheduled vehicle pick up date: 


• Vehicle Use Request form signed by the appropriate supervisor (1st step in reserving 
vehicle. Send in as early as possible to insure vehicle is available). 


• Submit a copy of driver’s license for verification and office files (at least 3 days prior). 
• Vehicle Use Agreement (prior to departure). 
• Training requirements appropriate for type of vehicle being used (at least 3 days prior). 
• For student groups, the driver must submit a detailed travel itinerary and an Emergency 


Contact List (at least 3 days prior). 


3. Driving time/distance restrictions: 
• Trips should be limited to twelve (12) hours per day. 
• All drivers are limited to four (4) hours behind the wheel at one time, and may drive a 


total of six (6) hours per day. Driver must take a minimum one (1) hour break after 
driving four (4) hours before driving the last two (2) hours allowed per day. 
 


4. Speed limit restrictions: 
• Passenger cars: Drivers must adhere to the posted speed limits or less should driving 


conditions warrant. 
• 12 & 15 Passenger Vans: Drivers must not exceed the posted ‘truck’ speed limit and 


must adjust to a lower speed should driving conditions warrant. 
 


5. Passenger restrictions: 
• All vehicles must carry only the number of people it can seat with seatbelts. Check with 


the Maintenance Department for more information on passenger cars. All vans are 
limited to 12 people, including the driver. 


• Only authorized CSI employees, students, and official volunteers may ride in college 
owned vehicles unless approval has been granted by the President or his designee. 


• Employees of other government entities, acting within the scope of employment, may 
ride in CSI vehicles. 


• In the event an employee wishes to take a family member or any person that is not a 
CSI employee, student or approved volunteer on an official College trip, they should get 
permission from their supervisor to take their own personal vehicle and request mileage 
reimbursement. 
 


6. General Use: 
• No alcoholic beverage or tobacco use is allowed in any CSI vehicle at any time. 
• A maximum of two vans may be used by a single group for travel outside the Magic 


Valley area.  Groups requiring additional space are encouraged to travel by bus. 
• Cars must be picked up at and returned to the CSI motor pool at the times indicated on 


the approved Vehicle Use Request. 


o With prior approval and on irregular isolated instances, CSI vehicles may be taken to 
an employee’s home when it is to be used for official travel that begins or ends 







outside regular working hours and under other circumstances when the President or 
President’s designee judges it to be in CSI’s interest. 


• Any department, club, organization, or entity utilizing CSI vehicles will be charged usage 
costs based on mileage and a daily rate indicated on the Vehicle Use Fees. 


• Employees who use our vehicles on a scheduled, reoccurring, consistent basis need 
only to fill out the form once with the scheduled, reoccurring, consistent layout of their 
proposed use of the vehicle, approved by the appropriate supervisor. 


• CSI Vans are to be used for activities directly involved with the College. The use of 
College vehicles by other government entities and community organizations will be 
evaluated on a case by case basis by the President or his designee. 


• Campus programs/departments that have their own vehicles or vehicles assigned to 
them on a permanent basis must be monitored by the department head/director to insure 
that college policies are followed and documented. 


• Any exceptions to this vehicle use policy must be approved by the President or his 
designee. 


6.11 TRAFFIC AND PARKING REGULATIONS (Rev: 12/18) 


Campus Driving Policy Statement: No person, while operating a vehicle on the campus of the 
College of Southern Idaho, will drive a vehicle at a speed greater than is reasonable and 
prudent under the conditions, and having a regard to the actual and potential hazards there 
existing. Consistent with the foregoing, every person will drive at a safe and appropriate speed 
when special hazards exist with respect to pedestrians or other traffic or by reason of weather or 
roadway conditions. 
 
Speed Limit: The speed limit as hereinafter authorized will be a maximum of twenty (20) miles 
per hour. Failure to comply with maximum and safe limits may result in the issuance of a citation 
by law enforcement; employee disciplinary action; or sanctions pursuant to the College of 
Southern Idaho Student Code of Conduct. 
 
Seat Belt Use: College of Southern Idaho employees and their passengers shall wear seat 
belts in all seating positions while driving or riding in college-owned vehicles (if the vehicle is so 
equipped with safety restraints). 
 
Parking Regulations General: Parking is permitted in designated parking areas only. Parking 
is not permitted in fire lanes, handicapped spaces, no parking zones, or other areas not posted 
for parking. 
 
Special Permit Required: It is recognized that on occasion, loading and unloading of vehicles 
is necessary in campus areas that are not permitted for parking. Special, short term permits are 
available through the campus security department for this purpose. Vehicles parked in 
prohibited areas without a short-term permit will be cited for improper parking. 
 
Parking in Fire Lanes: Parking in designated fire lanes is strictly prohibited. 
 
Towing and Impound: Vehicles improperly parked and causing a clear public safety hazard 
may be towed and impounded at the owner’s expense. Campus security will make a reasonable 
attempt to locate the driver/owner before towing a vehicle. 
 







Campus Parking Citations: Campus Security has been delegated the responsibility for traffic 
enforcement on College of Southern Idaho properties. This authority includes issuing campus 
traffic citations. 
 
Note: Law enforcement does have citing authority for certain traffic offenses on campus, which 
includes handicap parking violations. 
 
Prima Facie Responsibility: If any vehicle is found stopped, idling or parked in a manner in 
violation of this policy, and the operator cannot be determined, the owner, person, corporation 
or named lessee in whose name the vehicle is registered, shall be held prima facie responsible 
for the violation. 
 
Enforcement and Fines 
 
Improper Parking Fine: The fine for all improper campus parking violations shall be twenty 
dollars ($20) per offense. The campus fine for improperly parking in a designated handicapped 
parking space shall be fifty dollars ($50) per offense. 
 
Payment deadline: Improper parking citations shall be paid, or an appeal requested, within five 
(5) business days of citation's issuance. Parking fines shall be paid at the College of Southern 
Idaho Business Office in the Taylor Administration Building. Requests for Appeal will be 
addressed Monday - Friday, 8 a.m. - 5 p.m. in the Security Office. 
 
Failure to pay a fine 
 
Student: The failure to pay an improper parking citation may include additional student 
sanctions. 
 
Staff/Faculty: The failure to pay an improper parking citation by a staff or faculty member may 
result in disciplinary action. 
 
Community Member: The failure to pay an improper parking citation by a member of the 
community may result in seeking judicial remedies. 
 
Citation Appeals Process 
 
Student Appeals: Students of the College of Southern Idaho may appeal the parking violation 
to the Office of the Dean of Students. The decision of the Dean of Students is final. 
 
Staff/Faculty Appeals: Employees of the College of Southern Idaho may appeal the parking 
violation to the Office of Human Resources. The decision of the Director of Human Resources is 
final. 
 
Community Member Appeals: Member of the community may appeal a campus parking 
violation to the Director of Public Safety. The decision of the Director of Public Safety is final. 


6.12 MANDATORY USE OF SEAT BELTS BY ALL CSI EMPLOYEES (Added: 2/00) 


To promote a safer workplace and community, and to reduce the possibility of injury or death 
while driving or riding in College of Southern Idaho owned vehicles, personnel and their 







passengers shall wear seat belts in all seating positions while driving or riding in college-owned 
vehicles if that vehicle is so equipped with safety restraints. 
 
College personnel are encouraged to use seat belts while operating their personal vehicles, 
whether for College or personal use, to enhance the safety of themselves and their families 
(established January 1995). 


6.13 STUDENT INFORMATION RELEASE POLICY (FERPA) (Rev 11/09) 


The Family Education Rights & Privacy Act of 1974 (FERPA) is a federal law that protects the 
privacy of a student’s educational records. Student education records are considered 
confidential and may not be released without written consent of the student, except by 
provisions outlined in FERPA. Requests for access to or copies of student records, verification 
of enrollment or degree, or situations that require releasing student information (including 
directory information) should be forwarded to the Admissions & Records Office. Any questions 
or concerns should be addressed to the Registrar. 
 
All employees must complete the FERPA tutorial prior to receiving access to student records. 
The tutorial is intended to ensure that anyone granted access to student records understands 
the obligations under FERPA to protect those student records. The tutorial is designed to 
provide a basic understanding of FERPA and help all employees maintain compliance. The 
tutorial includes an online quiz which must be passed with a score of 70% or greater. 
 
The College of Southern Idaho’s FERPA web site includes the most current information 
available as it pertains to the rights and responsibilities of students, parents, faculty, and staff. 


6.14 SMOKE FREE CAMPUS POLICY (Rev: 10/19) 


Smoking is prohibited on all college properties, including off- campus centers and any properties 
owned or leased by the College. For the purposes of this policy, smoking is defined as burning 
any type of tobacco product including, but not limited to, cigarettes, cigars, cigarillos, pipes, bidis 
and e-cigarettes. 
 
Organizers and attendees at public events, such as conferences, meetings, public lectures, 
athletic events, social events and cultural events, using College facilities will be required to 
abide by the CSI Smoke Free Policy. Organizers of such events are responsible for 
communicating this policy to attendees and for enforcing this policy. 
 
The following smoking prohibitions have been established on the CSI campus: 


• Smoking is prohibited in all CSI-owned residences, including Eagle Hall. 
• Smoking is prohibited in all CSI-owned or leased vehicles. 
• The sale of tobacco products on campus is prohibited. 
• The free distribution of tobacco products on campus is prohibited. 
• Campus organizations are prohibited from accepting money or gifts from tobacco 


companies. 
• Tobacco advertisements are prohibited in college-sponsored publications. 



http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html

http://www.csi.edu/ferpa/index.asp





The College will provide free, accessible tobacco treatment. Find information and an email link 
to a contact at www.phd5.idaho.gov/tobacco or call 208-737-5968 to reach the South Central 
Public Health Tobacco Cessation Coordinator. 
 
Effective implementation of this Smoke Free Policy depends upon the courtesy, respect, and 
cooperation of all members of the CSI community. Complaints or disputes should be brought to 
the attention of the College employee who has immediate responsibility for the workplace, 
event, or residence, or to her/his supervisor. If satisfactory resolution is not reached, the Dean 
of Students or the Director of Human Resources should be consulted. 


6.15 SOLICITATIONS/DISPLAYS/PRESENTATIONS (Rev: 2/16) 


Requests by non-college personnel to distribute letters or circulars to CSI staff members on 
campus are to be made to the Business Office for approval. Materials designed for the general 
campus audience or individuals or groups wishing to have direct communication with the 
students are to be approved and arrangements made through the Student Affairs Office. 
The College permits distribution of non-commercial informational materials with the 
understanding that they shall not: 


1. Disrupt the orderly operation of the College 
2. Interfere with the educational process, for example, shall not disrupt classrooms 
3. Pose a campus safety or security risk 
4. Unduly block traffic or entrance to buildings 
5. Coerce 
6. Impede any passerby 
7. Harass an individual 


All materials must clearly identify the author or group responsible for their production and shall 
be date-stamped by the CSI Student Affairs Office. The College will designate reasonable 
posting areas. Once stamped, materials may not obstruct other posted materials. Materials may 
be displayed for a maximum of 20 days and removed by after completion of the event or 
expiration of the date stamp. Postings are not allowed outside of designated areas including 
windows, walls, poles, trees, sidewalks or other physical plant structures. 
 
The College is not responsible for the content of materials that are date-stamped or posted by 
persons or groups. Additional information may be found in the Student Code of Conduct or by 
contacting the Student Affairs Office. 
 
Staff and faculty who request individuals to make presentations have the responsibility to show 
all significant sides of a topic. For example, if a political candidate desires to make a 
presentation, or is invited to do so, other candidates running for the same office are to be 
afforded the same opportunity. 
 
Private business or commercial solicitation is generally not permitted on the CSI campus; i.e., 
any site or location owned or utilized by the College. 


6.16 CSI COMPUTER USE POLICY STATEMENT (Rev: 11/09) 


This policy is designed to guide students, faculty, and staff in the acceptable use of computer 
and information systems and networks provided by the College of Southern Idaho (CSI). 



https://www.phd5.idaho.gov/tobacco/

http://www.csi.edu/studentHandbook/pdf/StudentCodeOfConduct.pdf





 
Guiding Principles 
 
The CSI community is encouraged to make innovative and creative use of information 
technologies in support of education and research. Access to computer systems and networks 
owned or operated by College of Southern Idaho imposes certain responsibilities and 
obligations and is granted subject to college policies, and local, state, and federal laws. 
Acceptable use always is ethical, non-offensive, reflects academic honesty, and shows restraint 
in the consumption of shared resources. It demonstrates respect for intellectual property, 
ownership of information, system security mechanisms, and individuals’ rights to privacy and to 
freedom from intimidation and harassment. 
 
Acceptable Use Guidelines 
 
In making acceptable use of resources the College expects that you will: 


• Use resources only for authorized purposes. 
• Use resources for educational-related course work, research projects, or department 


activity. 
• Protect your user id and system from unauthorized use. You are responsible for all activities 


on your user id or that originate from your system. 
• Access only information that is your own, that is publicly available, or to which you have 


been given authorized access. 
• Use only legal versions of copyrighted software in compliance with vendor license 


requirements. 
• Be considerate in your use of shared resources. Refrain from monopolizing systems, 


overloading networks, degrading services, or wasting computer time, connect time, disk 
space, printer paper, manuals, or other resources. 


In making acceptable use of resources the College expects that you will not: 


• Use another person’s system, user id, password, files, or data without permission. 
• Use computer programs to decode passwords or access control of information. 
• Attempt to circumvent or subvert security measures. 
• Engage in any activity that might be harmful to systems or to any information stored thereon, 


such as creating or propagating viruses, disrupting services, or damaging files. 
• Use CSI systems to access or distribute what could be considered offensive, abusive, 


pornographic, threatening or libelous material. 
• Use CSI systems for commercial or partisan political purposes, such as using electronic mail 


to circulate advertising for products or for political candidates. 
• Make or use illegal copies of copyrighted software, store such copies on CSI systems, or 


transmit them over CSI networks. 
• Use mail or messaging services to harass or intimidate another person, for example, by 


broadcasting unsolicited messages, by sending unwanted mail, or by using someone else’s 
name or user id. 


• Waste computing resources, for example, by intentionally placing a program in an endless 
loop, printing excessive amounts of paper, or sending chain letters. 


• Use the College’s systems or networks for personal gain, for example, by selling access to 
your user id or to CSI systems or networks, or by performing work for profit with CSI 
resources in a manner not authorized by the college. 







• Play games using any of the College’s computers or networks, unless for instructional 
purposes as specifically assigned by a professor. 


• Engage in any other activity that does not comply with the Guiding Principles presented 
above. 


Procedures and Sanctions 
 
Individuals using computer systems owned by the College of Southern Idaho do so subject to 
applicable laws and CSI policies. College of Southern Idaho disclaims any responsibility and/or 
warranties for information and materials residing on non-CSI systems or available over publicly 
accessible networks. Such materials do not necessarily reflect the attitudes, opinion, or values 
of College of Southern Idaho, its faculty, staff or students. 
 
Notice is hereby given that there are no facilities provided by the College for guarantee of 
confidential files. CSI staff may have the ability to view all messages and files of any user. 
However, it is not the routine policy of the staff to view others’ files, and the intention is to keep 
files private, even though such privacy cannot be guaranteed. 
 
Violations, or apparent violations, of this policy will be referred to the Office of Instruction and 
Computer Center as appropriate. Persons found to be in violation of this policy are subject to 
the full range of sanctions, including the loss of computer or network access privileges, 
disciplinary action, dismissal from the College, and legal action. 
 
The College of Southern Idaho considers any violation of acceptable use principles or 
guidelines to be a serious offense and reserves the right to copy and examine any files or 
information resident on CSI systems allegedly related to unacceptable use, and to protect its 
network from systems and events that threaten or degrade operations. Violators are subject to 
disciplinary action as prescribed in the student’s College Code of Conduct and the student and 
employee handbooks. Offenders also may be prosecuted under laws including (but not limited 
to) the Communications Act of 1934 (amended), the Privacy Protection Act of 1974, the 
Computer Fraud and Abuse Act of 1986, the Computer Virus Eradication Act of 1989, Interstate 
Transportation of Stolen Property, the Electronic Communications Privacy Act, and Idaho 
computer crime laws as specified in Idaho Code, Section 2201. Access to the text of these laws 
is available in the reference section of the College of Southern Idaho library. 
 
Appeals 
 
Any appeal should be directed through the existing appeals and problem-solving procedures. 


6.17 COMPUTING HARDWARE AND SOFTWARE PURCHASES (Rev: 5/17) 


All hardware and software purchase requests will be reviewed by the Institutional Technology 
(IT) staff to insure consistency with campus computing. Non-instructional requisitions will be 
formally reviewed at the point a purchase requisition is submitted to the Business Office; 
however, IT encourages discussion early in the process. Requisitions for instructional use will 
be reviewed by the Executive Vice President/Chief Academic Officer. 
 
All administrative computer repair and software upgrades involving the expenditure of funds 
must be approved by IT. 







6.18 COMPUTER/OFFICE EQUIPMENT MOVES, SURPLUS, & ASSIGNED OFF-CAMPUS 
USE (Added: 2/00) 


The following procedures have been established for your benefit as well as the College's 
protection from possible misunderstandings concerning use of College equipment and the 
inventory tracking system: 


1. Office equipment, computers, and peripherals that become surplus must be tracked. Each 
department will then have access to any surplus items that are available. Inventory 
adjustments, authorization forms, and reassignment will be beneficial to all concerned. 


2. Office equipment, computers, and peripherals which move from one location to another on a 
permanent or temporary basis of more than one month need a movement record filled out 
and sent to the Business Office 


3. Office equipment, computers, and peripherals which are authorized by the supervisor for off-
campus use must have a movement record filled out, signed, and a copy sent to the 
Business Office 


6.19 COLLEGE EQUIPMENT USE POLICY (Added: 1/05) 


Both state law and College policy are very clear concerning the personal use of the disposition 
of College-owned property. Guidelines concerning College property are as follows: 


1. No College property or equipment may be taken home without written permission of the 
applicable vice president. This property must be listed on our inventory as located at the 
person's home. 


2. College property taken home must be for the purpose of benefiting the College. Property 
cannot be taken home for the primary benefit of the employee. The only authorized College 
property at the employee homes at this time are faculty computers. 


3. College property must not be used to financially benefit an employee. 
4. College vehicles are to be used for official College business only. 
5. College property that has been determined surplus must be disposed of in accordance with 


Idaho Code 33-601. This involves approval of the Board of Trustees, advertisements and 
appraisals. No individual is authorized to trade or dispose of College property. 


6. All donated property becomes College property at the time title transfers and must be 
disposed of in accordance with Idaho Code 33-601. 


7. In accordance with the Ethics in Government Act, an employee or his family may not 
financially benefit from a property exchange or financial transaction with the College. 


6.20 CONFIDENTIALITY POLICY (Added 12/17) 


Policy brief & purpose 
 
This policy is intended to explain how we expect our employees to treat confidential information. 
Employees may unavoidably receive and handle personal and private information about 
students, employees, community members and our College. We want to make sure that this 
information is well-protected. 
We must protect this information for two reasons. It may: 


• Be legally binding; i.e., sensitive student or employee data 
• Constitute policy that is related to higher education or our college specifically 







Scope 
 
This policy affects all employees and students, including board members, and volunteers, that 
may have access to confidential information. 
 
Policy elements 
 
Confidential and proprietary information is secret, valuable, expensive and/or easily replicated. 
Common examples of confidential information are: 


• Unpublished financial information 
• Student or employee lists (existing and prospective) 
• Data entrusted to the College by external parties 
• Tuition/marketing and other undisclosed strategies 
• Documents and processes explicitly marked as confidential 
• Unpublished goals, forecasts and initiatives marked as confidential 


Employees may have various levels of authorized access to confidential information. 
 
What employees should do: 


• Lock or secure confidential information always 
• Shred confidential documents when they are no longer needed 
• Make sure they only view confidential information on secure devices 
• Only disclose information to other employees when it is necessary and authorized 
• Keep confidential documents inside our College's premises unless it is necessary to move 


them 


What employees should not do: 


• Use confidential information for any personal benefit or profit 
• Disclose confidential information to anyone outside of the College 
• Replicate confidential documents and files and store them on insecure devices 
• When employees stop working for the College, they are obliged to return any confidential 


files and delete them from their personal devices. 


Precautionary measures 
 
We will take measures to ensure that confidential information is well protected, including but not 
limited to: 


• Store and lock paper documents 
• Encrypt electronic information and safeguard databases 
• Ask employees to sign non-disclosure agreements (NDAs) 
• Ask for authorization by administration to allow employees to access certain confidential 


information 


Exceptions 
 







Confidential information may occasionally have to be disclosed for legitimate reasons. 
Examples are: 


• If a regulatory body requests it as part of an investigation or audit 
• If the College examines a venture or partnership that requires disclosing some information 


(within legal boundaries) 


In such cases, HR will instruct how employees involved should document their disclosure 
procedure and collect all needed authorizations. We are bound to avoid disclosing more 
information than needed. 
 
Disciplinary consequences 
 
Employees who do not respect the College's confidentiality policy will face disciplinary and, 
possibly, legal action. The College will investigate every breach of this policy. We will terminate 
any employee who willfully or regularly breaches our confidentiality guidelines for personal 
profit. We may also have to punish any unintentional breach of this policy depending on its 
frequency and seriousness. We will terminate employees who repeatedly disregard this policy, 
even when they do so unintentionally. 
 
This policy is binding even after separation of employment. 


6.21 INFORMATION SECURITY (Rev: 5/17) 


Employees of the College need to be aware and knowledgeable about their role and 
responsibilities in maintaining and securing the confidential information that are collected in 
various databases for institution business. All employees are expected to help keep these 
systems secure (e.g. by keeping passwords private) and to take adequate precautions when 
accessing, printing, copying and/or distributing information from the institution’s databases. 
 
Data Protection 
 
CSI Institutional Technology (IT) strongly encourages its computer users to protect the data they 
store and access. Particular attention should be afforded to sensitive data. Sensitive data may 
include any of the following: 


• Personal info on individuals, including donors, volunteers, alumni, friends, faculty, students, 
attendees, and staff. FERPA applicable information qualifies as sensitive data. 


• Confidential data that contains demographic, biographic, gift, membership, employment, 
academic, admissions, or financial information associated with a specific individual. 


For users who must store sensitive data on their laptop IT strongly recommends disk encryption 
software for any laptop that will be used for storing restricted or sensitive personal information. 
 
Please contact the Helpdesk x6311 to learn more about best practices for keeping your data 
protected including how to encrypt your laptop. 


6.22 PUBLIC RECORDS (Rev: 10/19) 







The President shall establish procedures to accommodate requests for information from the 
public. Financial information shall be released only through proper channels after a formal 
request has been received and reviewed. The procedures shall ensure that no information of a 
private nature about faculty, staff, or students is disclosed. The College may charge a 
reasonable fee for locating and copying the records. 
 
The Vice President of Administration is the designated custodian of records. The Public 
Information Officer is the designated contact for the purposes of the Open Records Law, 
Sections 9-337-348, of the Idaho Code. In the event of the Public Information Officer's absence, 
the Public Information Specialist will be the temporary contact. The College will comply with the 
requirements set forth in the Idaho Code in every respect regarding public records. 
 
Requesting Public Records 
 
Requests for public records shall be submitted to the Public Information Officer in writing or in 
the online form. 
 
Requests to examine or copy public records shall be granted or denied, as required by Idaho 
Statute, within three working days of their receipt. However, the custodian of public records may 
take an additional 10 working days to respond to such requests if necessary. 
 
Examination of public records must be conducted during regular office or working hours. 
 
The custodian shall make no inquiry of any person who applies for a public record, except to 
verify the identity of a person requesting a record in accordance with section 9-342, Idaho Code, 
to ensure that the requested record or information will not be used for purposes of a mailing or 
telephone list prohibited by section 9-348, Idaho Code, or as otherwise provided by law, and 
except as required for purposes of protecting personal information from disclosure under 
chapter 2, title 49, Idaho Code, and federal law. The person may be required to make a written 
request and provide their name, a mailing address and telephone number. 
 
Individuals requesting public records have the right to 
make his/her own copies of the documents using 
College of Southern Idaho copying equipment. The 
custodian of public records or a designated staff 
member shall use whatever diligence is required to 
prevent alteration of any public record while it is being 
examined or copied. For copies totaling in excess of 
100 pages, the college will establish a cost per page to 
be paid by the requester. Requests that require greater 
than two hours of staff time will be charged at a 
reimbursement rate according to the table included here. 


6.23 MAINTENANCE AND REPAIRS PROCEDURE (Rev: 7/08) 


All requests for maintenance to buildings, furniture moves, and repairs to equipment should be 
made through the Maintenance Office with the online work order form. These requests will be 
handled in the order they are received, or at the discretion of the director. Any emergency 
should be identified as such when reported. 
All requests for substantial alterations to buildings, classrooms, and offices must be submitted 
through the supervisor to the Executive Vice President with rough drawings and estimates of 







cost. Prior to reaching the President for final approval, the method of payment for the project 
must be determined through the VP of Administration, along with consultation with maintenance 
personnel as to the viability of the project. 


6.24 INSTITUTIONALIZATION OF FUND-RAISING PROGRAMS (Rev: 12/10) 


All fund-raising activities of the College of Southern Idaho and its units are coordinated by the 
Foundation Office as designated by the President. Solicitation of gifts, funds, or property shall 
not be made by anyone in the name of or for the benefit of the College of Southern Idaho 
without communication with the Foundation Office. 
 
In the case of fund-raising activities sponsored by the Associated Students or by other student 
groups, prior approval of the Dean of Students is required as well as coordination with the 
Foundation Office. 
 
The purpose of coordinating all private fund-raising activities through one office is threefold: 


1. To provide continuity for understanding of and support for funding needs throughout the 
district. 


2. To avoid conflict in and duplication of effort in the fund-raising contact program. 
3. To maximize the contribution from each potential donor. 


Please see the Foundation Office for specific guidelines relating to college-initiated gifts or 
donor-initiated gifts. 


6.25 WEAPONS ON CAMPUS (Rev: 1/15) 


Note: Please find Weapons Policy Q&A on the Safety Department site.  
 
PURPOSE 
 
An environment of safety and security is critical for educational institutions to cultivate a climate 
conducive to knowledge and learning. Therefore, this policy prohibits the possession and use of 
dangerous weapons on CSI property or at CSI sponsored events by students, faculty, staff and 
visitors except for those persons authorized by state law or campus administration to carry 
concealed firearms and ammunition. In order to provide a safe and positive campus 
environment for teaching, learning and working, this policy strongly discourages bringing a 
firearm onto the CSI campus or events even when permitted by law to do so. 
 
DEFINITIONS 
 
Dangerous weapon: An object, device, instrument, material or substance that is used for or is 
readily capable of causing death or serious bodily injury. This term does not include a pocket 
knife with a blade of less than 2½ inches in length. Firearms are included in this category as are 
incendiary devices and explosives. 
 
Firearm: A dangerous weapon (including a starter gun) which will or is designed to or may 
readily be converted to expel a projectile by the action of an explosive. 
 



http://www.csi.edu/security/weaponspolicy-QA.pdf





Concealed firearm: A firearm which is carried upon one’s person so as not to be readily 
discernible by ordinary observation. 
Upon one’s person: The physical carrying of a firearm in clothing or handbag as well as having 
the weapon in close proximity, readily available for prompt use. 
 
Open carry: Carrying a firearm upon your person or in your vehicle when it is clearly visible. 
 
POLICY 
 
Open carrying of firearms (including in vehicles) is prohibited at all times anywhere on CSI 
property or CSI sponsored events except for sworn peace officers or others who have been 
approved by campus administration. 
 
The possession, wearing, carrying, transporting or use of a dangerous weapon is strictly 
prohibited on college owned or controlled premises, including vehicles parked upon these 
premises. The only exceptions to this policy are the following categories of individuals who have 
been authorized by state law or college administration to carry a concealed firearm on CSI 
property/events. 


• Full-time sworn peace officers 
• Qualified retired law enforcement officers 
• Persons who hold an “Enhanced” Idaho Concealed Weapons License 
• Those individuals who have been granted specific permission from CSI administration 


It is unlawful and a violation of this policy to carry a concealed firearm while under the influence 
of alcohol. 
 
Concealed weapons shall not be carried into or possessed within the following CSI facilities: 


• Eagle Hall dormitory 
• Gymnasium 
• Fine Arts Building 
• Expo Center 
• CSI Off-Campus Centers (Blaine County, Jerome, Mini-Cassia and Gooding) 


An individual who discharges or purposely exhibits any firearm in a rude, angry or threatening 
manner is in violation of this policy. 
 
Students, staff, faculty and visitors shall produce their credentials to carry a concealed firearm 
(under one of the categories above in Item #2) when requested to do so by a representative of 
the CSI Security Department or law enforcement personnel. 
 
Violations of this policy may result in disciplinary action up to and including: expulsion for 
student offenses, termination for employee offenses, and a trespass from campus for offending 
community members. Criminal violations will be referred to local law enforcement. 
 
Unless an employee of the college is required by the CSI President or Vice President of 
Administration to carry a firearm as a part of that employee’s job duties, any possession or use 
of a firearm is not within the course and scope of employment with the college. Therefore, any 







civil or criminal litigation stemming from such possession or use will not be covered or defended 
by the college. 
 
REFERENCES 
Idaho Code Title 18, Chapter 33 
Title 18 U.S. Code, Sections 921, 926 and 930 
Idaho State Board of Education Policy 


6.26 EXPLOSIVES & FIREWORKS POLICY (Rev: 07/14) 


Possession of explosives, and/or fireworks is strictly prohibited on College premises and at 
College sponsored activities and events. Violation of this policy constitutes grounds for 
suspension, expulsion or termination from the College of Southern Idaho. 


6.27 CAMPUS DISRUPTIONS AND VIOLENCE (Rev: 9/11) 


Any intimidation, threat of violence, or act of violence, any seizing of any portion of property, or 
any unauthorized activity which prevents the normal operation of the College in any way by any 
individual or group will be considered in direct opposition to the necessary operation of the 
College. Action will be taken immediately, up to and including dismissal. Similar action will be 
taken against those who advocate such described activities. 


6.28 COPYRIGHT POLICY (Added: 12/04; Rev: 11/15) 


The College of Southern Idaho interprets and applies copyright and intellectual property laws so 
as to encourage the discovery of new knowledge and its dissemination to students, to the 
profession, and to the public. Within that tradition, it has been the prevailing academic practice: 


1. To treat the faculty member as the copyright owner of works that are created independently 
and at the faculty member's own initiative for traditional academic purposes, and 


2. To employ the principle of Fair Use in teaching and other academic activities, as provided in 
the Copyright Act 


3. The U.S. Constitution gave Congress the power “To promote the Progress of Science and 
useful Arts by securing, for limited Time, to Authors and Inventors the exclusive Right to 
their respective Writings and Discoveries.” The copyright owner has the exclusive right to 
produce copies of the work, prepare derivative works, distribute copies by sale or otherwise, 
and display or perform the work publicly (U.S.C. Title 17, section 106). 
 


The following statements and procedures represent a sincere effort by the College to adhere to 
the provisions of copyright and intellectual property laws and regulations: 
 
1. The College strictly prohibits the illegal use, reproduction, distribution, public display, or 


performance of copyrighted materials in any form. 
2. Only legal copies of copyrighted materials may be made or used on College equipment. 
3. College employees shall place appropriate copyright notices on or near all equipment 


capable of duplicating copyrighted materials. 
4. CSI employees who create new works of intellectual property shall be responsible for 


making sure that any work produced with College resources is in compliance with all 
applicable copyright and intellectual property laws and regulations. 







5. The College shall make this Policy widely accessible and shall provide to faculty, staff, and 
students access to current and reliable information on copyright and intellectual property 
laws and regulations, and specific compliance strategies through its copyright website.  


6. The College shall offer training opportunities in copyright and intellectual property. 
7. The Library shall make support materials available. 
8. College personnel shall be responsible to learn about copyright laws and regulations, 


statutory exemptions (such as the Fair Use Doctrine), and about when and how to request 
necessary clearances and written permissions. 


9. Each member of the College community must take individual responsibility for copyright 
compliance. 


10. Members of the College community who willfully disregard this Policy and/or copyright and 
intellectual property laws and regulations, do so at their own risk and assume all liability for 
their actions. 


The full CSI Copyright and Intellectual Property Policy and Procedures is available on the CSI 
Website. 


6.29 INCLEMENT WEATHER CLOSURE (Added: 5/17) 


While every attempt is made to maintain normal operations and services for the benefit of our 
students, faculty, and staff, it may occasionally be necessary to close the College when extreme 
weather conditions occur. The decision to close campus and cancel classes is made by 
administration based on careful consideration of a variety of factors and conditions. 
 
If the College decides to close the campus and cancel classes, the information will be posted 
on the CSI Website and communicated to the media (local TV and radio stations), posted 
on all official CSI social media channels, and sent through our RAVE Mobile emergency 
contact system. The information on the Website will be periodically updated. 
 
Notification of a decision to close will be communicated as quickly as possible. Every effort will 
be made to ensure that decisions on morning closures are communicated by 7 a.m. the latest; 
and decisions to close at night are communicated by 4 p.m. 
 
When the decision to close the campus is made, it applies to the main campus as well as to all 
off-campus centers. As a general rule, when the College is closed, activities such as music and 
theatre performances, club meetings, etc. are also cancelled. 
 
CSI serves an eight-county area and we recognize that every employee has his or her unique 
circumstances (weather conditions at their home, condition of roads between their homes and 
the campus, cars they drive, etc.). While traveling to or from campus, if inclement weather 
conditions are encountered, the travel/not travel decision is the ultimate responsibility of the 
employee. Employees must assume responsibility for their own safety and must use their own 
judgment on whether they should drive to CSI under varying weather conditions. 


6.30 IDENTITY THEFT PREVENTION PROGRAM (Est: 5/09) 


Policy Statement 
 
In accordance with the Fair and Accurate Credit Transactions Act (FACTA) of 2003, the College 
has established an Identify Theft Prevention Program to identify relevant red flags (a pattern, 







practice, or specific activity that indicates the possible existence of identity theft) for new and 
existing covered accounts, detect new red flags, and respond appropriately to any red flags that 
are detected. This policy applies to all University employees, students, contractors, and affiliates 
who have access to personally identifying information and/or covered accounts and will be 
implemented by the Chief Financial Officer. 
 
Identification of Red Flags 
 
In order to identify relevant red flags, the College must consider the types of accounts it 
maintains, methods it provides to open and access these accounts and its previous experiences 
with identity theft. Accordingly, the following red flags have been identified for each of the 
categories listed: 


1. Notifications and Warnings from Credit Reporting Agencies 
• Report of fraud accompanying a credit report; Notice or report from a credit agency of a 


credit freeze on an applicant; Notice or report from a credit agency of an active duty alert 
for an applicant; Receipt of a notice of address discrepancy in response to a credit report 
request; and 


• Indication from a credit report of activity that is inconsistent with an applicant’s usual 
behavior or activity. 


Suspicious Documents 


• Identification document or card that appears to be forged, altered, or unauthentic; 
Identification document or card on which a person’s photograph or physical description 
is not consistent with the person presenting the document; Other document with 
information that is not consistent with existing student information; and 


• Application for services that appears to have been forged or altered. 


Suspicious Personal Identifying Information 


• Identifying information that is inconsistent with other information the student provides, for 
example two documents with different birth dates; Identifying information that is 
inconsistent with other sources of information, for example supplemental documentation 
for a student loan with a different address than that on file with the College; Identifying 
information that is the same as information shown on other applications that were found 
to be fraudulent; Identifying information presented that is consistent with fraudulent 
activity, for example an invalid phone number or fictitious address; Social Security 
Number that is the same as another student or employee; Address or phone number 
that is the same as another student or employee; and 


• An individual who fails to provide complete personal identifying information on an 
application when prompted to do so. 


Suspicious Covered Activity Account or Unusual Use of Account 


• Change of address for an account followed by a request to change the student’s name; 
Payments stop on an otherwise consistently up-to-date account; Account is used in a 
way that is not consistent with prior use; Mail sent to a student is consistently returned 
as “undeliverable;” A student notifies the College that s/he is not receiving mail sent by 







the College; A student notifies the College that an account has unauthorized activity; 
Breach in the College’s computer system security; and 


• Other unauthorized access to or use of student account information. 
 


2. Alerts from Other Sources 
 
• Notice to the College from a student, identity theft victim, law enforcement or other 


individual that the College has opened or is maintaining a fraudulent account for a 
person engaged in identity theft. 


Detecting Red Flags 


1. Student Enrollment: In order to detect any of the red flags identified above that are 
associated with the enrollment of a student, College personnel must take the following steps 
to obtain and verify the identity of the individual opening the account: 
• Require certain identifying information such as name, date of birth, academic records, 


home address or other identifying information; and 
• Verify the student’s identity at the time of issuance of CSI student identification card by 


checking student’s driver’s license or other government issued identification. 
• Existing Accounts: In order to detect any of the red flags identified above for an existing 


covered account, College personnel must take the following steps to monitor 
transactions on an account: 


• Verify the identification of students requesting information in person, by mail, e-mail or 
facsimile; Verify the identity of individuals requesting to change billing addresses by mail 
or email; Provide the student a reasonable means of promptly reporting incorrect billing 
address changes; and 


• Verify changes in banking information given for billing and payment purposes. 
 


2. Consumer Credit Reports: In order to detect any red flags identified above for any covered 
account for which a credit report is required, the College will take the following steps to 
assist in identifying address discrepancies: 
• Require written verification from any applicant that the address provided by the applicant 


is accurate at the time the request for the credit report is made to the consumer reporting 
agency; and 


• In the event that notice of an address discrepancy is received, verify that the credit 
report pertains to the applicant for whom the report was requested and report to the 
consumer reporting agency an address for the applicant that the College has taken 
reasonable steps to confirm is accurate. 


Preventing and Mitigating Identity Theft 


1. Reporting Requirement: In the event that university personnel detect any red flags, the Chief 
Financial Officer must be contacted within one (1) business day. Thereafter, one or more of 
the following steps must be taken, depending on the degree of risk posed by the red flag: 
• Monitor the effected covered account for evidence of identity theft; 
• Contact the student or applicant for which a credit report was run; 
• Change any passwords or other security devices that permit access to covered 


accounts; Provide the student with a new student identification number; 
• Notify law enforcement; or 







• Other action as recommended by the Chief Financial Officer. 
 


2. Protecting Student Identifying Information: In order to prevent the likelihood of identity theft 
occurring, the College will take the following steps with respect to its internal operating 
procedures to protect student identifying information: 
• Ensure that institutional web pages are secure or provide clear notice where web pages 


are not or cannot be secured; Ensure complete and secure destruction of paper 
documents and computer files containing student account information when a decision 
had been made to discard that information; Avoid using social security numbers except 
when required for tax or other governmental reporting purposes; Ensure computer virus 
protections are up to date; and 


• Require and maintain the minimum amount of student information that is necessary for 
institutional purposes. 


Program Administration 
 
Oversight: Responsibility for implementing and updating the identity theft prevention program 
lies with the Chief Financial Officer. The Chief Financial Officer will be responsible for training 
College staff about the program and for reviewing SARs on the detection of and response to red 
flags. The Chief Financial Officer is also responsible for determining which steps of prevention 
and mitigation are most appropriate in light of particular circumstances. 


1. Staff Training and SARs: The Chief Financial Officer is responsible for training College 
employees to detect red flags and respond appropriately. The Chief Financial Officer will 
work with the appropriate personnel to effectively implement the program and to regularly 
monitor compliance with the program requirements. The Chief Financial Officer will develop 
a reporting procedure for employees to report red flag incidents and will summarize his/her 
findings for the Vice President of Administration on a biannual basis. 
 
Service Provider Arrangements: In the event the College engages a service provider to 
perform an activity in connection with one or more covered accounts, the university will take 
the following steps to ensure the service provider performs its duties in accordance with all 
institutional policies and procedures designed to detect, prevent and mitigate the risk of 
identity theft: 
• Require, by contract, that service providers understand and agree to abide by College 


policies and procedures regarding identity theft: and 
• Require, by contract, that service providers report any red flags to the Chief Financial 


Officer or the College employee with primary oversight of the service provider. 


Non-Disclosure of Specific Practices: In order to optimize the effectiveness of the Identity 
Theft Prevention Program, information regarding specific red flag identification, detection, 
mitigation and prevention practices may need to be limited to the Chief Financial Officer, 
his/her supervisor(s), and employees charged with identifying and reporting those red flags. 


2. Program Updates: The Chief Financial Officer will periodically review and update the Identity 
Theft Prevention Program to reflect changes in risks. In so doing, the Chief Financial Officer 
will consider the institution’s experiences with identity theft, changes in the means by which 
identity theft occurs, changes in identity theft prevention and detection methods, and 
changes in the way business relationships are structured with other entities. After 







considering these changes, the Chief Financial Officer will determine whether changes to 
the program, including the type of red flags, are warranted. 


For additional information, please refer to the Fair and Accurate Credit Transactions 
Act (FACTA) of 2003. 


6.31 EMERGENCY DISASTER NOTIFICATION PLAN (Rev: 10/19) 


In the event of a disaster or dangerous situation, the person witnessing the event should 
immediately call 911 to notify first responder entities. The second call should be to CSI Security 
at 732-6605. The caller should notify CSI Security that a 911 call has or has not been made. 
Upon receiving notification of a campus emergency/threat that warrants a campus wide alert, 
the CSI Security Office will ensure that 911 authorities have been notified. 
 
As soon as possible, the Public Information Officer will activate the RAVE mobile safety 
emergency alert notification system. This system will send information via text message, voice 
and e-mail to employees, students, and community members who have signed up for this free 
service. Logging into the RAVE system and updating your personal preferences is crucial. 
 
In meetings with the local law enforcement officials concerning emergencies, the Twin Falls City 
Police indicated that they will have three officers on campus in less than five minutes. Additional 
assistance from the Twin Falls County Sheriff’s Office and Idaho State Police will be provided in 
less than 10 minutes. 
 
CSI Security and administration will cede all command and control functions over to law 
enforcement authorities as soon as they are established on campus. 
 
Emergency situations/disasters require CSI staff to remain flexible and react based upon the 
best information available at the time. Written procedures provide the framework for responses 
but the need for adaptability to address the issues must be maintained regardless of policies. 
 
The Emergency Disaster Notification Plan will be tested once each semester and the test 
results documented by the CSI Security Supervisor. 
 
Questions regarding this policy should be directed to the Vice President of Administration. 


6.32 STUDENT HOUSING FIRE POLICY (Rev: 5/17) 


The College of Southern Idaho has one dormitory and one apartment complex that constitute 
student housing. These entities are operated by the College in conjunction with the College of 
Southern Idaho Dormitory Housing Commission. 
 
Dormitory housing is provided in Eagle Hall which is located on the main campus. This facility 
houses approximately 242 students in double and single rooms. Student resident advisors 
receive training each fall in first aid, CPR, emergency disaster procedures and building fire 
procedures. 
 
As per fire code, the dormitory is not equipped with sprinklers due to it being constructed of non-
combustible materials. The dormitory is equipped with an addressable smoke alarm system 
which consists of individual room sensors and area smoke and heat detectors in each 
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mechanical and electrical room. Fire pull stations are located at each of the buildings seven 
exits. Fire extinguishers are located in each hallway. 
 
The alarm system consists of both light strobes and horns. The activation of the system 
automatically triggers an alarm to the local fire station. 
 
Fire extinguishers are inspected each month with the inspection date noted on a tag attached to 
the extinguisher. The smoke/heat detector system is checked for mechanical defects on an 
annual basis by a certified alarm testing company. 
 
Emergency fire drills are conducted at least once per semester for the dormitory. All occupants 
are required to evacuate the building upon the activation of the fire alarm system and to remain 
outside of the building until authorized to return by the proper authorities. Fire drills are 
coordinated through the Dean of Students, Dormitory Counselor, Physical Plant Director and 
Security Supervisor. The Security Supervisor is responsible for documenting these drills. 
 
The apartment complex consists of the North View Apartments which are located on the North 
West edge of the main campus. There are 42 units made up of single, double- and three-
bedroom apartments located in three (3) buildings in close proximity. Like most commercial 
apartments, the buildings are constructed of wood and do not have fire sprinkler systems. 
 
The apartments have one exit which exists out to an outside hallway with two possible 
directions of evacuation. Windows may also be utilized for egress in an emergency. Fire 
extinguishers are located in each building as follows: 
 
A Building – One at each end and one in the middle of each floor 
B Building – One fire extinguisher between every two apartments – 2 upstairs and 2 downstairs 
C Building – One fire extinguisher upstairs in the middle and two downstairs – one at each end 
D Building – One fire extinguisher upstairs in the middle and two downstairs – one at each end 


There is also one fire extinguisher in the laundry room and one in the maintenance shop. These 
are inspected monthly by maintenance staff to ensure they are charged. Additionally, a 
commercial fire extinguisher company services all fire extinguishers every three years. 
 
When the individual apartments are leased, the renter is provided with a smoke alarm with new 
batteries. The renter is responsible for keeping charged batteries in the smoke alarm and 
periodically testing the smoke alarm. There is no central fire alarm system and fire alarm drills 
are not held for the North View Apartments. 
 
The CSI Security Director is responsible for collecting data and filing an annual report by each 
housing group detailing the following: 


1. Number of fires 
2. Number of deaths 
3. Number of injuries 
4. Documentation of Fire Drills 
5. Fire related property damage 
6. A listing of the type of fire detection system in each building 







Questions concerning fire safety, testing and procedures should be directed to the Physical 
Plant Director. Questions concerning this policy should be directed to the Vice President of 
Administration. 


6.33 EMERGENCY EVACUATIONS (Est: 12/10) 


Because of bomb threats, fire alarms, or other emergency conditions, all faculty, staff, and 
students may be evacuated from College buildings or facilities. During these times no one is 
authorized to be in the facilities without consent of the Public Safety official in charge. 


6.34 MISSING STUDENT NOTIFICATION POLICY (Est: 12/10) 


The College of Southern Idaho takes student safety very seriously. To this end, the following 
policy and procedures have been established concerning students who live in CSI-owned on-
campus housing who, based on the facts and circumstances known at the time to CSI officials, 
are presumed and/or determined to be missing. 
 
Most missing person reports in the college environment result from students changing their 
regular routines without informing roommates and/or friends or family members of the change. 
For purposes of this policy, a student will be presumed missing, if a roommate, classmate, 
faculty member, friend, family member or other campus person has not seen or heard from the 
student in a reasonable amount of time. In general, a reasonable amount of time is 24 hours or 
more but may vary with the time of day and information available regarding the missing 
student's daily schedule, habits, and reliability. Students will also be considered missing 
immediately, if their absence has occurred under circumstances that are suspicious or cause 
concerns for their safety. 
 
Anyone who believes that a student who lives in on-campus housing is missing should report 
his/her concern immediately to Campus Security. Missing student reports can be made to the 
Security Supervisor or any Security Officer. 
 
At the beginning of each semester, Residence Hall staff will inform students residing in on-
campus housing that an official from CSI will notify the appropriate law enforcement agency in 
addition to the individual(s) identified by the student on the Missing Student Emergency 
Notification form and the parent/guardian (if the student is under 18 years of age and not 
emancipated) within 24 hours of the determination that the student is missing. 
At the beginning of each academic year, students living in on-campus housing will be asked to 
provide, on a voluntary basis, confidential emergency contact information in the event they are 
reported missing while enrolled at CSI. The contact information will be registered confidentially, 
and the information will be accessible only to authorized campus officials and it may not be 
disclosed, except to law enforcement personnel in furtherance of a missing person investigation. 
This emergency information will be gathered and/or updated each semester by the Housing 
Coordinator. 
 
CSI will follow the following general notification procedures for a missing student that resides in 
on-campus housing: 


1. Any and all official missing person report(s) relating to students residing in on-campus 
housing shall be referred immediately to Campus Security. 







 
The official receiving the report will try to collect and document the following information: 
• The name and relationship of the person making the report. 
• The date, time and location the missing student was last seen. 
• Description, clothes last worn, where student might be, who the student might be with, 


vehicle description, information about the physical and mental wellbeing of the student, 
an up-to-date photograph, class schedule. 


• The general routine or habits of the suspected missing student (e.g. friends who live off-
campus, working off-campus) including any recent changes in behavior or demeanor. 


• The missing student's cell phone number (if known by the reporter). 


2. Every missing student report will be followed up with an investigation to determine the validity of 
the missing person report.  


3. Once CSI receives a missing student report, the following officials/offices may have a need to 
know and be informed: 


• President's Office 
• Executive Vice President and Chief Academic Officer 
• Vice President of Student Services 
• Vice President of Administration 
• Dean of Students 
• Housing Coordinator 


4. If Campus Security, after investigating the official report, makes the initial determination that the 
student subject of a missing person report is missing: 


• Campus Security will notify the appropriate law enforcement agency within 24 hours of 
the determination by Campus Security that the student is missing. 


• The Dean of Students or his designee will notify the individual(s) identified by the student 
within 24 hours of the determination by Campus Security that the student is missing. 


• If the student is under 18 years of age and not an emancipated individual, the Dean of 
Students or his designee will also notify a custodial parent or guardian in addition to the 
individual(s) identified by the student within 24 hours of the determination by Campus 
Security that the student is missing. 


Upon notification from any entity that a student who resides in on-campus housing may be 
missing, CSI may use any or all of the following resources to assist in locating the student: 


• Contact the student via e-mail or phone. 
• The Housing Coordinator and staff may be asked to assist in physically locating the 


student by keying into the student's assigned room and talking with known associates. 
• Security may search campus locations to find the student and utilize the student's ID 


picture for assistance in obtaining pertinent information. 
• Contact roommates, floor mates, known friends, family, faculty members or advisors to 


seek information on last sighting or additional contact information. 
• Check the student's social networking sites (e.g. Facebook, Twitter, etc.). 
• Security may access security camera and video recordings to determine last sightings of 


the missing student. 
• Security may access vehicle registration or license information for vehicle location and 


distribution to authorities. 







• Information Technology staff may be asked to look up logs for last login and use of CSI's 
systems (e.g. e-mail, network, Blackboard, etc.). 


• If there is any indication of foul play or an immediate safety/security concern, the 
appropriate law enforcement agency will be notified immediately. 


Student notification of this policy: 


• Included on the CSI Website 
• Discussed during beginning of term mandatory Residence Hall meetings 
• Included in the annual Campus Security Report 


6.35 CRIME STATISTICS - JEANNE CLERY ACT (Added: 1/15) 


College of Southern Idaho campus crime statistics are published and annually reported in 
compliance with federal regulations. A Campus Crime and Fire Log is maintained by the CSI 
Security Department and is available for public review. The Security Department may be 
reached by calling 208-732-6605. 
 
College of Southern Idaho campus crime statistics are published online through U.S. 
Department of Education Office of Postsecondary Education website (OPE ID: 00161900) or 
can be viewed on the CSI Campus Safety and Security Webpage.  


6.36 CAMPUS MEMORIAL POLICY (Added 12/12) 


The College receives requests from various organizations and individuals concerning 
establishing a memorial for a deceased individual or special organization. These individuals are 
encouraged to establish a scholarship endowment with the College of Southern Idaho 
Foundation. 
 
For groups or individuals who wish to establish a physical memorial on campus, the following 
guidelines apply: 


1. The only approved memorial will be a single tree. 
2. The tree will be purchased by the College and planted by the College maintenance 


department. 
3. The applicant shall request a variety of tree but the ultimate selection of the variety of tree 


will be by the College. The tree will have to be consistent with the overall landscaping plan 
of the College. 


4. The applicant may request a location but the ultimate location on the campus will be decided 
by the College maintenance department. The site will take existing trees, the campus 
master plan and the overall landscaping plan into effect. 


5. If the tree does not survive or is destroyed by wind, insects or other occurrences, the tree 
may be replaced at the applicant's expense. 


6. The College reserves the right to move the tree and plaque to a new location if deemed 
necessary by the maintenance department. 


7. A brass plaque not to exceed 9 inches by four inches with minimal wording will be ordered 
by the College. The brass plaque will be mounted in a flat, ground level concrete slab cast 
and located by the College maintenance department. 


8. All costs associated with the purchasing of the tree, the planting, pouring of the concrete 
slap and brass plaque will be paid for by the applicant. 
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9. Prior to the start of the project, the applicant will pay a deposit of $300. Upon completion of 
the project, a final billing for total costs in excess of the $300 will be sent to the applicant. 
Any excess funds deposited will be refunded to the applicant. 


10. In the event that the applicant wishes to establish a tree as a memorial without a plaque, the 
applicant will pay a deposit of $100. Upon completion of the project, a final billing for total 
costs in excess of the $100 will be sent to the applicant. Any excess funds deposited will be 
refunded to the applicant. 


11. Applicants may contact the College of Southern Idaho Physical Plant Director concerning 
tree varieties, possible locations and the ordering of brass plaques. 


Applicants requesting variances concerning this policy may apply to the College of Southern 
Idaho Administrative Council in writing with their specific request. 


6.37 VISUAL IDENTITY USAGE (Added 5/17) 


The College of Southern Idaho visual identity and logo usage guidelines are posted online at the 
Copy Center site. This reference guide is to ensure our logo is used consistently in all digital 
and produced media. A consistent identity will enhance the recognition of the College. These 
logo usage guidelines must be adhered to strictly. No variations, adaptations, or new logos 
should be created without prior consultation with the CSI Graphic Design Specialist, at 
208.732.6320. 


6.38 ANIMALS ON CAMPUS (Added 10/19) 


Definitions 
 
Handler - The owner and person in charge of an animal. 
 
Pet - Any animal kept for ordinary use and companionship. Service and Support Animals are not 
considered Pets. 
 
Service Dog - Any dog that is individually trained to do work or perform tasks for the benefit of a 
person with a disability, including a physical, sensory, psychiatric, intellectual, or other mental 
disability. The work or tasks performed by a Service Animal must be directly related to the 
person’s disability. The provision of emotional support, well-being, comfort, or companionship 
does not constitute work or tasks for the purpose of this definition. 
 
Service Dog in Training - A dog who is participating in a formal program to learn how to become 
a Service Dog. 
 
Support Animal - An animal that provides emotional or other support that improves one or more 
identified symptoms or effects of a person's disability. Unlike Service Dogs, Support Animals are 
not required to be trained to perform work or tasks, and they may include species other than 
dogs. Support Animals could include, but are not limited to domestic dogs, domestic cats, 
rabbits, companion birds, and other animals commonly kept as Pets. 
 
Policy 
 
I. Policy Statement 
 







The College of Southern Idaho is committed to making reasonable modifications to its rules, 
policies, and practices as required by law to afford people with disabilities an equal opportunity 
to access its programs, services, and activities. Possession of any animal on campus including 
but not limited to domestic pets, wildlife, livestock, wild animals, exotic animals, vicious animals, 
and insects must be in compliance with local, state, and federal laws and regulations. Twin Falls 
City Code Title 6, Chapters 3-4 should be consulted before bringing any animal on campus. 
 
Animals in Outdoor Spaces 
 
Animals may be brought onto outdoor spaces on campus that are open to the public, except for 
College athletic fields/arenas if: 
 


A. The animal is accompanied and appropriately restrained by a competent Handler at all times, 
and 
B. The animal and the Handler are in compliance with all applicable laws and regulations. 


II. Service Dogs 
 
Service Dogs are permitted to accompany people with disabilities in all areas of the College 
facilities, including on-campus housing, where students, members of the public, and other 
participants in services, programs, or activities are allowed to go. 


1. A Service Dog must be trained so that it controls its waste elimination, absent illness or 
accident. The Handler must maintain control of the Service Dog at all times by a harness, 
leash, or other tether, or by voice, signals or other effective means if the Handler is unable 
to hold control devices, or such use would interfere with the Service Dog’s performance of 
work or tasks. 


2. The College does not require documentation, such as proof that the animal has been 
certified, trained, or licensed as a Service Dog. 


3. College employees may only ask two questions of the Handler to determine whether the 
animal qualifies as a Service Dog: 


4. Is the animal required because of a disability? 
5. What work or task has the animal been trained to perform? 


Asking additional questions of the Handler may be a violation of College Policy on Unlawful 
Discrimination, Harassment. If a College employee has concerns about a Service Dog, contact 
the Student Disability Services, Human Resources, or Campus Safety as appropriate. 
 
III. Requests for assistance with Service Dogs 
 


A. Students - Contact Student Disability Services. 
B. Employees - Contact Human Resources Office for information on employment 
accommodations If requesting the use of Service Dogs in the course of employment. 
C. Others - Contact Campus Safety. 


IV. Support Animals and Pets 
 
The following are procedures for where Support Animals and Pets are allowed and under what 
circumstances. 
 
On Campus Student Housing 
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1. A Support Animal may reside in on-campus housing, including accompanying persons 
with disabilities in all public or common use areas of on-campus housing, when it may be 
necessary to afford the person with a disability an equal opportunity to use and enjoy on-
campus housing. 


2. Before a Support Animal can move into on-campus housing with a person with a 
disability, the student requesting use of an Animal must submit a request to the Student 
Disability Services. The Student Disability Services will review the request and notify the 
student and Housing Administration if the request is approved or denied. Prior to a final 
decision, the Student Disability Services Staff may request additional information from 
the student. The request for a Support Animal should be made at least thirty (30) days 
prior to the student bringing the Support Animal into on-campus housing. 


3. Student Disability Services will require documentation for Support Animals from a 
licensed physician or mental health provider, including without limitation a qualified 
psychiatrist, social worker, or other mental health professional, to provide sufficient 
information for the College to determine that: 
 
• The individual qualifies as a person with a disability 
• The Support Animal is necessary to afford the person with a disability an equal 


opportunity to use and enjoy on-campus housing 
• There is a reasonable, documented connection between the animal and the disability 


 
4. Once approved, refer to the Service and Support Animal Guidelines for more 


information. These guidelines will be given to Handlers of living in on-campus housing 
upon approval of a Support Animal. 


5. Pets are not allowed in On Campus Student Housing 


Beyond Campus Student Housing 


1. Pets are not allowed in classrooms, offices, or buildings. 
2. If any member of the College community is concerned about any animal on campus, they 


may address their concerns with the Student Disability Services, Human Resources, or 
Campus Safety as appropriate. 


V. Service Dog Trainees 
 
Service Dogs in Training are allowed on campus to the same extent and subject to the same 
limitations as Service Dogs. 
 
VI. Responsibilities 
 
The College is not responsible for the care or supervision of Service Dogs or Support Animals. 


1. Handlers are responsible for the cost, care, and supervision of their animals, including: 
• Compliance with any laws pertaining to animal licensing, vaccination, and owner 


identification; 
• Keeping the animal under control and taking effective action when it is out of control; and 
• Feeding and walking the animal as necessary, and disposing of its waste. 


2. Handlers may be charged for damage caused by their animals to the same extent that the 
College would normally charge a person for the damage they cause. However, the College 
will not require any surcharges or fees for the use of Service or Support Animals. 
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3. Handlers must ensure their animals comply with applicable College rules regarding noise, 
safety, disruption, and cleanliness. 


VII. Exceptions and Exclusions 
 
The College may impose some restrictions on, and may even exclude an animal in certain 
instances, including Service and Support Animals. Any animal may be excluded from an area in 
which it was previously authorized to be if: 


1. It is out of control and effective action is not taken to control it, 
2. It is not house-broken or the Handler fails to clean a cage or box designated for the animal’s 


waste such that the cleanliness of the room is not maintained, or 
3. It poses a direct threat to the health or safety or others that cannot be mitigated by 


reasonable modifications of policies, practices, or procedures, or the provision of auxiliary 
aids or services. 


In the event that restriction or removal of a Service or Support Animal is determined to be 
necessary, the person with a disability will still be given the opportunity to participate in the 
service, program, or activity without having the animal present. 
 
VIII. Guidelines for Members of the College Community 
 
To ensure equal access and nondiscrimination of people with disabilities, members of the 
College community must abide by the following practices: 


1. Allow Service Dogs, and in some cases Support Animals, to accompany people with 
disabilities on campus; 


2. Do not ask for details about a person’s disability; 
3. Do not pet a Service Dog or Support Animal as it distracts the animal from its work; 
4. Do not feed a Service Dog or Support Animal; 
5. Do not deliberately startle, tease, or taunt a Service Dog or Support Animal; 
6. Do not allow Pets to approach and/or interfere with a Service Dog or Support Animal; and 
7. Do not separate or attempt to separate a Handler from his/her Service Dog or Support 


Animal. 


IX. Policy Non-Compliance 
 
Violation of any portion of this policy may result in disciplinary action. Incidents will be evaluated 
on a case-by-case basis and may result in the following sanctions up to: 


1. Exclusion or expulsion in the case of students, or 
2. Exclusion or dismissal from employment, in the case of faculty and staff, or 
3. Exclusion from campus, in the case of the public. 


If a Handler feels his or her animal has been improperly excluded from campus, the Handler 
may contact the Student Disability Services, Human Resources, or Campus Safety as 
appropriate. 


 
Contact Information 


Student Disability Services - Available to students at 732-6260 



https://quondam.csi.edu/Disabilities/





Human Resources Office - Available to College employees at 732-6267 
Campus Safety - Available to visitors at 732-6605  
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8. BUSINESS POLICIES & PROCEDURES 
 
 


8.01 COLLEGE BUSINESS POLICIES (Rev: 5/17) 


Business policies are established to provide a framework for consistency, structure and 
guidance for the general business operations of the College. While many policies are based 
upon laws or regulations, most simply reflect good business practices. 
 
Polices for payment of fees, refunds and student related issues are found in the current College 
of Southern Idaho catalogue. 
 
Polices are not designed to cover all unique situations or special circumstances. In those 
special cases where a policy does not appear to apply, the College will take actions that reflect 
common sense and good business practices that are in the best interest of the College, its 
students and the community. Any questions concerning the business operations of the College 
should be directed to the Business Office. 
 
In all cases, the Business Office will operate in accordance with state and federal laws and 
regulations. Interpretations of laws and regulations and how they apply to the College are the 
responsibility of the Vice President of Finance and Administration, the President and the College 
attorney. 


8.02 CODE OF CONDUCT (Rev: 5/17) 


The College of Southern Idaho requires all employees to act in accordance with all state, federal 
and local laws and regulations. Employees are expected to be of high moral character and 
utilize judgment to avoid even the appearance of impropriety. 
 
All instances of suspected fraud, error or omission will be properly investigated and 
documented. All violations of policy will be brought to the immediate attention of the Vice 
President of Finance and Administration or the Controller. Instances of fraud or abuse will be 
brought to the immediate attention of the Vice President of Finance and Administration, 
Executive Vice President, Controller, or the President. External independent auditors may be 
brought in to investigate any issue at the discretion of the President or the Board of Trustees. 


8.03 INDEPENDENT CONTRACTORS (Rev: 1/07) 


Numerous instructors, interpreters and service providers are requesting to be paid as 
independent contractors rather than through payroll. If the independent contractor does not 
have insurance, the College may be held liable for both the liability insurance and the worker's 
compensation claims. 
 
In certain situations, the person may be paid as an independent contractor if prior approval is 
obtained from the Business Office. These people would not be required to show proof of liability 
insurance or workers compensation. 
 
These situations would include all of the following criteria: 







• Liability is limited and 
• The probability of a workman's compensation claim is limited and 
• The service performed is of a one-time nature such as a guest lecturer and 
• The amount is less than $1,000 per occurrence and expected to be less than $1,000 per 


year. 


In all other situations, in order to protect employees and students and comply with IRS 
regulations, independent contractors must provide the College with a personal liability policy of 
$1,000,000 listing the College as an additional insured and a worker's compensation policy. 
Service providers must meet the IRS definitions for independent contractors in order to be paid 
as a consultant or contractor rather than an employee. 
 
IRS independent contractor guidelines are available from the Business Office. 
College employees are not eligible to be paid as contractors unless they have a separate EIN 
number and meet IRS requirements for independent contractors. 


8.04 PURCHASING AND PROCUREMENT POLICY (Rev: 10/19) 


Purpose: To provide for oversight and responsible stewardship of CSI funds by setting forth 
guidelines for purchasing goods and services 
 
Scope: Applies to all employees of CSI who are authorized to make purchases on behalf of CSI 
 
Responsible Party: Vice President of Finance and Administration 
 
Policy Statement 
 
Efficient and cost-effective procurement of goods, services and public works construction is an 
important aspect of local government operations. CSI should endeavor to buy goods, services 
and public works construction by way of a publicly-accountable process that respects the 
shared goals of economy and quality. All purchases will be made within the terms of the 
approved institutional budget. Administrators and professional support staff who administer 
budgets within their department or program are responsible for and will be accountable to CSI to 
ensure that purchases are made within the means of their budget. This policy and its 
procedures define the roles and responsibilities of the departments and the Business Office as 
they apply to the procurement of goods and services by CSI. 
 
Procedures 
 
Purchasing Overview 
Generally, the Accounts Payable Office processes and mails checks on Wednesdays. 
Payment/reimbursement documentation must be received in the Business Office by Monday at 
noon to ensure payment by Wednesday. Checks will be mailed after being processed. Original 
itemized invoices or receipts are required. Individuals are to request reimbursement for their 
own expenses. All requests must be signed by at least two employees with one employee 
having appropriate signing authority. Incomplete requests will be returned to the signing 
authority for resolution. All payment/reimbursement requests should be submitted on a weekly 
basis. 
 
Preliminary Cost Analysis 







Prior to making a purchase the requestor shall work with the department head to research the 
good or service to determine the cost range of the procurement. Under CSI's procedures and 
state and federal guidelines for procurement, purchases are divided into dollar amount 
thresholds. For CSI, the following are the dollar threshold requirements: 


• Below $5000, a Request for Payment or P-Card is required 
• $5,000 and above, a Purchase Order is required 
• $10,000 to $49,999, three Quotes and a Purchase Order are required 
• $50,000 and above, a Formal Sealed Bid and a Purchase Order are required 


*Regardless of dollar amount, Purchase Orders are the preferred method of purchasing 
whenever possible and when working with federal funds. 
 
Other preliminary considerations 


• Is the purchase exempt from the bid/RFQ requirements? And if so, what documentation 
is required to authorize the exemption? Contact the Business Office 


• Is the purchase made with grant funds? Does the Uniform Guidance apply to the 
purchase? Contact the Grant Accountant in the Business Office. 


• Is the purchase technology related (software, hardware, support, services)? Contact 
Information Technology Services. 


• Is this purchase related to physical plant, facilities or furnishings? Contact Physical Plant 
Director 


• Is this purchase related to student clubs or activities? Contact the Student Affairs Office 
• Is the purchase allowable? Some examples of purchases that are not allowed include 


the following: 
o Alcoholic beverages, unless approved by the President 
o Birthday or other departmental celebration cakes, cards, or decorations, unless 


approved by the President (birthday/departmental celebrations are still 
encouraged, however, expenses must be paid from resources outside CSI 
dollars) 


o Gifts or purchases of flowers and plants that are not program related, unless 
approved by the President 


o Gifts and donations, unless approved by the VP of Finance or Controller 
o Traffic tickets and violations 
o Gift certificates/gift cards/prizes unless approved by the VP of Finance or 


Controller 
o Departmental clothing purchases unless approved by the VP of Finance or 


Controller 


Purchases that Require Board Approval 


• All real property 
• Any purchase of $100,000 and above 
• Capital purchases that will cause a Division to exceed their Board approved annual 


budget 


Purchases under $5,000 (Request for Payment, P-Card or Purchase Order) 
 







• Purchases valued under $5,000 may be procured through a Request for Payment form, 
P-Card, or Purchase Order. The Request for Payment form and directions can be found 
on the Business Office website. The completed form along with original invoice or 
receipts should be turned into the Business Office. Procurement with a P-Card should be 
made in accordance with CSI's P-Card Policy. Procurement with a Purchase Order 
should go through the normal purchase requisition process. 


 
Purchases $5,000 and above (Purchase Order required) 


• All purchases of $5,000 and above require an approved Purchase Order. The Purchase 
Requisition form that initiates the Purchase Order process can be found on the Business 
Office website. Purchase orders are not required under the following circumstances: 


o A purchase of $5,000 and above is made on account with a vendor approved by 
the Business Office 


o A purchase of $5,000 and above is made using the CSI Bookstore's separate PO 
system such as bulk textbook purchases, etc. 


o A purchase of $5,000 and above for travel arrangements 
o A special exemption is pre-approved by the VP of Finance and Admin 


• All requests must be signed by at least two employees with one employee having 
appropriate signing authority. 


Purchases Valued Between $10,000 to $49,999 


• Purchases (or leases) of personal property or services that are valued between $10,000 
and $49,999 are subject to the procurement rules contained in Idaho Code. CSI is 
required to solicit at a minimum three quotations from vendors for the product or service 
that is needed. Three quotes are not required if exemption is pre-approved by the VP of 
Finance and Admin. Additional documentation is required under these circumstances. 


• A Request for Quotation (RFQ) should include: 
o A clear description of the purchase to be made so that the vendor dealing in such 


goods or services can understand what is to be procured 
o A clear description of the method by which the vendor should respond, including 


time and date, and person to whom the response should be directed 
o A minimum of five working days for the quote response 


• Each vendor should be provided identical quote specifications. The Quote Request can 
be in either electronic or physical format. 


• Vendor responses should: 
o Be in writing on the vendor's letterhead or with logo 
o List the vendor's company/business name, address, phone number and contact 


name 
o Respond to the quote request as to quality, quantity or service capabilities 


• Objections or questions from a vendor must be in writing and received no less than two 
(2) days prior to the due date of quotes. 


• Once quotes are received they should be compiled and reviewed by the Department 
Chair and/or Dean overseeing the purchase. The lowest responsive quote should be 
selected from the bid submittals. When specifications are valued or comparative 
performance examinations are conducted, the results of such examinations and the 
relative value of required specifications will be weighed as set out in the criteria of the 
RFQ, in determining the lowest responsive quote. 







• If CSI chooses to award a competitively bid contract involving the procurement of 
personal property or services to a bidder other than the apparent low bidder, CSI shall 
declare its reason or reasons. These reasons should be documented and should be 
attached to the Purchase Requisition form. A response from a bidder that it cannot meet 
the requirements of a quote request is a valid response and counts as one of the three 
quotes. This does not mean a department can circumvent the procedures by requesting 
quotes from un-qualifying parties. If three quotes cannot be obtained, a description of the 
efforts undertaken to procure three quotes shall be documented and such 
documentation will be attached to the Purchase Requisition form. 


• The department requesting the bids must attach all three quotes to the Purchase 
Requisition form before a purchase order will be issued. 


Purchases Valued at $50,000 or above 


• When an expenditure or purchase is contemplated for personal property or a service that 
may be at $50,000 or above, the purchase must be made pursuant to an open 
competitive bid (Request for Proposals, Invitation to Bid). A Request for Proposal (RFP) 
must be developed that provides the specifications and details of what is to be 
purchased. Further, as additional factors, including but not limited to location, standards, 
licensing, references, ability of vendor, or finances can be put into the body of the 
Request for Proposal. The RFP must also provide a time frame for the process and the 
evaluation criteria under which the vendor will be selected. Items cannot be separated 
as to type, such as separating chairs from desks to keep from bidding. Bid splitting is 
prohibited by law and can result in fines. RFP's and bids involving technology systems, 
equipment, and/or services must be reviewed and pre-approved by the Chief 
Technology Officer. 


• The RFP process takes approximately three to six weeks. The RFP document must be 
developed, and the RFP must be approved by the Business Office. State law also 
requires a legal notice be published in the official newspaper of the political subdivision. 
This legal notice will designate the CSI contact person. CSI posts legal notices in the 
Times-News. State law requires the following for the publication: 


o Two notices soliciting bids shall be published 
o The first notice shall be published at least two weeks (14 days) before the date 


that the bids are to be opened 
o The second notice shall be published the succeeding week, at least seven (7) 


days before the bids are to be opened 
o The legal notice must describe the property or service to be purchased, 


information for a vendor to obtain a copy of the RFP, and provide the time and 
date when proposals will be due 


• Vendors may obtain a copy of the RFP from the CSI contact person associated with the 
purchase. This designated CSI contact person's name and contact information will be 
included in the legal notice for the bid. Questions can be sent by e-mail as directed in the 
proposal. Proposals may not be withdrawn after the time and date set for the opening of 
the bids. The opening will be in a public location so that vendors or the public may be 
present at the opening. CSI generally holds the opening at the CSI Business Office at 
315 Falls Ave. in Twin Falls, Idaho. 


• Once opened, an Evaluation Team will be established and approved by the Business 
Office. The Evaluation Team shall review all proposals, evaluating them based on the 
criteria set forth in the RFP. The award will be granted to the vendor who is most 
qualified based on the criteria. 







Exemptions to Bid/RFQ Process 


• State of Idaho Open Contract List 
o As a political subdivision of the state of Idaho, CSI is able to purchase goods or 


services at the same contract prices, terms and conditions available to the State 
of Idaho. The state open contract 
(https://purchasing.idaho.gov/statewide_contracts.html) website includes a list of 
vendor goods or services that the state has already bid and determined to be the 
best overall value. Departments should first review this list before making a 
purchase. No matter the cost of the purchase, if a good or service is listed on the 
state open contract list, the purchase is exempt from the bid/RFQ process. If a 
purchase from the state open contracts will exceed $50,000, the purchaser must 
document that the vendor was included on the state list. Documentation to 
substantiate the presence of the item on the state open contracts is required to 
be submitted with a CSI Purchase Requisition form. 


• Real Property and Leases 
o Procurement of an interest in real property is exempt from the bid requirements 


under Idaho Code 67-2803(5). CSI requires that all real property purchases be 
approved by the Board of Trustees 


• Joint Powers 
o Under Idaho Code, political subdivisions may utilize contracts of state and public 


agencies. Many contracts contain “public agency clauses” which allow cities, 
counties and political subdivisions access to state agency purchase agreements. 
The use of such contracts enables the secondary party to the agreement to make 
a purchase off the primary agency without seeking bids (as bids were already 
achieved in the original formation of the contract). When using another agency's 
contract for a purchase of goods or services the following procedures should be 
followed: 


o Obtain written permission from the primary agency to the contract for the 
utilization of the contract 


o Obtain a copy of the contract and have a clear understanding of the terms, 
including but not limited to financing and payment, duration and termination, and 
method of use 


o Obtain names and terms for all subcontractors 


Federal GSA Contracts 
 
CSI, as a political subdivision, may use federal government general services administration 
(GSA) contracts in accordance with the GSA eLibrary website. These contracts have already 
been bid and awarded by the federal government. The purchaser must document that the 
vendor was included on the federal GSA list for state and local government. Documentation to 
substantiate the presence of the item on the state open contracts is required to be submitted 
with a CSI Purchase Requisition form. 
Emergency Purchases 


• The policies governing purchasing procedures for the college system and its institutions 
shall be waived when the Vice President of Finance and Administration or other person 
delegated that authority, determines that an emergency requires such action. An 
“emergency” means when the immediate demand for supplies, materials, or services is 
such as to seriously hamper the operations of the institution, and in spite of all remedial 
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action possible, would result in costlier damage than the purchase involved, if purchased 
through normal procedures. The nature of the emergency and determination that the 
circumstances justified waiver of purchasing procedures shall be documented in writing. 


• The Vice President of Finance and Administration will determine when an emergency 
exists at CSI, and when an emergency purchase is warranted. Emergency purchasing 
cannot be used to satisfy preferences or convenience on the part of the department, nor 
is it allowed for preventing funds from reverting at the end of the fiscal year, to the 
institution, or for any reason that seeks to circumvent regular procurement procedures. 


Sole Source Purchases 


• CSI, as a political subdivision, may determine that there is only one vendor (one source) 
to acquire personal property. A sole source item is one that has only one supplier. For 
example, a sole source purchase might be necessary in the follow circumstances: 


o Where the compatibility of equipment, components, accessories, computer 
software, replacement parts or service is the paramount consideration. 


o Where a sole source supplier's item is needed for trial use or testing 
o The purchase of mass-produced movies, videos, books or other copyrighted 


materials 
o The purchase of property that for which it is determined there is no functional 


equivalent 
o The purchase of public utility services 
o The purchase of products, merchandise or trademarked goods for resale at a 


political subdivision facility 
o Where competitive solicitation is impractical, disadvantageous or unreasonable 


under the circumstances 
• Individual CSI departments or purchasers cannot make a determination on whether a 


vendor is a sole source. Departments contemplating a purchase that they suspect may 
be a sole source must provide a memorandum documenting the research and rationale 
behind the request for a sole source purchase. The memorandum describing the sole 
source must be signed by the Vice President of Finance and Administration. 


8.05 PRINTING AND DUPLICATING POLICY (Rev: 5/17) 


All major printing and duplicating jobs should be completed by the CSI Copy Center. All print job 
requests need to be detailed enough to allow the Copy Center to competitively bid the project if 
necessary. Outside vendors should not be used without prior-approval from the Copy Center. 


8.06 TRAVEL REIMBURSEMENT POLICY (Rev: 10/19) 


Transportation 
 


• Airfare - Employees will be reimbursed for airfare at the actual cost. 
• Private Auto - Employees will be reimbursed 58 cents per mile for in state travel. 
• Out of State Travel - If a private automobile is used, reimbursement will be at the airfare 


price or 58 cents per mile, whichever is lower. 
• CSI Vehicles - CSI vehicles are to be used for official CSI business only. Employees will 


be reimbursed for actual out of pocket fuel costs only when using a CSI vehicle. 
 







Lodging 
 
The actual cost of the hotel room will be reimbursed, less phone, meal or other miscellaneous 
charges. 
 
Meals 
 
A Per Diem rate of $45 per day will be allowed for overnight travel on the following schedule: 


• Departure prior to 7 a.m.: Breakfast, lunch and dinner are included. 
• Departure prior to 11 a.m.: Lunch and dinner are included. 
• Departure prior to 5 p.m.: Dinner is included 
• Return after 8 a.m.: Breakfast is included. 
• Return after 2 p.m.: Breakfast and lunch are included. 
• Return after 7 p.m.: Breakfast, lunch and dinner are included. 


 
o Per Diem is allowed at a rate of $45 per day both in state and out of state for CSI 


employees. Breakfast is $9, lunch is $13, and dinner is $23. 
o When meals are provided Per Diem will not be paid. A copy of the conference 


agenda or schedule of events must be attached to the travel voucher. 
o Per Diem for students on official CSI business will be allowed up to $45 per day 


for in state and out of state. Employees distributing funds to students for Per 
Diem must turn in documentation with the student's signature acknowledging 
receipt of Per Diem funds. 


o Per Diem will not be paid unless the employee or student is staying overnight at 
their destination. 


o An itemized receipt is required for all reimbursements. Credit card slips with 
totals are not sufficient documentation. 


o Excessive claims will be sent back to the supervisor with a request for a written 
explanation of the costs. 


o No expenses for alcohol will be reimbursed. 


Other 
 
A maximum tip of 18% will be allowed. Per Diem payments are inclusive of tips. 
 
All claims other than Per Diem and mileage must be supported by itemized receipts. If the 
receipt is not on letterhead, it must be signed by the provider of the services. 
 
Travel vouchers must be totaled with all receipts attached and signed by the appropriate 
supervisor with the complete fund-department-account filled in. Incomplete vouchers will be 
returned to the employee. 
 
Requests for reimbursement must be turned in at least monthly or within 30 days of the last day 
of travel. 


8.07 PRESIDENTIAL AND BOARD OF TRUSTEE TRAVEL POLICY (Rev: 1/11) 







It is recognized by the Board of Trustees that both the president and the president's spouse 
represent the College at various functions throughout the year. These functions range from 
various governmental events to national and regional meetings to athletic events. 
 
As a representative of the College of Southern Idaho, the president's spouse is entitled to travel 
at the expense of the College and be reimbursed for travel expenses and Per Diem in 
accordance with employee travel reimbursement policies. 
 
The Board of Trustees members are not compensated employees of the College but incur 
expenses in traveling to meetings and in representing the College at various functions 
throughout the year. It is recognized that Board members represent the College at these various 
functions and events. As representatives of the College, the Board members are entitled to 
travel at the expense of the College and be reimbursed for travel expenses and Per Diem in 
accordance with employee travel reimbursement policies. 


8.08 RENTAL CAR INSURANCE (Rev: 1/11) 


College of Southern Idaho employees renting vehicles for official College business should not 
purchase liability and collision insurance from the rental car company. The College's insurance 
policy through Idaho Counties Risk Management Program (ICRMP) contains provisions for both 
liability and collision for rental vehicles. The ICRMP insurance provisions apply regardless of 
payment method - direct bill, P-card or personal credit card - as long as the employee is utilizing 
the vehicle for official College business and acting within the scope of their employment. 
Our ICRMP insurance policy does not cover any vehicle driven or rented in a foreign country. 
The rental of vehicles in foreign countries is strongly discouraged and must have prior approval 
of the Business Office. 


8.09 NON-CSI EMPLOYEES IN CSI VEHICLES (Rev: 1/11) 


CSI vehicles are to be used by CSI employees in the performance of their College duties and 
responsibilities. Non-CSI employees are generally not allowed to ride in or operate College 
vehicles. CSI students may ride in CSI vehicles for educational or CSI sponsored event 
purposes. Students who are employed by the College may operate CSI vehicles as it pertains to 
their scope of employment with CSI. 
 
Employees of another government entity, acting within their scope of employment, may ride in 
CSI vehicles. The use of College vehicles by other government entities is evaluated on a case 
by case basis by the Vice President of Finance and Administration, Executive Vice President or 
President. 
 
Family members of College employees are not allowed to ride in College vehicles. In the event 
an employee wishes to take a family member or non-CSI employee with them on an official 
College trip, they should get permission from their supervisor to take their own personal vehicle 
and request mileage reimbursement. 


8.10 COURTESY VEHICLE USE POLICY (Rev: 1/11) 


This Policy applies to athletic department personnel and CSI employees that receive a courtesy 
vehicle from a corporate sponsor of CSI. 







1. All vehicles and vehicle assignments must be approved by the Director of Athletics or 
applicable department head and the College President. 


2. Vehicles will be assigned to a designated departmental employee. 
3. All employees designated by the Directors of athletics or applicable department head will 


acquire the proper lease agreements from the corporate sponsor. The Business Office will 
forward a copy of any documentation to the Maintenance Department who will properly 
register the vehicle with the State of Idaho and obtain license plates. The courtesy vehicle 
will then be added to the College insurance policy by the Business Office. Only CSI 
designated employees shall be insured by CSI to drive the vehicle. CSI's insurance policy 
will cover all passengers. 


4. The designated employees will complete the lease value form each time a vehicle is 
provided or traded out. The employee will have the responsibility to file a mileage/usage 
report to the Payroll Office by the 15th of each month in accordance with IRS regulations. 


5. The Athletic Department/applicable department head will receive a copy of the vehicle use 
agreement made between the dealer and the employee. A copy of the vehicle use 
agreement will be kept in the employee's payroll file. The College employee will be 
responsible to keep the vehicle clean, report any problems with the vehicle to the dealer 
immediately and be responsible for fuel. 


6. Travel reimbursements will be made for necessary trips using the vehicle. Vehicle mileage 
reimbursement will not be paid but fuel expenses incurred as a result of trips on official CSI 
business may be submitted for reimbursement. 


7. Employee shall have use of motor pool vehicles for trips deemed necessary based upon the 
guidelines agreed upon by the dealer and the employee; i.e., limited mileage. 


8. The employee who has been assigned a vehicle is responsible for following the basic 
regulations governing vehicle use, including but not limited to the following: 
• State and local laws must be obeyed at all times. A CSI employee who violates such 


laws is held personally liable for any consequent damages or fines. A valid Idaho State 
Driver's License is required. 


• In case of an accident involving a courtesy vehicle, reports as required by law must be 
filed. Report all accidents to Directors of Athletics and CSI security. 


• Employees and their passengers shall wear safety belts in all seating positions while 
driving or riding in courtesy vehicles. 


8.11 EXPENDITURE AND SIGNATURE AUTHORITY (Rev: 5/17) 


All accounts payable requests for payment, travel and purchase orders must be signed by at 
least two employees with one employee having appropriate approving authority holding the 
position of Department Chair, Director, Dean or Vice President. 
 
Expenditures and travel initiated by Vice Presidents, the Director of Human Resources, the 
Associate Dean of Institutional Effectiveness, the Athletic Director and the Herrett Center/Library 
Director are approved by the President or, at the President's discretion, the Provost or Vice 
President of Finance and Administration. 
 
All expenditures in excess of $5,000 must be requested via a purchase order. The purchase 
order must be signed by the respective department head, Vice President, Dean or Directors. P-
Cards cannot be used for capital outlay purchases without specific authorization from the 
Controller or, in his/her absence, the Vice President of Finance and Administration. 
 
The Provost may delegate authority to the Instructional Dean or Director for the approval of 
hiring of and signing timesheets for all adjunct faculty and part-time employees in educational 







departments. The Provost will sign or will designate a Dean or Director to approve and sign 
timesheets for employees in the Academic Development Center and Adult Basic Education. 
 
New hire forms for full-time positions must be signed by the appropriate Vice President unless 
this hiring authority has been delegated to a Dean or Director. Trans IV, Refugee, IOOA, STAR 
and Head Start/Early Head Start require Presidential approval for the program Directors only. 
New hire forms for employees in these programs are approved by the Vice President of Finance 
and Administration or Controller. The Directors of Trans IV, Refugee, IOOA, STAR and Head 
Start/Early Head Start approve the hiring of and sign timesheets for all employees in their 
respective departments. 
 
The Associate Vice President of Student Services approves the hiring of and signs timesheets 
for all part-time employees in his/her respective departments. 
 
The Library Director/Herrett Center Director approves the hiring and signing of timesheets for all 
part-time employees in these departments. 
 
The Chief Technology Officer approves the hiring of and signs timesheets for all part-time 
employees in the Information Technology department. 
 
The Director of Human Resources approves the hiring of and signs timesheets for all part-time 
employees in the Human Resource Department. 
 
The Maintenance Director approves the hiring of and signs timesheets for all part-time 
employees in the Maintenance department. 
 
The Athletic Director approves the hiring of and signs timesheets for all part time employees 
paid from the athletic funds. Athletic employees charged to instructional accounts must be 
approved by the Provost. 
 
The Vice President of Finance and Administration or Controller approves the hiring of and signs 
timesheets for all part-time employees in the Bookstore and Business Office. 
 
The Provost, Vice President of Finance and Administration or Controller may sign any time 
sheet in the event the appropriate authority is not available. In these cases, a copy of the 
timesheet will be forwarded to the appropriate authority for confirmation after the fact. 
 
The Provost is responsible for all instructional expenses. This includes academic, professional 
technical, dual credit, summer school, outreach centers, adult basic education and continuing 
education. The Deans, Department Chairs and Directors of these departments have signature 
authority for expenditures initiated by their respective staffs. Expenditures and travel initiated by 
the Deans and Directors must have the signature of the Provost. All purchase orders in excess 
of $5,000 must be signed by the Provost. 
 
The Associate Vice President of Student Services is responsible for all expenditures in his/her 
respective areas. This includes Admissions, Records, Advising, Career and Counseling Center, 
Financial Aid, Student Disability Services, Student Information, Student Activities, Child Care 
Center, Student Health Center and Rec Center. The Deans and Directors of these departments 
have signature authority for expenditures initiated by their respective staffs. Expenditures and 
travel initiated by the Deans and Directors must have the signature of the Associate Vice 







President of Student Services. All purchase orders in excess of $5,000 must be signed by the 
Vice President of Student Services, Planning and Grant Development. 
 
The Chief Technology Officer is responsible for expenditures relating to audio visual services, 
telephones, telecommunications, campus network infrastructure, and help desk. He/she has 
direct signature authority over all travel and expenditures initiated in these areas. All purchase 
orders initiated in this area must be signed by the Chief Technology Officer. 
 
The Director of Physical Plant is responsible for all expenditures relating to the maintenance 
and repair of buildings and grounds, including outreach centers. All travel and expenditures 
relating to these areas must have the signature of the Director of Physical Plant. Major remodels 
and some purchases are run through the Plant Facility Fund. These expenditures are signed by 
both the Director of Physical Plant and the Vice President of Finance and Administration or 
Controller. 
 
The Director of Human Resources is responsible for all expenditures relating to the operation of 
this office. All travel and expenditures initiated in this office must have the Director of Human 
Resources signature. 
 
The Athletic Director is responsible for all athletic department expenditures. All travel and 
expenditures initiated by this department must have the Athletic Director's signature. 


8.12 CONTRACTUAL SIGNATURE AUTHORITY (Rev: 1/11) 


Contracts, memorandums of understanding, agreements and other documents concerning 
financial obligations made on behalf of the College must be reviewed by the Vice President of 
Finance and Administration or Controller. The purpose of these reviews is to determine if there 
are insurance issues or legal implications that need to be brought before the College attorney. 
Additionally, the President must be kept informed to determine if these issues need to be 
brought before the Board of Trustees. 
 
Signature authority on these documents is limited to the Controller, Vice President of Finance 
and Administration, and the President. 
 
Agreements with hospitals concerning clinical instruction for the Health and Human Services 
program may be signed by the Provost after being reviewed for compliance with College 
insurance policies. 


8.13 GIFT CERTIFICATES (Rev: 5/17) 


Gift certificates/gift cards are a form of compensation. Per IRS regulations and regardless of 
amount, gift cards are taxable to the recipient and must be reported as income to the IRS. In 
addition, because the IRS considers them to be cash equivalents (IRS Publication 15-B), there 
is no de Minimis value. 
 
Gift certificates/gifts cards are generally not allowed for prizes, awards or for payment of 
services. With prior approval from the Vice President of Finance and Administration or the 
Controller gift certificates/gift cards may be used under the following circumstances. 







• Prior written permission must be requested and approved by the Vice of Finance and 
Administration or Controller. 


• The Gift Certificate/Gift Card Recipient Form must be completed and submitted to the 
Business Office. 


• If a gift certificate/gift card is given to a student or a non-employee a W-9 must be 
completed. The department issuing the gift certificate/gift card will be responsible for 
collecting the W-9. W-9 forms are available in the Business Office. These forms are 
required to be updated annually. The amount given will be reported on form 1099-MISC. 


• If a gift certificate/gift card is given to an employee, the amount and name of the 
recipient must be reported to the business office, the amount added to the employee's 
W-2, and the employee and the issuing department charged for the payroll taxes 
associated with the gift certificate/gift card. 


8.14 PURCHASING CARD PROGRAM (Rev: 5/17) 


Upon approval, you will be entrusted with a state of Idaho Purchasing Card. This card is 
provided to you based on your need to purchase on behalf of the College of Southern Idaho. It 
is not an entitlement nor reflective of title or position. The card may be revoked at any time 
without your permission. As a College of Southern Idaho Purchasing Card cardholder, 
reconciler, or approver you agree to the following terms: 


• I understand that I will be making financial commitments on behalf of the College of 
Southern Idaho and will strive to obtain the best value for the College of Southern Idaho. 


• I understand that under no circumstances will I use the Purchasing Card to make 
personal charges, either for myself or others. Using the card for personal charges could 
be considered misappropriation of funds to the State of Idaho and could result in 
corrective action, up to and including termination. 


• I agree that should I violate the terms of this policy and use the Purchasing Card for 
personal use or gain, that I will reimburse the College of Southern Idaho within thirty (30) 
days for all incurred charges and fees related to the collection of those charges. I also 
understand that this could result in disciplinary action. 


• The Purchasing Card is issued in my name. I will not allow any other person to use the 
card. I am considered responsible for any and all charges against the card. 


• The Purchasing Card is property of the State of Idaho. As such, I understand that I may 
be periodically required to comply with internal control procedures designed to protect 
the assets of the College of Southern Idaho. This may include being asked to produce 
the card to validate its existence and account number. 


• If the card is lost or stolen, I will immediately notify Bank of America and contact the 
Program Administrator. 


• I will receive an electronic monthly statement via the internet, which will report all 
purchasing activity during the statement period. Since I am responsible for all charges 
(but not for payment) on the card, I will reconcile the statement and resolve any 
discrepancies by either contacting the merchant, Bank of America, or the Program 
Administrator by the 10th of each month. 


• I agree to surrender the Purchasing Card immediately upon termination of employment 
whether for retirement, voluntary, or involuntary reasons. 


• I have read and will follow the College of Southern Idaho Purchasing Card Policies and 
Procedures. I have signed and agree with the terms in the Cardholder User Agreement. 
Failure to do so could be considered as misappropriations of funds of the State of Idaho 
and a violation of the College of Southern Idaho Board Policy. Failure to comply with 







these terms may result in either revocation of my use privileges or other disciplinary 
action, up to and including termination. 


If you have any additional questions, please contact the Purchasing Card Administrator in the 
Business Office. 


8.15 GRANT ACCOUNTING AND ADMINISTRATION FISCAL POLICY (Rev: 5/17) 


An approved External Funding Form must be completed and submitted to the Business Office 
Grant Accountant prior to the submission/application of any grant. In order to administer and 
properly account for the grant, the Business Office must ensure that a system and controls are 
in place to properly account for grant funds. Upon acceptance or award of a grant, the Grant 
Manager must make an appointment to meet with the Grant Accountant to properly set up the 
grant. 
 
The Grant Accountant is responsible for setting up accounts, entering budgets in accordance 
with the grant requirements, and providing accounting information to grant managers. The Grant 
Accountant will bill for reimbursable grants in accordance with the funding agency requirements 
and CSI Business Office Policy. The Grant Accountant will complete and submit the required 
financial reports. 
 
The Grant Manager is the administrator, faculty, or staff person, sometimes referred to as the 
Principal Investigator, who serves as approval authority for expenditures and is responsible for 
the operational outcomes of the grant. All program/narrative reporting requirements and 
communication with the funding agency are the responsibility of the Grant Manager. Any budget 
modification of the original grant must be requested by the Grant Manager and provided to the 
Grant Accountant in writing. 
 
Regardless of the funding agency, all College of Southern Idaho Business Office policies will be 
followed. For federal funding OMB Guidance Part 200 - Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards available at 
https://www.whitehouse.gov/omb/grants_docs will be followed. The Grant Manager is 
responsible for adherence to these policies. The policies include but are not limited to the 
following: 


1. Any agreements financially obligating or contracting the College of Southern Idaho must be 
signed by the Controller or the Vice President of Finance and Administration or the 
President. 


2. Grants will operate within the budgets and budget guidelines outlined in the grant 
agreement, while also adhering to College policy. 


3. Federal grants/funding will not be used to supplant College or state funding. Additionally, 
other grants may flow through federal grants and have federal sources or restrictions 
concerning supplanting. Federal funds retain their identity regardless of the state or private 
agencies they may flow through and be awarded from. Any grant that supplants existing 
College resources must be signed off upon by the College Grant Accountant prior to 
submission. 


4. All cost share (match/in-kind/leverage) required by the funding agency must be pre-
approved by the Business Office to ensure that adequate documentation exists. 


5. The College indirect cost rate may be used as cost share with Business Office approval. 



https://www.whitehouse.gov/omb/grants_docs/





6. The General Fund requires an administrative fee unless the funding is specifically exempted 
by the President or Vice President of Finance and Administration. If the indirect cost rate is 
used as cost share, the administrative fee may be negotiable. 


7. Grant expenditures will be charged to standard accounting classifications of the College - 
Personnel Costs, Operating Expenditures, Supplies and Capital Outlay. Budget for grants 
will be set up based on these classifications. Questions concerning accounting 
classifications and costs to be inventoried will be directed to the Grant Accountant. 


8. No expenditures will be made outside the grant period without written prior approval by the 
funding agency and the Business Office. 


9. No grant funds will be expended until the service or product is received. 
10. Any consultant or contractual services budgeted and charged to the grant must have a 


specific contract outlining duties to be performed and a final after the fact report 
documenting that the duties were performed satisfactorily. 


11. Annual employment contracts will not be provided for administration, faculty, or staff whose 
salaries are funded by grants. It is the Grant Manager's responsibility to coordinate with the 
Human Resource Office in completing the necessary paperwork each year for grant-funded 
positions. These positions need to be re-addressed and processed each fiscal year. 


12. All persons with salaries funded by a grant must have a job description outlining their grant 
function. Any person whose salary is split between one or more funding source must 
complete monthly time and effort reports specifically documenting ALL employment hours. 
This includes both time spent on the grant and time spent on all other duties. 


13. In accordance with IRS regulations, stipends will be run through payroll. Scholarships, this 
includes any types of participant awards, will be run through the Financial Aid Office. 


14. If funds are granted and the College cannot appropriately spend the funds within the grant 
guidelines, the Grant Manager will notify the appropriate funding agency and the Grant 
Accountant, and the funds will be returned or de-obligated. 


15. The Grant Manager is responsible for meeting expenditure and final reporting deadlines as 
specified in the grant. 


16. Generally, all grant fiscal reports are completed and submitted by the Grant Accountant. For 
those grant managers that are granted special permission to submit the fiscal reports, these 
reports will need to be submitted to the Grant Accountant for prior approval before 
submission. All fiscal reports will be signed by the appropriate signatory authority, which 
includes the Vice President of Finance and Administration or Controller. 


8.15.1 GRANT INTERNAL CONTROL (Est: 1/14) 


CSI strives to maintain a financial management system to ensure that no one person has 
complete control over all aspects of any financial transaction to maintain appropriate checks and 
balances. Policies and procedures are in place to segregate duties so that no one person 
controls the order, receipt, payment, and reconciliation of a transaction. 


8.15.2 GRANT MONITORING (Rev: 5/17) 


The expenditure of external/grant funding (particularly federally-sponsored) is closely regulated 
and will be monitored accordingly. The Grant Manager bears the primary responsibility for 
monitoring and evaluating the progress of the scope of work, programmatic goals, deliverable 
deadlines, project expenditures and reporting requirements. Monitoring on a monthly basis by 
the Grant Manager is required and includes the following: 


• Ensuring that charges are allowable, allocable, and reasonable; 







• Spending funds in accordance with proposed budget 
• Paying personnel correctly and on time; 
• Certifying effort of personnel on federally-funded projects; 
• Adhering to CSI procurement and travel policies; 
• Keeping track of equipment purchased with grant funds; 
• Monitoring expenditures; 
• Monitoring and managing consortium members, partners, vendors and/or sub-


contractors 
• Tracking cost sharing; 
• Filing timely interim and final progress and financial reports; 
• Closing out awards within the time period specified in the award terms 
• Managing federal funds in accordance with OMB Guidance Part 200 - Uniform 


Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards. 


8.15.3 GRANT COST ALLOCATION (Rev: 5/17) 


One of the most important aspects of external funding/grant administration is the proper 
expenditure of funds. Project funds may be used to defray most if not all of the costs of doing 
the project work. It is imperative, however, to abide by federal guidelines that specify which 
expenses should be listed as direct costs on awards and which should be reimbursed through 
indirect cost recovery. Grant Managers should be aware and review the following principles, as 
outlined in the OMB Guidance Part 200, which is used to determine the appropriateness (allow 
ability) of listing an expense as a direct charge on a project ward. 
 
It is the Grant Manager's responsibility to ensure that the funding that they are managing is 
expended for charges that are “allowable” for the project in question. Specific guidance is 
provided in the OMB Guidance Part 200 - Uniform Administrative Requirements for Federal 
Awards, but in general an allowable cost must satisfy four conditions: 
 
A cost must be reasonable, meaning the nature and amount of the expenditure should reflect 
the action that a prudent person would have taken under the same circumstances. 
 
A cost must be allocable & adequately documented, meaning chargeable or assignable in 
that it is either incurred solely to advance the project work or has a reasonable basis for 
proportional assignment. Please note that items generally covered (administrative office 
supplies, administrative personnel, and facilities costs) by indirect cost reimbursement should 
not be assigned to the project. Indirect costs will be allocated using the current federally 
approved indirect cost rate on file in the Business Office. 
 
A cost must be consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the College of Southern Idaho. 
 
A cost must be consistently treated, meaning through application of generally accepted 
accounting principles. 
 
A cost must not be included as a cost or used to meet cost sharing or matching requirements of 
any other federally-financed program in either the current or prior period. 
 







A cost must conform to any limitations or exclusions either specific to the funding 
agency or to OMB Guidance Part 200 - Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards. 
 
An unallowable cost is any cost that fails to meet any of the four criteria listed above and 
therefore must be treated as unallowable. 


8.15.4 GRANT COST SHARE (MATCH/IN-KIND/LEVERAGE) (Rev: 5/17) 


Some external/grant funding projects require CSI and/or third parties to contribute a portion of 
the project costs. Such contributions are known as “cost sharing” or “match”. The requirement 
for cost sharing or matching funds is an indication that contributions beyond those provided by 
the funding agency are necessary to fulfill the objectives of the project. Once included in a 
proposal and confirmed in its corresponding award document, cost share become a binding 
obligation of CSI and must be contributed towards the fulfillment of the project. When cost 
sharing is required, only the minimum cost share necessary to satisfy the requirement may be 
offered to the funding agency. Requests to offer more than the minimum cost share must be 
pre-approved by the Vice President of Finance and Administration. Voluntary cost share is 
generally prohibited. Federal sources and other external funded projects generally cannot be 
used for cost sharing or matching purposes. 
 
Cost sharing has programmatic, administrative, and financial consequences for CSI and is 
strongly discouraged unless required by the funding agency (typically by a statement in the 
program announcement). An explicit commitment to devote a percentage of effort to a project 
carries auditable record-keeping requirements, reduces flexibility, and has an adverse effect on 
the recovery of indirect costs. 
 
All match/in-kind/leverage included and required by the funding agency must be pre-approved 
by the Business Office to ensure that the cost share is allowable and adequate documentation 
exists. 
 
In order to be used as cost share, expenses must occur during the project period. An expense 
must be allowable as a direct cost to the project if it is to be used as cost share. Existing 
equipment and office space on any CSI owned or leased property is part of the indirect cost rate 
calculation, and cannot be used as cost share. Please note: grant managers can, however, 
characterize the equipment as “available for the performance of the project at no direct cost to 
the project”. 
 
Unrecovered indirect costs may be used as cost share with Business Office pre-approval and 
pre-approval of the awarding agency. Unrecovered indirect costs are the difference between the 
amount which could have been charged to the award under our federally negotiated indirect 
cost rate and the amount actually charged to the grant. 
 
If an employee's salary is being used as cost share, they must complete monthly time and effort 
reporting. The Grant Manager is responsible for collecting and reviewing the time and effort 
reports and submitting them to the Business Office by the 15th of each month for the previous 
month of reporting. 
 
Match or mandatory cost share is the portion of the CSI contribution to the project which is 
required by terms of the agreement, typically noted in the Request for Proposal (RFP). Any 







match or mandatory cost share must be included in the proposal in order for the proposal to 
receive consideration by the funding agency. 
 
Leverage or voluntary committed cost share are resources that are committed and budgeted for 
in a project proposal, but that are not required by the funding agency in order for the proposal to 
be considered. Although not required, this cost share is a binding commitment and will need to 
be tracked by the Grant Manager and CSI. 
 
Voluntary uncommitted cost share are those voluntary contributions of institutional resources 
that are over and above mandatory or voluntary cost share. Such cost sharing is not required by 
the funding agency as a condition of the award and is NOT QUANTIFIED in the project budget 
or proposal, but is expended by CSI. An example of voluntary uncommitted cost share is “The 
College of Southern Idaho will provide classroom space for instruction”. This is listed in the 
proposal, but since there is no quantified amount listed, it is not tracked by CSI. 


8.15.5 GRANT PROGRAM INCOME (Rev: 5/17) 


Program income is any income directly generated by a project during the award 
period. Examples include conference fees, sale of assets purchased by project funds, fees for 
services when the project is providing the service, and sale of items such as books, manuals, 
software or videos created with project funding. Program income must be expensed on the 
project that generated the income. Program income will be spent as received and before further 
project funds are requested unless the funding agency requires a different method of distributing 
program income. Program income expenses carry the same restrictions as the rest of the 
program expenses. Any anticipated program income should ideally be estimated at the proposal 
state, and shown as an offset to the project budget. Please note that one of the possible options 
for the treatment of program income is to be used as part of any cost share obligation. The 
Grant Manager is responsible for tracking, reporting, and appropriately expending program 
income generated by the project. Program income from federal projects must be managed in 
accordance with OMB Guidance Part 200 - Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards and the applicable Code of Federal 
Regulations (45 CFR 74.24), which together set out the processes to be used in the 
identification, use, recording, reporting, and monitoring of program income generated by federal 
projects. 


8.15.6 GRANT BUDGET CONTROLS (Est: 1/14) 


Upon award the Grant Manager and the Grant Accountant will meet to establish a final budget 
for the grant project. The approved final budget will then be entered into the CSI Jenzebar 
accounting system. The Grant Manager will be responsible for monitoring the general ledger 
detail and trial balance on a monthly basis for budgetary control. On federal projects that span 
over a period of more than one year, the grant accountant will also keep a separate 
spreadsheet that ties to the general ledger and compares actual expenditures to budget 
categories. The spreadsheet will be emailed to the grant manager on a monthly basis as a cross 
reference and will serve as an additional budget control tool. 


8.15.7 GRANT PROCUREMENT/PURCHASING (Rev: 5/17) 


Procurement/purchasing activities shall be administered in strict adherence with procedures 
established by applicable local, state, and federal laws and regulations. Purchases shall be 







administered in a manner that provides maximum practicable open and free competition 
appropriate to the type of product or service to be provided. Where possible a solicitation of a 
minimum of three providers is required. 
 
All employees involved in purchasing activities must strictly adhere to the CSI Code of Conduct 
and must be made in the best interest of CSI. Purchases shall support project goals of cost 
efficiency and product/service quality, and these objectives shall be given consideration in 
purchasing decisions. No purchase of goods or services shall be made without proper 
supervisory and/or administrative approval. 
 
All procurement decisions must be made using sound and prudent business judgment and 
practices. 
 
Current procedures and forms for purchasing supplies, equipment, and services are located on-
line under the Business Office and should be periodically reviewed for changes. 
 
It is the responsibility of the Grant Manager and/or appropriate department head to determine 
and ensure funds are available and properly budgeted for any proposed purchase, specify the 
proper account number to be charged and monitor contractor/vendor performance. 
All expenditures in excess of $5,000 must be requested via a purchase order. 
 
Competitive bids are required for federal equipment purchases in excess of $5,000, any 
purchase of supplies or equipment expected to exceed $50,000 and service agreements for 
consultants, speakers, performers, writers or artists greater than $50,000. 


8.15.8 GRANT TIME AND EFFORT REPORTING (Rev: 5/17) 


The College of Southern Idaho is required by federal regulations and accounting standards to 
ensure that the apportionment of employee compensation accurately reflects the work 
performed by a CSI employee in connection with a grant project. Monthly time and effort 
reporting and certification is required of all employees whose salaries or a portion there-of are 
charged to a grant project. Time and effort forms and instructions are available in the Business 
Office with the Grant Accountant. The Grant Manager is responsible for managing the time and 
effort reporting process and for submitting the reports to the Grant Accountant on a monthly 
basis. 
 
All time and effort certification reports for the previous month are due to the Grant Accountant 
by the 15th of each month for the previous month. 
 
The Grant Manager and the Grant Accountant will work together on reconciliation and adjusting 
entries as required per the time and effort documentation. 


8.15.9 GRANT EQUIPMENT (Rev: 5/17) 


Equipment purchased with federal funds is defined as items that have a cost of $5,000 or more 
and a useful life of one year or more. Equipment purchased with federal funds must have written 
prior-approval from the granting agency. Please note this process is more than just having the 
items listed and approved in the grant agreement. This is a formal prior-approval process 
established by the granting agency. The grant manager will adhere to and follow the prior 
approval process for each equipment item as defined by each individual funding agency. 







(Please CSI Board Policy 8.29 INVENTORY POLICY for additional information on equipment 
property management and disposal). These federal equipment purchases of $5,000 or more 
must also go through a formal bid process. 
 
Equipment purchased with external/grant funding other than federal funding defaults to our CSI 
equipment threshold and is defined as items that have a cost of $2,000 or more with a useful life 
or one year or more. Generally, these equipment purchases do not require prior-approval from 
the funding agency and are not required to go through a formal bid process. These purchases 
will go through the normal CSI purchase process. 


8.15.10 GRANT REIMBURSEMENT (Est: 1/14) 


Unless otherwise specified in an external funding/grant agreement, all payments are requested 
on a cost-reimbursement basis. The CSI Grant Accountant is authorized to request payments 
on a grant or contract agreement. Reimbursements are requested on a monthly basis upon the 
completion of month-end, which is 5 working days after the end of the month. Along with the 
Grant Manager the Grant Accountant reviews and reconciles the general ledger report for the 
month for reasonableness and correctness. Correcting journal entries are completed as 
necessary. The Grant Accountant invoices the appropriate amount to the appropriate funding 
agency using the required format. This could include mailing a hard copy invoice, requesting a 
draw down from an on-line system, emailing an invoice, or whatever means is required by the 
funding agency. A copy of the general ledger, the trial balance, and the invoice or screen prints 
are kept in the official grant file maintained by the Grant Accountant. A copy of the invoice is 
given to the Accounts Receivable office. All payments are routed to and receipted by the 
Accounts Receivable office. Once received and receipted by the Accounts Receivable office the 
receipt is sent to the Grant Accountant and attached to the invoice and associated back-up 
documentation and stored in the grant file. 


8.15.11 GRANT FINANCIAL REPORTING (Est: 1/14) 


Most external funding/grant awards require regular reporting of expenditures, cash balances, 
cost share provided and program income to the funding agency. The required reports are 
completed and submitted to the funding agency by the Business Office unless specific 
permission is granted otherwise. The Grant Accountant and Grant Manager work together to 
ensure all items are properly reported. If the Grant Manager has a programmatic report that 
requests financial data, they must work with the Business Office to ensure correctness and 
consistency. 
 
All financial reporting, regardless of required format is tied to the general ledger for 
accurateness. Account balances are footed and back-up documentation is attached to the 
required report, with any discrepancies being addressed and corrected before submission. 
Copies of the financial reports are housed in the permanent grant file within the Business Office. 
CSI operates on a modified accrual basis. Reports are submitted with the appropriate accruals 
and encumbrances noted. Financial reconciliation is completed on a monthly basis and reports 
are typically submitted on a monthly, quarterly or annual basis as required. Financial reports are 
signed & submitted by the authorized official as required. A final copy is sent to the Grant 
Manager and/or appropriate Dean as a reference. 


8.15.12 GRANT CLOSE-OUT (Est: 1/14) 







The last few weeks of a project period are an important time in the life cycle of an award. 
Expenses must be reviewed for allowability, final accrued expenses must be posted, any deficits 
must be cleared, and a number of reports must be filed. 
 
The total amount of funds spent on a project must typically be reported to the funding agency 
within 30-90 days after the award has ended. Toward the end of a project period, the Grant 
Manager will need to communicate with appropriate Dean and the Business Office to ensure 
timely and accurate closeout of the award. 
 
All expenses being reported as cost share must fall within the project beginning and ending 
dates and all documentation must be provided to the Business Office two weeks prior to the due 
date for final reporting. 
 
Once the budget is settled, reconciled, and approved by the Grant Manager, the Business 
Office will submit the final report, which is typically due 30 (non-federal) and 90 (federal) days 
after the close of the grant. The final report tells the funding agency how much money was 
spent on the award, and commits CSI to releasing any unused funding or issuing a refund back 
to the funding agency. The final financial reports will be filed by the Grant Accountant within the 
appropriate deadlines. 
 
Most funding agencies require a final technical report, which is to be filed within 30-90 days of 
the end of the project. The particular required format is generally set forth in the terms and 
conditions of the award. Submission of the final technical report is the responsibility of the Grant 
Manager and a final copy will be submitted to the Grant Accountant and retained in the 
permanent grant file until records retention deadlines have passed. 
 
Certain funding agencies require a final property/inventory report. In most cases the equipment 
or property acquired with project funds vests with CSI, however, in some cases title remains 
with the funding agency and a determination must be made as to the disposition of these items 
upon completion of the work. The Business Office will work the Grant Manager to complete any 
required reporting and to request a determination for final disposition if necessary. 
 
The Business Office will complete any additional financial reporting required by the funding 
agency as part of a required close-out process. All financial reporting will be submitted within 
the funding agencies required time-lines. 


8.15.13 GRANT RECORDS RETENTION (Est: 1/14; Rev: 9/14) 


All hard copy external funding /grants financial and programmatic files are housed in the 
permanent grant file within the Business Office for two fiscal years. The files are then 
transferred to an offsite secure location where the records are filed by fiscal year for a period up 
to 7 years beyond the end of the final fiscal year in which the grant activity ended. The files are 
destroyed when they reach the 7-year mark. Electronic or on-line records are kept indefinitely. If 
any litigation, claim, or audit is started before the expiration of the 7-year period, the records 
shall be retained until all litigation, claims or audit findings involving the records have been 
resolved and final action taken. 
 
It is the responsibility of the Grant Manager to forward all programmatic files to the Business 
Office upon completion of the grant. 







8.15.14 GRANT EXTERNAL AUDIT (Est: 1/14) 


Organization-wide or program specific audits must be conducted under the auspices of OMB 
Circular A-133, which implements the Single Audit Act, when total federal expenditures are 
$500,000 or more for an organizational year. CSI's A-133 audit is conducted on an annual basis 
during the month of August. Generally, the audit report is presented to the CSI Board of 
Trustees during the October meeting of each year. Copies of the audit are disbursed to the 
appropriate agencies upon Board approval. 


8.15.15 ALLEGATIONS OF FRAUD, PROGRAM ABUSE AND CRIMINAL CONDUCT - 
INCIDENT REPORTING (Rev: 5/17) 


The detection and prevention of fraud and abuse are of the highest priority. The College of 
Southern Idaho requires all employees to act in accordance with state, federal and local laws 
and regulations. Employees are expected to be of high moral character and utilize judgment to 
avoid even the appearance of impropriety. 
 
All known instances of suspected or actual fraud, abuse or criminal conduct will be properly 
investigated and documented. All violations will be reported to the Vice President of Finance 
and Administration or the Controller. Instances of fraud or abuse will be brought to the 
immediate attention of the Vice President of Finance and Administration, Executive Vice 
President, Controller, or the President. External independent auditors may be brought in to 
investigate any issue at the discretion of the President or the Board of Trustees as per CSI 
Board Policy 8.02. 
 
Federal funding guidelines require an additional level of reporting for allegations of fraud, 
program abuse or criminal conduct involving grantees receiving federal funds. Grant recipients 
must immediately document allegations, suspicions and complaints involving possible fraud, 
program abuse, misapplication of funds, gross mismanagement, and any other incidents of 
known or suspected criminal or other serious activities using The Incident Report (IR) form (OIG 
1.156). In addition, situations involving imminent health or safety concerns, or the imminent loss 
of funds exceeding an amount larger than $50,000 are considered emergencies and must 
immediately be reported to the Office of Inspector General (OIG) and the Office of Financial and 
Administrative Management (OFAM) by telephone and followed up with a written report in the 
form of an IR, no later than one working day after the telephone report. 
 
Hotline complaints concerning federally funded projects can be sent directly to the Complaints 
Analysis Office, Office of Inspector General, 200 Constitution Avenue, N.W., Room S-5506, 
Washington, D C 20210. They can be telephoned to the OIG on the Toll Free Hotline at 1-800-
347-3756 or they can be emailed to hotline@oig.dol.gov. The OIG Hotline should not be used 
for resolving employee grievances, Equal Employment Opportunity complaints, labor disputes, 
or other personnel concerns. 


8.15.16 THE TRANSPARENCY ACT (Est: 1/14) 


The Federal Funding Accountability and Transparency Act (FFATA) is intended to empower 
every American with the ability to hold the government accountable for each spending decision. 
FFATA legislation requires information on federal awards to be made available to the public via 
a single, searchable website, which is www.USASpending.gov . 
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2 CFR Part 170 Subpart A requires recipients of federal awards to report sub-award and 
executive compensation information and place of performance for certain projects. CSI must 
report each action that obligates $25,000 or more in federal funds and is not determined exempt 
at http://www.fsrs.gov . 
 
CSI must report total compensation for each of our five most highly compensated executives, 
for the preceding completed fiscal year if - 1) 80 percent or more of gross annual revenues is in 
federal awards, loans, grants; and 2) $25,000,000 or more of annual gross revenues is from 
federal awards; and 3) the public does not have access to information about the compensation 
of the senior executives of the entity through periodic reports filed under section 13(a) or 15(d) 
of the Securities Exchange Act of 1934. 
 
For additional guidance please see 2 CFR Part 170. The Business Office will be responsible for 
reporting information under FFATA when required. 


8.16 BILLING POLICY AND PROCEDURES (Rev: 5/17) 


In order to remain consistent in billing format and to allow for funds to be deposited in a timely 
manner, we are requiring all invoices not generated in the Business Office to adhere to the 
guidelines listed below. 
 
Invoice Number 
 
All invoices sent off campus are to be assigned an Invoice number. The invoice number will 
have three (3) parts, the first being the phone extension of the person sending the invoice, then 
the date, and lastly the invoice number for that date. 
 
For example, the first invoice of the day from the Business Office would have an invoice number 
of 6204-0415-01 and your eleventh billing of the day would be 6204-0415-11. An invoice from 
HSHS may be 6701-0415-01. An invoice from GED may be 6534-0415-01 
If there is already an invoice numbering system in place that cannot be changed such as 
Penske, Freightliner and room reservations (only Facilities Use Coordinator), please let the 
Business Office know what that system is and we will see if we can work with it. 
 
Remittance Information 
 
All invoices from the College of Southern Idaho must include the following remittance 
information: 
 
Please include copy of invoice with payment and mail to: 


College of Southern Idaho 
Business Office 
PO Box 1238 
Twin Falls ID 83303-1238 


 
Payments are not to be directed to an individual or an individual department other than the 
Business Office. 
 
Business Office Notification 
 
At the time an invoice is ready to be mailed, a copy will need to be made and sent to the 
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Business Office. The Business Office copy must include the fund, department and revenue 
account number where the funds are to be receipted. This must be listed in fund/dept/acct 
order; i.e., 01-0004-4650. 
 
It is recommended that the account number be listed under the contact information; i.e., for 
questions regarding this billing pleases contact: Jane Doe, 208-732-6010 (01-0004-4650). 
The account number that funds are to be deposited to should be a revenue account. On the rare 
occasion that the funds do need to be receipted to an expense account an explanation must be 
attached and will be reviewed by the Business Office prior to receipting. Revenue accounts are 
the 4000 series and expense accounts are the 5000 series; i.e., Business Office Miscellaneous 
Revenue: 01-0004-4650. 
 
When the payment is received it will be deposited into the dept/revenue acct specified and the 
person who originated the invoice will be mailed a receipt. 
 
All funds received that cannot be matched up to an invoice in the Business Office will be 
deposited into general fund miscellaneous revenue until the time that it can be shown that the 
funds belong elsewhere. Should this happen, it will become the responsibility of the individual 
having sent the invoice to provide copies of billing with all the necessary information to the 
Business Office in order to have to have funds moved to the proper revenue account. 
 
Other Points of Consideration 
 
Third party billings for student Accounts Receivable accounts are processed through the 
Business Office and are to remain there. In the case of billing student accounts for the 
exceptions listed below there would not be a department and account listed but the student 
names, ID #'s, and the amount for each student would be itemized. Invoices cannot be sent out 
with the following description: Ten (10) students to take Course XYZ. 
 
The two exceptions for billing student accounts are: 


• Office Specialist, Adult Evening/Dual Credit - Apprenticeship and Dual Credit 
• Office Specialist, Health Sciences and Human Services - CNA, CPR (limited) 


Always include a contact person and phone number on all invoices. 
 
Personal Business 
 
All checks received by the mailroom will be forwarded to the Business Office, opened, 
restrictively endorsed, and deposited in CSI accounts. Personal checks are not to be mailed to 
CSI. Personal reimbursements must be made payable only to the employee (CSI name should 
not be included anywhere on the check) and must be mailed to the employee's home address 
or post office box. 


8.17 STUDENT PAYMENT POLICY (Rev: 1/11) 


Payment for classes is due at the time of registration or at assigned payment due dates for 
classes starting at the beginning of the semester in the fall, spring and summer sessions. 
Payment for intersession and all other classes is due at the time of registration. The College 
offers a Tuition Loan Agreement program for students to spread payment out over a two or 







three-month period. Students who have a balance due on their Tuition Loan Agreement will not 
be allowed to register for classes until the loan is paid in full. 
 
Students who do not abide by the terms in the Tuition Loan Agreement will have a hold put on 
their records, will still owe the full amount of the loan and are subject to being turned over to a 
collection agency. These terms and conditions are stated in the Tuition Loan Agreement. 
First time full-time students awaiting 30 day loans must either pay or fill out a Tuition Loan 
Agreement prior to the payment due date. Tuition Loan Agreements for students on 30 day 
loans will not be charged a loan set up fee. 
 
Students who owe the College money or have any type of Business Office hold on their account 
will not be allowed to register for classes or receive official transcripts. Additionally, students 
who do not pay funds owed to the College will receive a letter at their current address (as per 
the CSI Records Office) advising them that they have 30 days to make arrangements for 
payment or their account will be turned over to a collection agency. 


8.18 DORMITORY HOUSING PAYMENT POLICIES AND PROCEDURES (Rev: 5/17) 


Due Dates for $400 prepay and housing agreement: 


• Fall term - July 1st 
• Spring term - December 1st (pre-payment not required) 
• Summer term - May 15th (prepayment not required) 


Should one of the dates listed above fall on a Saturday or Sunday the due date will be extended 
to 4:00 p.m. the following Monday. 
 
Students that have not made the $400 pre-payment and have not turned in a housing 
agreement by the dates listed above may be moved to the waiting list. 
 
Processing of Housing Agreements 
 
Housing agreements will be processed and charges added to student accounts by the Business 
Office beginning the date listed above and as received thereafter. Housing agreements that 
arrive prior to the dates listed above that include a payment will be processed as they are 
received. Exception: Due to the fiscal year end June 30th, funds received prior to June 30th will 
be put in a holding account then transferred to student accounts after July 1st when housing 
agreements may be put on the student A/R. 
 
Housing agreements received without a meal plan circled will automatically have a 125 meal 
plan added. 
 
No student or student athlete will be checked into the dormitory or allowed to stay in the dorm 
without a completed housing agreement signed by the student or the coach. Coaches can only 
sign housing agreements for those players receiving a full dormitory scholarship. 
 
Dorm Account Payments and Due Dates 
 
Payments may be made at any receipting station. 
 







Dorm accounts are due in full the first day of the term. For fall and spring terms a grace period 
will be given through the first Friday of the term. A late fee of $50 will be added to all unpaid 
accounts after this time. Should a balance still remain after the second Friday of the term a hold 
will be placed on the students meal plan, the lock may be changed on the students dorm room 
and the student may be dropped from classes. 
 
Summer accounts are due in full the first day of the term and a grace period will be given 
through the first Wednesday. A late fee will be added to all accounts on Thursday and meal 
holds, lock changes, and drops for no pays will begin the second Monday of the term. 
 
The College also reserves the right to turn all unpaid accounts over to collection. 
 
Room and Board Changes 
 
Any changes to meal plans may be made only within the first two weeks of school, no changes 
will be made to meal plans after this time. If a student runs out of meals an additional meal plan 
may be purchased through Food Service. 
 
Students switching to a single or super single room will be responsible for paying the price 
difference at the time of the change. Students not paying this fee within 48 hours of the change 
will be assessed a $50 late fee. Students who have not paid this fee within 5 working days of 
the change will be assigned a roommate. 
 
Loan Agreements 
 
All loan agreements for dorm students will be approved and processed by the Business Office. 
There must be extenuating circumstances and proof of ability to make payments for a loan 
agreement to be made. The student must pay 1/3 of total account plus a $50 processing fee at 
the time of signing the loan agreement. 
 
Refund Policy 
 
Any student canceling a room reservation prior the pre-pay due date will owe nothing and will 
receive a full refund of the security deposit.  Cancellation occurring after the pre-pay due date 
but before the start of the term will result in a forfeiture of the $400 pre-pay and the $100 
security deposit.  Cancellation occurring the first week of the term will result in a 75% refund of 
the room charge (less the $400 prepayment) with 25% and the security deposit being 
forfeited.  Cancellation in the second week of the term will result in a 50% refund of the room 
charge after the $400 forfeiture with the other 50% and the security deposit being 
forfeited.  Refunds for board (meals) will be prorated according to the number of meals used 
and a $25 processing fee the first and second week of the term.  Any student moving out 
after the second week of the term will not be eligible for a room or board refund.  The 
board plan may still be used by the student until the student runs out of meals or the semester 
ends. 
 
Any refund outside of the above policy must be approved by the Vice President of Finance and 
Administration. All refunds will be processed within 10 days of the Business Office receiving the 
move- out form approved by the Housing Coordinator. If there is Financial Aid involved the 
refund could be delayed up to 30 days. 
 







Athletes 
 
All students in the Athletic program must adhere to the above policies. 
 
Housing agreements must be turned in by the due dates listed. If a student is on full scholarship 
the coach may complete the housing agreement. The form must be completed and signed by 
the coach prior to the athlete with a scholarship moving into the dormitory. It is the coaches’ 
responsibility to make sure all housing agreements are turned in for students in which rooms are 
being held for. The coach must also provide financial aid a complete scholarship list at least 1 
week prior to the start of the term. 
 
Any student athlete brought in mid semester must have a housing agreement completed before 
that student is issued a room. Fees will be immediately due and it will be the coaches’ 
responsibility to contact financial aid to initiate the award. Late fees will be added to student 
accounts that have not been paid within 3 days of check in and the student may be subject to 
being dropped for non-payment. Reinstatement fees will apply. 
 
Security deposits will not be charged up front for students on full athletic scholarship. Damages 
assessed at checkout will be charged to the athletic program. 
 
All student athletes not on full scholarship must pay by the scheduled due dates for that 
semester. 


8.19 FINANCIAL AID REFUND/CREDIT BALANCE DISBURSEMENT PROCESS (Rev: 1/11) 


All financial aid credit balances and refunds are distributed through BankMobile. Students 
enrolled for credit classes will receive a BankMobile card in the mail approximately two weeks 
prior to the start of the regular semester. The student must follow the step by step instructions 
accompanying the card. 
 
Students are given the option of having funds electronically transferred to the debit card, having 
funds electronically transferred to their checking account or receiving a check via the mail. 
The College maintains a BankMobile ATM machine on campus located in the Fine Arts building. 
The most critical part of this process is for students to insure that they have the correct address 
in CSI's registration system. 


8.20 BUSINESS OFFICE FINANCIAL AID POLICY (Rev: 5/17) 


The Financial Aid Office disburses, through the Business Office, millions of dollars of 
scholarships and grants to thousands of students each year. As a result of this high volume of 
transactions, it is sometimes necessary for the Financial Aid Office to make special awards, 
issue waivers or request adjustments or refunds to various federal and state entities due to 
issues arising through the reconciliation process. 
 
To ensure internal control, the Vice President of Student Services will review these unusual 
transactions and provide written documentation to the Business Office requesting these unusual 
transactions be processed. 


8.21 CASHIERING POLICY (Rev: 5/17) 







All persons collecting funds on behalf of the College must be approved by the Vice President of 
Finance and Administration or Controller. The Business Office will provide training for staff 
collecting funds and review polices relating to the handling of funds. 
 
Supervisors will notify the Business Office of their intent to have an employee collect funds. The 
employee will be scheduled by the supervisor for training with the Business Office. When 
training is completed, the Business Office will advise the supervisor and the employee will be 
authorized to collect funds. 
The following directives apply to cashiering: 


1. Procedures outlined in the Business Office Accounts Receivable Training Guide are to be 
followed. Any exceptions must be approved by the Business Office. 


2. All club deposits must be made to the Student Affairs Office by the club advisor. Students 
may have responsibility for collecting, counting and managing funds only when under the 
direct supervision of the club advisor or another full-time regular CSI employee. Students 
are not to be put in to the direct chain of custody during funds transportation. 
• The club deposits must be accompanied by a Club Deposit Form that is properly 


completed, dated and signed. 
• All club deposits will be counted upon receipt in the presence of the club advisor or CSI 


employee. 
• The amount of the deposit will be confirmed with signatures of the Student Affairs 


representative, and club advisor on the deposit form. 
• All deposits will be receipted when received and, if over $300, immediately take to the 


Business Office. Money must not be held by club advisors or officers. 
• For night deposit procedures see policy Collection of Funds and Deposit Policy (link). 


3. Checks are to be taken for the amount of the bill only. Checks for over the amount of 
purchase or donation will not have cash returned. If a refund is due, the refund process will 
be utilized. 


4. Third party checks will not be accepted. 
5. The Collection of Funds and Deposit Policy (link) and the Lock Bag Check-Out Procedure 


(link) will be followed. 
6. Questionable or unusual transactions must be cleared through the Business Office. 


8.22 COLLECTION OF FUNDS AND DEPOSIT POLICY (Rev: 5/17) 


From a customer service standpoint and out of necessity, cash and checks are collected at 
locations throughout campus and the outreach centers. Areas accepting money for the College 
include but are not limited to Student Affairs, Student Clubs, Student Success Center, 
Instructional Administration, Gym, Canyon Building, Aspen Building, Bookstore, Library, Fine 
Arts, Outreach Centers, Office On Aging, Head Start, Trans IV, Expo Center, and the Business 
Office. Money is collected for everything from fund raising events to tuition and fees. 
 
All funds in excess of $300 must be forwarded to the Business Office for deposit by the end of 
the day. In no case should balances in departmental safes exceed $300. In all cases, 
regardless of the amount collected, a deposit must be made by Friday of each week. It is 
particularly critical that all checks be deposited within one week of the date they are written. All 
deposits will be signed in when received in the Business Office. 
 
If an event is to be held at night or on a weekend after the Business Office is closed, bank lock 
bags are available from the Business Office. Lock bags are to be dropped off in the Business 







Office lockbox in the Taylor Building outside of the Business Office and picked up the following 
workday to be counted and deposited. If lock bags are needed, the Business Office must be 
notified at least two days prior to the event to insure lock bags are available. If Security is 
needed as an escort to the Business Office drop box after an event, the supervisor must make 
arrangements with Security to provide this service. 
The counting of funds and transfer of funds must have a clear custodial trail. Upon close out or 
the end of the day, funds must be counted, sealed, signed for and secured in a College 
approved safe. If a separate person is completing the deposit for collected funds, they must first 
count the funds and verify they are receiving the amount certified by the previous person. 
Money is to be counted and deposited by CSI employees only. Student club advisors are 
responsible for ensuring all student funds are deposited. Students may count or handle money 
only under the direct supervision of an advisor or CSI employee. In all cases, the advisor 
remains accountable. Students will not be put in the custody chain for deposits or counting 
funds. 
 
This policy applies to all funds that are accepted by the College regardless of source or 
purpose. Deposits must be made in full. In no case can expenses be netted or taken from the 
deposit. All expenditures must run through the normal disbursement request process with 
appropriate documentation and authorizations. Under no circumstances will cash be traded for 
any type of check or expenses paid from cash collected. 


8.23 LOCK BAG CHECK-OUT PROCEDURE (Rev: 5/17) 


The following form is available in the Business Office and is to be used for funds collected at 
night, weekends or after regular business hours. Lock bags are required in accordance with 
the Collection of Funds and Deposit Policy. 
 
All funds collected after hours must be dropped in the lock box at the Business Office in the 
Taylor Building. At no time will a student be put in the custody chain for deposits or counting 
funds - this is the full responsibility of the advisor or employee. 
 
Students may count or handle money only under the direct supervision of a CSI employee. This 
person is generally a club advisor but the supervision may be delegated to an authorized CSI 
employee upon approval by the Dean of Students and the Business Office. 
 
Night drop items will be collected the next regular working day. Club deposit bags are to be 
taken to Student Affairs. All other deposit bags are not to be taken from the Business Office. 
Lock box keys are due in the Business Office by 4 p.m. of the next regular business day. 


8.24 COLLEGE OF SOUTHERN IDAHO FOUNDATION FUNDS (Rev: 5/17) 


The College of Southern Idaho Foundation is a 501(c) 3 that is a legal separate entity from the 
College of Southern Idaho. The College strongly encourages all donations on behalf of the 
College be deposited with or directed to the College of Southern Idaho Foundation. 
 
In certain circumstances, even with the extensive efforts of the CSI Foundation to get donors to 
make checks out to the CSI Foundation, donors make checks out intended for the CSI 
Foundation to CSI. In these instances, the CSI Foundation brings the check to the CSI Business 
Office. The CSI Business Office evaluates the circumstances concerning these checks. If it is 
determined the donor truly intended for the funds to go to the CSI Foundation, the Vice 
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President of Finance and Administration or the Controller will endorse the check over to the CSI 
Foundation. A copy of each of these checks will be made and kept on file in the Business Office. 
The College of Southern Idaho will not issue checks payable to the College of Southern Idaho 
Foundation without specific authorization from the College of Southern Idaho Board of Trustees. 


8.25 FACILITIES USE INSURANCE POLICY (Rev: 1/11) 


As part of its community service mission, the College rents facilities to numerous individuals, 
groups, organizations and businesses. Liability insurance in the amount of $1,000,000 is 
required for any business entity or organization charging admission or conducting a commercial 
activity in the facility. 
 
Individuals or individuals representing non-business groups renting facilities will be required to 
sign a release of liability form agreeing to hold harmless and indemnify the College from any 
and all liability claims arising from the use of the facility. These individuals will not be required to 
purchase a separate commercial liability policy unless, in the judgment of a Vice President, 
Dean or Director, the proposed use of the building signifies a liability risk. 
 
Nationally recognized non-profit groups will be required to provide a certificate of liability 
insurance when using CSI facilities. The insurance requirement for local non-profit 
organizations, unincorporated local clubs or loosely formed groups may be waived if the use 
and event are determined to be a public service or benefit to the community. In all cases, the 
person requesting use of the facility must agree to hold the College harmless from any and all 
liability claims arising from the use of College facilities. 


8.26 INSURANCE/ACCIDENT REPORTING POLICY (Rev: 1/11) 


The College of Southern Idaho has insurance through the Idaho Counties Risk Management 
Program (ICRMP). All insurance claims are handled through the Business Office. The primary 
insurance contact in the Business Office is the Administrative Assistant to the Vice President of 
Finance and Administration. 
 
Any accident on campus must be reported to CSI Security so that an official accident report can 
be filled out. It is critical that Security be notified as soon as possible so that facts concerning 
the accident can be documented and forwarded to the Business Office. 
 
In dealing with students who have accidents, are injured or become seriously ill for any reason, 
CSI employees are to utilize their best judgment in providing for the safety and care of the 
student. Actions may involve, but are not limited to, calling for an ambulance, assisting the 
student in caring for the injury and assisting Security. 
 
Student Accidents/Insurance 
 
CSI has a student accident policy that may cover up to $5,000 in medical bills for incidents that 
occur while a student is in class, or is on CSI property. 
 
Insurance is situational and will depend on the circumstances in which the accident occurred. 
CSI employees do not have the authority to accept liability on behalf of CSI or our insurance 
company for any accidents that may involve a student. 
 







If a student is injured on campus or in a clinical setting off campus: 


• Make sure the health of the student comes first. Insurance concerns will be addressed 
after the student is taken care of. 


• An incident report must be completed for all accidents, no matter how minor. If the 
accident occurred on campus, Security must be notified. Forward a copy of the report to 
the Business Office. 


• If the student had to seek medical attention, he/she may file an insurance claim against 
the College of Southern Idaho. Please instruct the student to bring a ‘Claim for Damage’ 
to the Business Office along with copies of their medical bills. Once this has been 
received, a claim will be filed. *CSI will not contact students and ask them to complete a 
Claim based on an incident report. The student must be the one to take action. 


• Claims must be filed within 6 months of the accident date. Claims submitted after this 
time period will not be accepted. 


This coverage only applies to medical expenses that are incurred within 10 days of the accident 
that caused the injury.  After the 10 days, ICRMP will not pay any additional medical expenses 
under the Medical Payments coverage.  The student would have the option to file a Tort Claim 
against CSI if continued coverage is needed but the student must prove negligence on the part 
of CSI that caused the injury to receive payment under liability coverage. 
 
Claim forms may be picked up in the Business Office or found online. 


8.27 INVENTORY POLICY (Rev: 5/17) 


The inventory threshold for the College of Southern Idaho (CSI) is set at $2,000. At the 
discretion of administration, other items may be assigned an inventory tag based upon their risk 
of loss. 
 
The college inventory system is made up of a computer data base containing the date of 
purchase, value, fund-department-account where the item was charged and location. The 
system is audited each year by the college's independent auditors in determining compliance 
with generally accepted accounting principles. 
 
Items with inventory tags must have an “Inventory Change Form” (see attached form) filled out 
when they are moved to different locations, sold or at the time of disposal. We have to update 
our computer system to accurately portray items in a specific location for both insurance and 
audit compliance. Our auditors may pick items from our inventory listing and go to the location 
listed to verify the equipment exists and is in the proper location. 
 
Inventory records for equipment items over $5,000 that are acquired with federal funds shall 
include all of the following: 


1. A description of the equipment. 
2. Manufacturer's serial number, model number, or other identification number. 
3. Source of equipment, including the award number. 
4. Whether title vests with CSI or the federal government 
5. Acquisition date or date received and cost. 
6. Information from which one can calculate the percentage of federal participation in the cost. 
7. Location and condition of the equipment and date the information was reported. 
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8. Unit acquisition cost. 
9. Disposition data, including the date of disposal and sales price or method used to determine 


fair market value. 
10. Equipment owned by the federal government shall be identified to indicate as such. 
11. A physical inventory of federal equipment shall be taken and the results reconciled with 


equipment records at least once every two years. 


Surplus property must be disposed of in accordance with Idaho Code section 33-601 section 4. 
Except for items with a value of less than $500, a formal advertising/appraisal/auction process 
must be used to dispose of surplus equipment. All disposals of inventory items must go through 
the Maintenance Department and a Work Order must be completed for each inventory disposal. 


8.27.1 EQUIPMENT USE & DISPOSITION (Est: 2/14) 


Title to property and equipment acquired with general fund, state, local and federal funds and 
held by the College of Southern Idaho (CSI) shall vest with CSI. As a general rule, property and 
equipment purchased by CSI is utilized within a designated program and used well beyond the 
useful life. Â Property and equipment that is no longer being used in the designated program 
can be transferred to another approved department with Business Office approval. Property and 
equipment purchased with federal funds are subject to special conditions, set forth as follows. 


1. CSI shall not use equipment acquired with federal funds to provide services to non-federal 
outside organizations for a fee that is less than private companies charge for equivalent 
services. 


2. CSI shall use the federal equipment in the program for which is was acquired as long as 
needed, whether or not the program continues to be supported by federal funds and shall 
not encumber the property without proper federal approval. 


3. When federal equipment is no longer needed for the original program, CSI shall use the 
equipment in connection with other federally sponsored activities in the following order of 
priority: 
• Activities sponsored by the granting agency which funded the original purchase. 
• Activities sponsored by other federal awarding agencies. 
• During the time that equipment is used on the program for which it was acquired, CSI 


shall make it available for use on other programs if such other use will not interfere with 
the work on the program for with the equipment was originally acquired. First preference 
shall be given to programs funded by the sponsoring funding agency that financed the 
equipment; second preference shall be given to programs funded by other federal 
awarding agencies. User charges shall be treated as program income. 


When acquiring replacement equipment, CSI may use the federal equipment to be replaced as 
trade-in or sell the equipment and use the proceeds to offset the costs of the replacement 
equipment with the appropriate Business Office approval and federal grant officer approval. 


If it is determined that certain property and equipment is no longer needed at CSI, determined to 
be obsolete, or requires disposal; said property and equipment becomes classed as surplus 
property. For disposal of surplus property please contact the Maintenance Department. 
 
Surplus property purchased with general fund, state or local funds must be disposed of in 
accordance with Idaho Code section 33-601 section 4. Except for items with a value of less than 
$500, a formal advertising/appraisal/auction process must be used to dispose of surplus 







equipment. All disposals of inventory items must go through the Maintenance Department and a 
Work Order must be completed for each inventory disposal. 
 
Surplus property purchased with federal funds falls under different federal guidelines for 
disposal. The Department Chair or Program Manager will work with the Business Office and the 
Maintenance Department on proper disposal procedures. Upon receiving Business Office 
approval, the surplus federal equipment may be disposed of or used for other activities in 
accordance with the following standards: 


1. For equipment with a current per unit fair market value of $5,000 or more, CSI may retain 
the equipment for other uses provided that compensation is made to original federal agency. 


2. If CSI has no need for the equipment, CSI shall request disposition instructions from the 
federal agency. 


3. If so instructed or if disposition instructions are not issued within 120 calendar days after 
CSI's request, CSI shall sell the equipment and submit the proceeds to the federal agency. 


8.28 MAIL ROOM POLICY (Rev: 5/17) 


The College of Southern Idaho Mail Room handles all incoming and outgoing mail for the 
institution. The College operates in accordance with U.S. Postal regulations. 
All uses of the College's bulk mailing permit and mass mailings must be coordinated with the 
Mail Room. These mailings must contain strictly CSI related material in order to comply with 
postal regulations. 
 
Personal mail for CSI employees and other non-CSI mail should not be sent to the College. Any 
mail sent to the College address is subject to being opened by the College. Any mail that is 
suspected to be of a fiscal nature and addressed to the College will be forwarded to the Vice 
President of Finance and Administration for opening and review. 
 
The mail room sends outgoing personal mail and packages for employees at the employee's 
expense on a time available basis. Employees are not to have personal packages sent to the 
College. 
 
The Mail Room receives mail and personal packages for dormitory students. Students must pick 
up packages in person and have a photo identification card. Regular mail is given to the 
assigned dormitory staff person. The mail is then put into the students’ individual mail boxes in 
the dorm by the dormitory staff. 


8.29 ANNUAL AND INTERNAL AUDIT POLICY (Rev: 1/07) 


The College of Southern Idaho Board of Trustees will evaluate recommendations by the Vice 
President of Finance and Administration concerning the selection of external auditors to perform 
the College's annual fiscal audit. 
 
The Board is provided funds in the administrative budget to hire external auditors to perform 
internal audits on areas selected by the Vice President of Finance and Administration, President 
or Board. Examples of these audit areas may be but are not limited to the area of cash 
management, receivables, internal control, purchasing cards, inventory management, payment 
policies, refund policies, program reviews, grant management, grantees, departmental reviews, 
etc. 







 
Auditors will report directly to the Board of Trustees concerning any issues that may arise during 
an audit. The function of the Vice President of Finance and Administration and Business Office 
will be limited to providing all requested information to auditors and assisting auditors in their 
evaluation of the fiscal operations of the College. 


8.30 HAZARDOUS WASTE DISPOSAL POLICY (Rev: 1/15) 


The College of Southern Idaho is a conditionally exempt small quantity generator (CESQG). As 
such, we are limited to less than 220 lbs. of hazardous waste per month. 
 
Each waste stream has been identified and monitored by instructors charged with its on-site 
collection and safekeeping. At convenient intervals that correspond to the semesters activities, 
the wastes are weighed and counted and the vendors are called for pick up and disposal. The 
Physical Plant Director is responsible for maintaining a log of disposed materials. The log 
contains the type of material disposed, quantity, who it was turned over to and the dated. Most 
wastes are disposed of through professional vendors. Some are recycled through professional 
vendors, depending on the waste. 
 
No chemicals or waste may be accepted by the college as a donation or transfer from another 
entity without the written consent of the Physical Plant Director. All chemicals purchased will be 
labeled with a purchase date and a disposal date. The labeling and recording of these 
chemicals and dates is the responsibility of the CSI department purchasing the chemicals. 
Chemicals must be disposed of prior to becoming so hazardous that they are not accepted by 
our waste vendor. 
 
Examples of waste collected at CSI are as follows: 


• Formalin Waste - collected from Life Science and Vet Tech from dissection specimens 
• Chemistry lab wastes from Physical Science 
• Motor Oil, anti-freeze from academic auto shop and Maintenance garage 
• Lab wastes from biology lab 
• Bottoms from auto body paint shop distillery 
• Turpentine/paint rags from art complex 
• Auto body paint booth filters 
• Freon 
• Oily, etc. rags from Maintenance paint shop and garage 
• Mercury from labs on occasion as well as from HVAC techs replacing thermostat 


mercury 
• PCB Ballasts 
• Florescent tubes 
• Batteries 


It is the responsibility of the applicable Instructional Dean and Department Head to comply with 
this policy's requirements concerning the donation, purchasing and record keeping of chemicals 
concerning purchase date and disposal date. It is the responsibility of the Maintenance 
Department at the College of Southern Idaho to facilitate the safe collection, removal and 
disposal record keeping of the Hazardous waste program. 


8.31 FREEDOM OF INFORMATION AND EMAIL RETENTION POLICY (Rev: 1/11) 







Emails are public records subject to the Idaho Freedom of Information Act. Once a Freedom of 
Information Act request has been filed, emails that even remotely pertain to the request may not 
be deleted. Absent a Freedom of Information Request, emails may be deleted on a regular 
basis by the individual employee. Emails that are not deleted but stored on a separate device 
remain subject to retrieval if requested via the Freedom of Information Act. 
 
Employees are strongly encouraged to develop a systematic approach to deleting irrelevant or 
obsolete emails. Additionally, when dealing with information of a sensitive nature, the employee 
should evaluate whether a face to face conversation is more appropriate than sending an email. 


8.32 MAIN CAMPUS HOUSING AND FOOD SERVICE POLICY (Rev: 8/11) 


All housing requests for events on the main campus will be requested through and coordinated 
by the Dean of Students. In the event that dormitory housing is not available or not suitable, the 
Dean of Students will arrange for housing in college apartments or private apartments if 
available. To the maximum extent possible, college housing will be filled prior to utilizing non-
college owned housing. 
 
All food service for the main campus will be provided by the college's contracted food service 
provider on a first right of refusal basis. This includes all food service for organizations using 
college facilities, all camps, seminars, or other events. If an agreement upon price, menu, 
location, or time cannot be reached with college's food service provider, the use of an outside 
vendor for food service may be requested through the Business Office. 
 
The outside contractor must have a valid license from the Health Department, liability insurance 
of $1,000,000 listing the college as an additional insured, an Idaho workmen's compensation 
policy and properly trained food service workers. A commission on gross sales to be paid to the 
college will also be required. All agreements for the use of outside food service providers on the 
main campus must be prior approved in writing by the Controller or, in his/her absence, the Vice 
President of Finance and Administration. 
 
Student clubs and organizations will work with the Dean of Students who will approve and 
coordinate meal events put on by students for fundraisers or as cultural events. The Dean of 
Students will work with the campus food service provider to ensure food quality, food safety, 
and food handling procedures are in compliance with Health Department requirements. The 
Dean of Students will also ensure there are no duplicating or competing events between clubs 
or between clubs and our contracted food service provider. 


8.33 FACILITIES USE INSURANCE POLICY (Rev: 8/11) 


As part of its community service mission, the college rents facilities to numerous individuals, 
groups, organizations and businesses. Liability insurance in the amount of $1,000,000 listing the 
College of Southern Idaho as an additional insured is required for any business entity, public 
entity or organization charging admission or conducting a commercial activity in the facility. 
Individuals or individuals representing non-business groups renting facilities will be required to 
sign a release of liability form agreeing to hold harmless and indemnify the College from any 
and all liability claims arising from the use of the facility. These individuals will be required to 
purchase a separate commercial liability policy unless, in the judgment of the Vice President of 
Finance and Administration, the proposed use of the building does not signify a liability risk. In 







these cases, a specific waiver of liability insurance must be requested through the facilities use 
request. 
Nationally recognized non-profit groups will be required to provide a certificate of liability 
insurance when using CSI facilities. The insurance requirement for local non-profit 
organizations, unincorporated local clubs or loosely formed groups may be waived if the use 
and event are determined to be a public service or benefit to the community. In all cases, the 
person requesting use of the facility must agree to hold the College harmless from any and all 
liability claims arising from the use of college facilities. 


8.34 CASH MANAGEMENT (Est: 1/14) 


CSI strives to maintain a cash management system to ensure that no one person has complete 
control over all aspects of any cash transaction to maintain appropriate checks and balances. 
Policies and procedures are in place to segregate duties so that no one person controls the 
order, receipt, payment, and reconciliation of a transaction. 


8.34.01 PETTY CASH (Est: 1/14) 


Petty cash reimbursement is available in the Business Office and at select pre-approved 
locations for employee reimbursement up to $25. Meals are not allowed to be reimbursed with 
petty cash. Employee must complete the petty cash form listing the date, description of items, 
account number to be charged and amount. A detailed original receipt must be attached to the 
form. Signature by the employee and a Business Office employee/approved custodian is 
required. Generally, employees are limited to once a week reimbursement. 
 
The internal petty cash fund is reimbursed as necessary but once a month at a minimum up to 
$200. The Accounts Receivable office requests replenishment of the petty cash fund through 
the Accounts Payable office and a check issued. The check is then cashed out of the Business 
Office safe or at the appropriate banking institution and the fund are replenished. Petty cash is 
stored in the locked safe at all times. 


8.34.02 BANK RECONCILATION (Est: 1/14) 


The CSI bank accounts are monitored on-line on a daily basis by the CSI Bank Accountant. The 
CSI bank reconciliation is completed on a monthly basis. Due to the size and complexity of the 
bank account there are two different employees that reconcile and oversee the bank 
reconciliation. Generally, bank statements are balanced by the end of the following month. 
Outstanding check and unclaimed property are reconciled and monitored as part of this monthly 
process. Once the bank reconciliation is complete, it is signed off and approved by the 
Controller or the Policy and Compliance Analyst. The Vice President of Finance and 
Administration and the Controller are the authorized signature on all CSI bank accounts and 
checks. 


8.34.03 VOIDED CHECKS (Est: 1/14) 


Once it is determined that a check needs to be voided, the check is forwarded to the CSI Bank 
Accountant and once it is physically present it is voided. The checks are marked void with a 
stamp across the signature and the address line. The void checks are stored with the CSI Bank 
Accountant and filed by number. Once the fiscal year ends they are stored in a secure off-site 
location by fiscal year and marked with a destroy date of 7 years after the end of the fiscal year. 







If the check to be voided is not in the possession of the CSI Bank Accountant, it is determined if 
the check has cleared the bank account. If it has not cleared, a stop payment is issued for the 
term of one year. If the check has cleared, the vendor is contacted by the appropriate staff 
member and a copy of the check front and back is presented. If it determined that a check 
needs to be re-issued it will be re-issued within 30 days within the date of the original check. 


8.35 GIFT, PRIZE, AWARD, CLOTHING & INCENTIVE POLICY (Effective 1/1/18) 


Purpose: This policy sets forth CSI's requirements and expectations for the use of College 
funds to purchase gifts, prizes, awards, clothing and incentives presented on behalf of CSI. This 
policy also provides guidance regarding the tax reporting requirements to remain in compliance 
with the Internal Revenue Service (IRS). In accordance with the IRS regulations a gift, prize, 
award, clothing item and incentive are taxable to individuals unless a specific exemption 
applies. 
 
Scope: Applies to all CSI employees purchasing and presenting gifts, prizes, awards, clothing 
and incentives on behalf of CSI. This policy also applies to non-CSI personnel and students who 
may purchase and present gifts, prizes, awards, clothing and incentives on behalf of CSI and 
are utilizing funds provided by CSI for such purposes. 
 
Responsible Party: Vice President of Finance and Administration 
 
Definitions 
 
Non-Cash Items: A gift of property (a tangible item). Gift certificates and gift cards are not 
considered non-cash items. 
 
De Minimis Fringe: A non-cash gift, prize, award or incentive that is so small that accounting 
for it would be unreasonable or administratively impractical. De Minimis fringe benefits are not 
taxable to the recipient. De Minimis gifts, prizes, awards, clothing and incentives may only be 
provided on an occasional basis and must be $50 or less. Cash awards, gift cards and gift 
certificates are never considered de Minimis. 
 
Examples of “de Minimis fringe benefits” include the following; occasional group meals or 
picnics, occasional snacks, coffee, doughnuts, or soft drinks, non-cash holiday gifts with a low 
fair market value, occasional tickets for entertainment events, and flowers for special 
circumstances (on account of illness, outstanding performance or family crisis). Occasional is 
defined by the IRS as once or twice a year. 
 
Gift: A cash or non-cash item given as a gesture of goodwill, appreciation or in recognition of or 
in connection with a holiday season or some other purpose not specifically related to regular job 
performance. 
 
Prize: A cash or non-cash item given at random or as a result of chance and not directly related 
to job performance. Examples include door prizes and free raffles at College sponsored events. 
A raffle where tickets must be purchased for an opportunity to win is considered gambling and 
has special IRS reporting requirements. Please contact the Business Office for additional details 
on these types of raffles. 
 
Award: A cash or non-cash item given to show thanks, support, goodwill or recognition of an 
outstanding accomplishment. Cash and non-cash items could be given in recognition of 







achievement in education, teaching, retirement or other job performance related activity 
including length of service milestones. 
 
Incentive: A cash or non-cash item given to encourage participation in a CSI sponsored activity 
such as a survey or presentation. 
 
Marketing and Promotional Items: Marketing and promotional items bearing the CSI logo are 
not considered gifts, prizes, awards or incentives when they are of nominal value. The rules for 
promotional gifts are as follows; prior-approval from the Controller or Vice President of Finance 
& Admin is required, each item must be worth $15 or less, items must be marked clearly and 
permanently with the CSI logo and items must be part of a collection of identical pieces that you 
give out widely. 
 
Employee Clothing Allowance: A pre-determined amount given to a select group of 
employees as part of their annual contract negotiation to purchase clothing required for their job. 
This amount is a one-time payment processed through payroll in July of each year and will be 
taxable to the employee. The employee will personally purchase required clothing with this 
allowance. 
 
Exclusions: Financial aid awards and grants to students are not considered gifts, prizes, 
awards or incentives for purposes of this policy. Awards to students that are related to academic 
performance are considered financial aid, and as such are not subject to the provisions of this 
policy. However, in certain circumstances, gifts, prizes, awards or incentives must be reported 
to the Financial Aid Office. 
 
Policy Statement 
 
CSI understands the need to recognize the dedication, achievement and participation of our 
employees, board members, students and community members to the extent the expense is 
reasonable, has a documented business purpose and supports the mission of CSI. The 
expense may not be lavish or extravagant, and must comply with any funding source 
restrictions. Such recognition may be in the form of non-cash gifts, prizes, awards and 
incentives. Non-cash gifts, prizes, awards and incentives are limited to $50 or less per recipient. 
All cash, gift cards, and gift certificates regardless of amount, along with non-cash gifts, prizes, 
awards and incentives valued at more than $50, are considered compensation subject to 
federal, state and employment tax withholding. In very rare cases, cash, gift cards, gift 
certificates, along with non-cash gifts, prizes, awards, and incentives valued over $50, may be 
allowed if pre-approved by the President, the Controller or the Vice President of Finance and 
Administration. 
 
CSI will reimburse or pay the cost of gifts, prizes, awards and incentives with documentation of 
prior-approval of the Controller or the Vice President of Finance and Administration and once 
the appropriate paperwork has been submitted to the Business Office. 
 
The President of the College, the Vice President of Finance and Administration and the 
Controller have the right to grant exceptions to this policy. 
 
Procedures 
 
Overview: Upon departmental approval, all gift, prize, award, clothing and incentive purchases 
require the prior-approval of the Controller or Vice President of Finance and Administration. 







Prior-approval consists of the requestor sending an email to the Controller or Vice President of 
Finance and Administration asking for permission to purchase the gifts, prizes, awards, clothing, 
incentives or marketing items. The email will need to include the intended business purpose for 
the request, the date the items are needed, the intended recipient(s), a description of each item 
to be purchased and the estimated cost of each item. 
 
If approved, the requestor will receive instruction from the Business Office on purchasing the 
item(s) depending on the specific circumstance. The Business Office will guide the requestor 
concerning the required forms and documentation for the purchase. 
 
A requestor receiving prior-approval to purchase a non-cash gift, prize, award, clothing item or 
incentive valued at $50 or less will need to complete the request for payment form, attach the 
itemized receipt/invoice, attach the prior approval email and submit to the Business Office for 
processing and payment. 
 
A requestor receiving prior-approval to purchase a non-cash gift, prize, award, clothing item or 
incentive valued at more than $50 will need to complete the request for payment form, attach 
the itemized receipt/invoice, complete and attach the Gifts/Prizes/Awards/ Incentives form, 
complete and attach a W-9 form for non-employees, attach the prior approval email and submit 
to the Business Office for processing and payment. This will be treated as a taxable transaction 
to the recipient and/or employee. 
 
To facilitate this process, we recommend working closely with the Business Office with any 
questions, having blank Gift/Prizes/Awards/Incentives forms and blank W-9 forms available for 
the recipients to complete and sign at the time they pick up their gift, prize, award or incentive. 
These forms are available in the Business Office. These requests will not be reimbursed or paid 
until all the necessary forms and documentation are completed and submitted to the Business 
Office. 
 
Additional Guidelines 
 
These additional guidelines are provided to help clarify and guide gift, prize, award, clothing and 
incentive purchases. 
 
If a non-employee or student has been a CSI employee in any capacity during the current 
calendar year, they will be treated as a CSI employee for gift, prize, awards, clothing and 
incentives purposes. 
 
The following items must be pre-approved by the Controller or Vice President of Finance and 
Administration or designee listed. 
 
Retirement/Length of Service/Safety Awards - Non-cash awards can be given in recognition 
for an employee's service upon retiring from his/her position, length of service and safety 
achievement. Non-cash retirement gifts must be requested and pre-approved through the 
Human Resource Office. 
 
For all non-ancillary agencies $100 per retiree is allowed for an on-campus retirement reception 
to be paid for by the Human Resource department. Departmental funds cannot be used for 
retirement gifts/receptions. On-campus retirement receptions must be requested and pre-
approved through the Human Resource Office. 
 







If allowable per funding regulations, ancillary agencies such as but not limited to Star, Head 
Start, Early Head Start, Office on Aging, Trans IV, Refugee Center, Southern Idaho Economic 
Development Organization and the Small Business Development Center will be required to use 
their own departmental funds for retirement receptions and recognition, not to exceed $100 per 
retiree. 
 
Length of service awards can only be given every 5 years, must be part of a meaningful 
presentation and meet IRS limitations on the amount of the award. These awards must be pre-
approved by the Controller or the Vice President of Finance and Administration and the Human 
Resource Office. 
 
Appreciation or Recognition Awards - Non-cash awards valued at $50 or less can be given 
as an acknowledgement for work or CSI related accomplishments. Employee recognition 
awards are intended to be occasional. 
 
Door Prizes - Non-cash door prizes valued at $50 or less can be given to encourage 
participation in a CSI sponsored event. 
 
Program Incentives - Non-cash program incentives valued at $50 or less can be given to 
encourage participation in surveys, questionnaires and CSI sponsored events. 
 
Speaker, Presenters or Program Volunteer Gifts - Non-cash gifts valued at $50 or less may 
be given to individuals who provide special services to the College such as guest speakers, 
student mentors, workshop presenters and program volunteers. 
 
Bereavement or Serious Illness - A non-cash token of sympathy, such as flowers, may be 
given in the event of death or illness of an employee, student, friend of CSI or a member of his 
or her family or household. These items must be requested through the President's Office. 
 
Clothing Prizes/Incentives - CSI will reimburse or pay for clothing items valued at $50 or less 
that are purchased as door prizes or program incentives for CSI sponsored activities. Clothing 
prizes/incentives are intended to be occasional. Clothing prizes and incentives must be pre-
approved by the Controller or the Vice President of Finance and Administration. 
 
Special Event Clothing - CSI will reimburse or pay for occasional special event clothing (t-
shirts) that identifies employees, students or volunteers as special event management for CSI 
sponsored activities. Special event management needs to go beyond just being a part of an 
event or being a member of the department hosting the event, they need to be involved in 
managing the event and/or directing participants. Special event clothing is limited to one item 
per person not to exceed $15 and must be pre-approved by the Controller or the Vice President 
of Finance and Administration. 
 
Employee Clothing - As a general rule, CSI does not purchase clothing for CSI staff. As per 
IRS guidelines clothing or uniforms are excluded from wages of an employee if they are 
specifically required as a condition of employment AND are not worn or adaptable for everyday 
use. CSI will reimburse or pay for clothing that consists of a uniform that cannot be worn outside 
of their job such as safety equipment and security uniforms. All uniform purchases must be pre-
approved by the Controller or Vice President of Finance and Administration. 
 
CSI may provide a taxable allowance for clothing where an employee's primary function meets 
one or more of the following criteria: 







• Their primary function is to continuously promote the College to the public. 
• They are directly involved in student recruitment on a continuous basis. 
• They have a presence on campus that requires them to continuously be in contact with 


students at various campus locations. 


Positions that MAY meet this criterion include: Admissions, Early College (Transition 
Coordinators and Dual Credit), Recruiters, Athletic Coaches and Alumni positions. 
The approved positions and amount of the taxable allowance within these areas will be 
determined as part of the annual contract negotiation process with final approval by the 
Controller or Vice President of Finance and Administration. The taxable allowance will be 
negotiated on an annual basis and will be processed as a one-time payment through payroll in 
July of each year. 
 
Employees who receive an annual clothing allowance will be responsible to purchase their 
required clothing. The expense will not run through CSI. The clothing should be purchased 
through an approved vendor and must meet CSI's logo requirements. Please refer to CSI's 
Visual Identity Guide for logo requirements. 
 
Club/Student Activities Clothing - CSI will reimburse or pay for club/student activities clothing 
valued at $50 or less for students participating in club activities, competitions or student 
government activities if the request is included in the approved club/student organization annual 
budget and has been pre-approved by the Dean of Students and the Controller or Vice 
President of Finance & Admin. The Club Advisor and CSI staff involved in ordering and 
overseeing student clothing purchases must adhere to the "Employee Clothing" policy above. 
 
Frequently Asked Questions 
 
Q. I work in an outreach center and have been asked to wear CSI Logo shirts at specific 
community events such as Chamber of Commerce events, fair events, etc. I would like to 
purchase three shirts with the CSI Center Specific logo to wear to specific community functions 
and work. Is this allowable? 
A. This employee does not meet the criteria listed in the “Employee Clothing” policy above. 
They will be encouraged to wear their official CSI name tag as an identifier at these community 
events. 
 
Q. I work in the Early College program and am requesting to purchase CSI polo shirts from the 
bookstore as part of my attire when I travel to high school partners. These officials have 
requested I wear CSI related clothing which identifies who I work for and for safety reasons. Is 
this allowable? 
A. This employee may meet the criteria listed in the “Employee Clothing” policy above. If 
selected as an approved position within Early College, this employee will receive a taxable 
clothing allowance in July of each year to purchase required clothing. This expense will not run 
through CSI. They will receive the clothing allowance in their July paycheck and will be asked to 
purchase the required clothing through the CSI Bookstore or an approved vendor. They will also 
be encouraged to wear their official CSI name tag as an identifier when visiting high school 
partners. Only a CSI official name tag will truly identify a CSI employee as CSI apparel is 
commonly worn in our community. 
 
Q. I am requesting to give my CSI staff the same shirts we are giving students for a solar 
eclipse campus event. The shirts are valued at $10. Is this allowable? 







A. This employee does not meet the criteria listed in the “Employee Clothing” policy above. The 
shirts may be distributed to students, not staff unless there is an actual event they need to 
manage. Just being involved and wearing the shirt for the day does not constitute event 
management. CSI staff may personally purchase the shirts at $10 each. 
 
Q. The student club I work with wants to purchase a jacket for the advisor or a CSI staff 
member. Is this allowable? 
A. This employee does not meet the criteria listed in the “Employee Clothing” Policy above. 
 
Q. I want to purchase shirts for my staff. Is this allowable? 
A. As a general rule, we do not purchase clothing for staff. These employees do not meet the 
criteria listed in the “Employee Clothing” Policy above. 
 
Q. We are hosting a PACE workshop and would like to raffle off a $25 gift card to encourage 
participation? Is this allowable? 
A. No. Per IRS guidelines, gift cards are considered cash and taxable to the recipient regardless 
of amount. Generally, we do not allow gift cards to be used as incentives due to income tax 
reporting. Please see Board Policy 8:14 Gift Certificates for additional guidance. Requestor will 
be encouraged to select a non-cash prize under $50 to raffle off as an incentive. 
 
Q. I have a guest speaker coming to my classes and want to give her a $100 gift card to thank 
her and recognize her effort. Is this okay? 
A. No. Per IRS guidelines a $100 gift card would be taxable to the recipient. We would 
recommend paying the speaker through payroll or giving her a non-cash gift of $50 or less. 
 
Q. A member of our department is retiring in June and rather than having an on-campus 
celebration we want to go to dinner as a department. Can I charge this to our department? 
A. No. $100 per retiree is allowed for an on-campus retirement reception. If you choose to go off 
campus you will be required to cover the dinner with non-CSI funds. 
 
Q. A member of our department just lost her mother in a car accident and we would like to send 
flowers to the funeral home. Can we charge this to our department? 
A. No. All tokens of sympathy or flowers given in the event of death or illness must be requested 
and paid through the President's Office. 
 
Q. I participated in the Wellness Challenge and won a cruise. Is this taxable? 
A. Yes. This item is taxable to the recipient and will be added to the employees W-2 and/or a 
1099G. 


8.36 REFRESHMENT & MEAL POLICY (Rev: 7/18) 


Purpose: This policy provides guidance for the provision of refreshments or meals at CSI 
functions, meetings and events. 
 
Scope: Applies to the use of CSI funds where food and beverage is purchased and served for 
the benefit of CSI administration, staff, faculty, community members, students and/or guests. 
 
Responsible Party: Vice President of Finance and Administration 
 
Definitions 
 







Refreshment: A light snack or drink provided at CSI functions, events or meetings while 
conducting business that falls within the mission of CSI. A refreshment requires a business 
purpose and proper documentation. Refreshments must be occasional. Refreshments may 
include appetizers, food, snacks, candy, cakes, muffins, desserts, beverages and tips (limited to 
18%). 
 
Meal: The food and beverage eaten at one of the customary, regular occasions for consuming 
food during the day, such as breakfast, lunch or dinner while conducting business that falls 
within the mission of CSI. A meal requires a business purpose and proper documentation. 
Meals must be occasional. Casual meals between employees do not qualify. Meals may include 
appetizers, food, beverages, desserts and tips (limited to 18%). 
 
Per Diem: Per diem is the amount of money that CSI will reimburse or allow for a meal while in 
travel status. CSI has an established individual per diem rate for breakfast, lunch and dinner. 
CSI follows the State of Idaho per diem rate guidelines. 
 
Sodexo First Right of Refusal: CSI has a contractual obligation to utilize Sodexo for campus 
meal and refreshment provisions. Sodexo has the first right of refusal to provide refreshment 
and meal provision for campus events. Permission must be granted by Sodexo to utilize off-
campus restaurants; grocery stores or other individuals to provide refreshments or meals for 
campus events. 
 
Day trips: CSI related one-day business trips that do not require overnight lodging 
accommodations. 
 
Taxable Meal Reimbursement: A meal reimbursement that does not meet the IRS rules to be 
excluded from an employee's wages. To be excludable from an employee's wages as a 
reimbursement, the required travel must be temporary and be substantially longer than an 
ordinary day's work, requiring an overnight stay or substantial sleep or rest. 
 
Policy Statement 
 
CSI recognizes the importance of providing refreshments and meals for professional 
development meetings, trainings, student events and other gatherings that benefit the CSI 
community. This policy provides guidelines regarding the use of CSI funds for such functions 
and to ensure that meetings and events are conducted with fiscal responsibility and fall within 
IRS guidelines. 
 
Refreshment and meal expenses are allowable if the function, meeting or event is pre-approved 
by the appropriate Department Head or Dean/Vice President and meets CSI guidelines 
regarding a substantiated business purpose. Refreshment and meal expense must stay below 
the established limits for breakfast ($12), lunch ($15) and dinner ($28). This policy does not 
apply to travel status meal expense and reimbursement or food and beverage purchased for 
instructional purposes. 
 
Generally, the purchase of alcohol is prohibited. The President may approve the purchase of 
alcohol for instructional purposes. 
 
Sodexo has the right of first refusal for all campus meal expense. If Sodexo is NOT providing 
the meal for the campus function, event or meeting The Refreshment and Meal Form must be 
signed by an authorized representative of Sodexo granting the refusal. The request will be 







returned to the requestor if the proper documentation is not provided. Once proper 
documentation is provided to the Business Office, the request will be paid. 
The President of the College, the Vice President of Finance and Administration and the 
Controller have the right to grant exceptions to this policy. 
 
Procedures 
 
Refreshments and Meal Provisions 
Refreshments may be provided for functions such as meetings, trainings and student or 
community events at a maximum amount not to exceed the established limit for breakfast ($12 
per person) provided the following criteria are met: 


• The function must have an agenda and/or clearly stated business purpose that falls 
within the mission of CSI. 


• The function must be occasional and not occur on a regular basis. 
• A list of attendees must be recorded for up to 25 attendees. For a group function beyond 


25 attendees, a description of attendees must be recorded. 
• The function must be pre-approved by the Department Head or Division Dean/Vice 


President. 
• The Refreshment and Meal Form must be completed along with the appropriate 


documentation and submitted to Accounts Payable. 


Meals may be provided for functions such as at meetings, trainings, and student or community 
events at a maximum amount not to exceed the established limits for the appropriate time of 
day (lunch $15 or dinner $28 per person) provided the following criteria are met: 


• The function must have an agenda and/or clearly stated business purpose that falls 
within the mission of CSI. 


• The function must be occasional and not occur on a regular basis. 
• A list of attendees must be recorded for up to 25 attendees. For a group function beyond 


25 attendees, a description of attendees must be recorded. 
• The function must be pre-approved by the Department Head or Division Dean/Vice 


President. 
• The Refreshment and Meal Form must be completed along with the appropriate 


documentation and submitted to Accounts Payable. If the meal is not provided by 
Sodexo, The Refreshment and Meal Form must be signed by Sodexo granting the 
refusal. 


Exceptions 
 
Departmental employee retreats/off-campus meetings with refreshment or meal provisions may 
be allowed once a year per department. In addition, II.A.a. and II.A.b. must also be satisfied. 
Special occasion employee group meals such as the Holiday luncheon, Faculty Staff In-Service, 
employee picnics, occasional coffee, doughnuts, or soft drinks are allowable as a non-taxable 
de minimis fringe benefit if they are infrequent and occasional (once or twice a year). In addition, 
II.A.a. and II.A.b. must also be satisfied. 
 
Meals MAY be provided at a meeting, training or occasion where an employee is required to 
work through their lunch or dinner hour for the convenience of CSI and/or formal CSI business 
is being conducted. This type of meal reimbursement must be occasional. This does not include 







meals between employees where informal casual business discussions take place. In addition, 
II.A.b. must also be satisfied. 
 
Regular departmental employee meetings shall not qualify for refreshment or meal provisions. 
Departmental sponsored employee social gatherings shall not qualify for refreshment or meal 
provisions. 
 
Casual meals between employees shall not qualify for refreshment or meal provisions. 
Employee day trips WITHIN CSI's 100-mile radius service area shall not qualify for refreshment 
or meal provisions. An exception may be granted where III. c).3. is satisfied and an employee is 
required to work through their lunch or dinner for the convenience of CSI and/or formal CSI 
business is being conducted. 
 
Employee day trips OUTSIDE CSI's 100-mile radius service area that exceed 8 hours and do 
not require an employee to work through their lunch hour typically do not qualify for meal 
reimbursement. In certain situations, an employee may request a taxable meal reimbursement 
not to exceed the established limits of $12 for breakfast, $15 for lunch and $28 for dinner. This 
situation is rare and is pre-approved on a case-by-case basis. Per IRS guidelines, this type of 
meal reimbursement will be taxable to the employee and must be pre-approved by the 
appropriate Dean, division Vice President or Controller If approved, the reimbursement must be 
submitted to the Payroll Office on a One-Time Pay Time Sheet with a detailed description of the 
trip and business purpose, the appropriate approval signatures and itemized receipts must be 
attached to the request. The reimbursement will be processed on the next payroll date if 
submitted to the Payroll Office by the time sheet deadline date. 
 
An exception for reimbursement and taxability will be granted where III. c).3. is satisfied and an 
employee is required to work through their lunch or dinner while traveling for the convenience of 
CSI and/or formal CSI business is being conducted. In this case, The Refreshment and Meal 
Form will be utilized to obtain reimbursement. 
 
Frequently Asked Questions 
 
Q. We have a monthly staff meeting. Can we provide refreshments? 
A. No. Refreshments at regular employee staff meetings are not allowable. 
 
Q. I would like to meet with my department chair over lunch to discuss some departmental 
business. Can we charge our meal to our department? 
A. No. These types of discussions should be held during normal working hours outside of the 
lunch hour. 
 
Q. My staff spreads across multiple departments and many of them are involved with direct 
customer service. It is impossible to get them all together without closing offices. It is the 
beginning of a new semester and I would like to bring them in for a staff meeting. This type of 
staff meeting does not happen on a regular basis. I would like to bring them in from 7am-8am 
for a staff meeting to prepare for the upcoming semester. I would like to provide them with 
breakfast as we go through our agenda items. Is this allowable? 
A. Generally, we do not allow refreshment or meal provisions at regular staff meetings. 
However, in this case, where this type of staff meeting doesn't occur on a regular basis, 
employees are coming together from various locations and they are being asked to come in 
early before their regular work hours this may be allowable if approved by the appropriate Dean 
or Vice President. If approved, II.A.b. must also be satisfied. 







 
Q. We had an emergency I.T issue on campus that required my staff to stay late into the 
evening. My staff were required to stay until the issue was resolved. We provided dinner for 
those who were required to stay as they worked late into the evening. Is this allowable? 
A. Yes. Meals may be provided at a meeting, training or occasion where an employee is 
required to work through their lunch or dinner hour for the convenience of CSI and/or business 
is being conducted. In addition, II.A.b. must also be satisfied. 
 
Q. Our department is hosting a one-time informational workshop for CSI employees. As an 
incentive to encourage employees to attend we would like to provide refreshments at the 
workshop. Is this allowable? 
A. Yes, this may be allowable as this workshop is occasional, if approved by the appropriate 
Dean or Vice President and the requirements in II.A.a are met. 
 
Q. As a service to our students, we have special extended night hours for one evening before 
the beginning of the semester. We require our employees to work this night and they do not get 
a formal dinner break. We would like to provide dinner for those who work this night? Is this 
allowable? 
A. Yes. Meals may be provided at a meeting, training or occasion where an employee is 
required to work through their lunch or dinner hour for the convenience of CSI and/or business 
is being conducted. In addition, II.A.b. must also be satisfied. 
 
Q. We had a broken pipe at an off-campus center. We sent a member of the maintenance staff 
to repair the pipe. They traveled and repaired the pipe within their 8-hour work day. Due to the 
travel involved we would like to reimburse the cost of their lunch. Is this allowable? 
A. No. This is not allowable. The member of the maintenance staff is not in travel status and is 
not traveling outside the 100-mile radius service area beyond 8 hours, so meal reimbursement 
or per diem are not allowed. The employee should still be allowed to take a lunch break. Please 
see III. c). 7. 
 
Q. I am going to Boise for a workshop. I plan to leave around 6am and return around 6pm. I will 
not be required to work through my lunch period. May I be reimbursed for lunch or request per 
diem to cover my expense? 
A. Day trips do not qualify for per diem. Employee day trips beyond 8 hours that fall outside 
CSI's 100-mile radius service area do not typically qualify for meal reimbursement unless you 
are required to work through your lunch hour. Under special circumstances and with prior-
approval, this type of meal may qualify for a taxable meal reimbursement not to exceed the 
established limits of $12 for breakfast, $15 for lunch and $28 for dinner. Please see III. C). 8. 
 
Q. I am going to Boise for a workshop. I plan to leave around 6am and return around 6pm. I will 
be required to work through my lunch period. May I be reimbursed for lunch or request per diem 
to cover my expense? 
A. Day trips do not qualify for per diem. Employee day trips beyond 8 hours that fall outside 
CSI's 100-mile radius service area that require you to work through your lunch hour do qualify 
for meal reimbursement not to exceed the established limits of $12 for breakfast, $15 for lunch 
and $28 for dinner. Please see III. C). 8. 
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2014-2015 144 82.5 86.2


Dual Credit Alumni Credits At Graduation
Academic Year Total Students Median Credits Average Credits


2015-2016 175 78 85.4
2016-2017 177 76 81.7


2019-2020 295 71 75.9


2017-2018 186 74 78.6
2018-2019 230 71.5 76.6


2014-2015 211 76 81.4


Non-Dual Credit Alumni Credits At Graduation
Academic Year Total Students Median Credits Average Credits


2015-2016 235 73 78.8
2016-2017 209 72 75.7


2019-2020 225 71 75.7


2017-2018 218 71 76.3
2018-2019 240 70 75.4








 


Curriculum Committee 
 


February 3, 2021 —2:00 p.m. 
Zoom:  


https://csi.zoom.us/j/91394214130?pwd=WExBRE93VHNndjJBd
FBPV0tJUlhndz09&from=addon 


 


  


Agenda  
Introductions Ron Cresswell  


Review/ approval of minutes | Review Agenda All  


Administrative Update 
Curriculum Management 


Todd Schwarz 
 


   


Items for Committee Consideration   


Social Science and Communication Shelley McEuen  


PSYC 120 Course Change 2nd Reading 


PSYC 201 Course Change 2nd Reading 


PSYC 217 Course Change 2nd Reading 


PSYC 228 Course Change 2nd Reading 


   


Health Science and Human Services 
RoseAnna Holliday 
Kalise Price 


 


ALLH 102 (partial CC approval last month) Course Change 2nd Reading 


ALLH 102L Course Discontinuance 2nd Reading 


Nursing, Registered AS Program Change 2nd Reading 


NURR 114 New Course 2nd Reading 


NURR 214 New Course 2nd Reading 


NURR 111 Course Discontinuance 2nd Reading 


NURR 113 Course Discontinuance 2nd Reading 


NURR 211 Course Discontinuance 2nd Reading 


NURR 213  Course Discontinuance 2nd Reading 


NURR 215 Course Change 2nd Reading 


NURR 217 Course Change 2nd Reading 


RADT 170 Course Discontinuance 2nd Reading 


   


Agriculture Matthew Quesnell  



https://csi.zoom.us/j/91394214130?pwd=WExBRE93VHNndjJBdFBPV0tJUlhndz09&from=addon

https://csi.zoom.us/j/91394214130?pwd=WExBRE93VHNndjJBdFBPV0tJUlhndz09&from=addon





Equine Studies AA, AAS, ITC Program Discontinuance 2nd Reading 


Equine Business Management AS Program Discontinuance 2nd Reading 


EQUS 232 Course Discontinuance 2nd Reading 


EQUS 233 Course Discontinuance 2nd Reading 


EQUS 234 Course Discontinuance 2nd Reading 


EQUS 236 Course Discontinuance 2nd Reading 


EQUS 237 Course Discontinuance 2nd Reading 


EQUS 242 Course Discontinuance 2nd Reading 


EQUS 243 Course Discontinuance 2nd Reading 


EQUS 285 Course Discontinuance 2nd Reading 


EQUS 290 Course Discontinuance 2nd Reading 


Horticulture AAS, ITC Program Discontinuance 2nd Reading 


Horticulture, Concentration: Horticulture AS  Program Discontinuance 2nd Reading 


Horticulture, Concentration: Landscape Design AS Program Discontinuance 2nd Reading 


HORT 114 Course Discontinuance 2nd Reading 


HORT 122 Course Discontinuance 2nd Reading 


HORT 132 Course Discontinuance 2nd Reading 


HORT 160 Course Discontinuance 2nd Reading 


HORT 199 Course Discontinuance 2nd Reading 


HORT 200I Course Discontinuance 2nd Reading 


HORT 201 Course Discontinuance 2nd Reading 


HORT 204 Course Discontinuance 2nd Reading 


HORT 225 Course Discontinuance 2nd Reading 


HORT 225L Course Discontinuance 2nd Reading 


HORT 227 Course Discontinuance 2nd Reading 


HORT 235 Course Discontinuance 2nd Reading 


HORT 240 Course Discontinuance 2nd Reading 


HORT 247 Course Discontinuance 2nd Reading 


AGRI 100 Course Change 2nd Reading 


WATR 120 Course Change 2nd Reading 


AQUA 205 Course Discontinuance 2nd Reading 


AQUA 201 Course Change 2nd Reading 


Aquaculture AAS, ITC Program Change 2nd Reading 


Water Resource Management BTC Program Change 2nd Reading 







Water Resource Management ITC Program Change 2nd Reading 


Natural Resources Management, AS Program Change 2nd Reading 


   


Visual and Performing Arts Scott Farkas  


HUMA 280 New Course 2nd Reading 


Visual and Performing Arts, AA New Program 2nd Reading 


ARTS 117 New Course 2nd Reading 


ARTS 127 New Course 2nd Reading 


ARTS 217 New Course 2nd Reading 


ARTS 227 New Course  2nd Reading 


MUSI 117 New Course 2nd Reading 


MUSI 127 (?) New Course 2nd Reading 


MUSI 217 New Course 2nd Reading 


MUSI 227 New Course 2nd Reading 


THEA 117  New Course 2nd Reading 


THEA 127 New Course 2nd Reading 


THEA 217 New Course 2nd Reading 


THEA 227 New Course 2nd Reading 


DANC 117 New Course 2nd Reading 


DANC 127 New Course 2nd Reading 


DANC 217 New Course 2nd Reading 


DANC 227 New Course 2nd Reading 


   


Engineering, Physical and Computer Sciences Andy Cluff  


Computer Science, AS Program Change 2nd Reading 


COMS 253 New Course 2nd Reading 


   


English, Language and Philosophy Clark Draney  


ENGL 080 New Course 2nd Reading 


   


Business and Information Systems Crystal Ayers  


Administrative Assistant ITC Program Change FYI 


Hospitality Management, Concentration: Restaurant 
Management AAS Program Change FYI 







   


Good of the Order   


Miscellaneous Announcements All  


   
 








COLLEGE OF SOUTHERN IDAHO 
CURRICULUM COMMITTEE 


BY-LAWS 
Approved 12/1/99 


Amended 3/4/2003 Section III 
Amended 5/19/03 Section VI: F4 
Amended 10/6/11 All Sections 


Amended 11/4/2015 All Sections 
Amended 05/04/2016 All Sections 


Amended 09/07/2016 Section III: A16 and A17 
Amended 10/05/2016 Section VI: H and I 


Amended 12/07/2016 Section VI: G 
Revised December 2020 


I. Purpose 


A. The Curriculum Committee is a representative body within the College of 
Southern Idaho that reviews and approves all curriculum and program 
requirements. The Committee recommends action to Faculty, Departments and 
the Provost. The Committee is ultimately responsible to the Provost. 


B. The College of Southern Idaho is accredited by the Northwest Commission on 
Colleges and Universities (NWCCU) and as such is bound by NWCCU standards 
including Standard 1.C.5 which requires that “the institution recognize the central 
role of faculty to establish curricula, assess student learning, and improve 
instructional programs.” The Curriculum Committee provides the mechanism by 
which College faculty participate in these processes. 


II. The Functions of the Curriculum Committee 


A. Recommend the approval of new courses. 
B. Recommend the approval of major changes in existing courses.  
C. Recommend the discontinuance of courses. 
D. Recommend approval of new academic and technical programs and 


discontinuance or inactivation of existing programs, including reviewing 
Program Proposals.  


E. Review General Education offerings and propose revisions to General 
Education.  


F. Consult with stakeholders on curricular issues. 
G. Assist in resolving interdepartmental curricular problems. 
H. Guard against undue proliferation and duplication of course offerings. 
I. Analyze and make recommendations concerning curricular matters relating 


to the articulation of courses/programs to other Idaho higher education 
institutions using State Board of Education guidelines and policies. 


J. Promote coordination and efficiency of the College curriculum on behalf of 
faculty and students. 







K. Ensure that all new courses and programs have documented and 
measurable student learning outcomes. 


L. Consider and make recommendations for course prerequisites and program 
entry requirements. 


M. Review and maintain the Committee Bylaws 


III. The Membership of the Curriculum Committee 


A. Membership of the Committee includes all Department Chairs and Division 
Directors, as appointed by the Provost, including voting members from:  


1. Agriculture  
2. Business and Information Systems 
3. English, Language and Philosophy  
4. Visual and Performing Arts 
5. Health Sciences and Human Services  
6. Trade and Industry  
7. Library and Information Science  
8. Biology  
9. Mathematics  
10. Education 
11. Engineering, Physical, and Computer Science 
12. Social Science and Communication 
13. Registered Nursing 
14. General and Liberal Studies 


B. Ex Officio Non-Voting Members:  
1. Provost 
2. Instructional Deans (as designated by the Provost) 
3. Associate Deans (as designated by the Provost) 
4. Director of Admissions 
5. Director of Early College 
6. Director of Adult Basic Education (College Readiness Center) 
7. One student nominated by the Student Senate (one-year term only) 
8. Parliamentarian (appointed at the discretion of the Chair) 
9. Student Advising Services  
10. Registrar 


C. The Chair and Chair-elect are elected from the voting members. 
1. The Chair schedules and presides over meetings, sets the time and place 


of meetings, sets agendas, receives and distributes requests for 
Committee action, and forwards Committee actions and recommendations 
to the Provost for final disposition. 


2. The Chair-elect assumes leadership of the Committee in the event of the 
Chair’s absence. In the event that the office of the Chair falls vacant, the 
Chair-elect assumes the office. 


D. The Committee secretary is selected and approved by the Provost.  
1. The Committee secretary is responsible for the preparation of the minutes 


of all meetings and is the custodian of the records of the Committee. 







He/she is responsible for giving notice of meetings and for posting 
approved minutes in a designated digitally accessible location (see V.F. 
below). 


E. Additional member responsibilities:  
1. Each member will provide a qualified replacement when he/she cannot 


attend. In the case of the absence of a voting member, the replacement 
may vote with a written proxy from the absent member or with prior 
permission from the Chair. 


IV. Terms of Office 


A. The term of office for the Chair is two years.  
B. The voting members of the Committee will elect a Chair-elect during even 


numbered years.  
1. The term of office for the Chair-elect will be the two years prior to taking 


the office of Chair. In the event that the office of the Chair-elect falls 
vacant, a new Chair-elect will be voted on at the next regular meeting 
and will complete the term of office. 


2. Nominations for Chair-elect will be open for the month preceding the 
April meeting in even-numbered years. Curriculum Committee members 
may nominate any other Curriculum Committee member or themselves. 
Nominees will be given the opportunity to accept or decline nomination 
at the April meeting. Voting will take place electronically prior to the May 
meeting and results will be presented at the May meeting. 


C. All regular terms of service will begin with the first Committee meeting of a new 
academic year.  


D. A parliamentarian from an outside source may be appointed by the Chair or by 
request of the membership. 


V. Meetings 


A. Regular Curriculum Committee meetings will be held the first Wednesday of the 
month unless otherwise cancelled by the Committee Chair. 


B. Additional meetings will be scheduled at the discretion of the Chair. 
C. Meetings will be open and visitors have the opportunity to speak on any item on 


the agenda. 
D. Voting  


1. No meeting of the Committee will be official if less than a simple majority 
of its voting members is present. 


2. All matters before the Committee, other than a suspension of the rules of 
the Committee, will be decided by a simple majority vote of the members 
present.  


A. Suspension of Committee rules requires a two-thirds majority of 
those members present and the approval of the Provost. 







3. On all agenda items requiring a vote, a 30-day wait after the first reading 
of the item will be imposed prior to bringing the item back to the 
Committee for a vote of acceptance or rejection. 


A. 30-day wait may be waived with a motion to waive and majority 
vote at the discretion of the Chair in terms of necessity. 


4. If the department submitting a proposal to the Committee makes a 
substantive change in the proposal between the first reading of the 
proposal and the meeting at which the proposal is to be voted on, an 
additional 30-day wait may be required. The Chair has the discretion of 
determining whether or not a change is considered to be substantive. 


5. The Committee normally considers curricular matters only at meetings of 
the membership. Only actions of minor consequence that demonstrate 
urgency may be submitted for a decision by polling individual members by 
personal contact, telephone, or electronic communication. A decision to 
resort to individual polling must be made by the Chair with the 
concurrence of at least two other Committee members. Only the secretary 
will undertake polling among the members. 


6. The Chair casts a vote only to break a tie. 
 


E. For Your Information (FYI) items submitted to the Committee do not require a 
committee vote, but are subject to discussion of the Committee and final 
approval by the Provost. Please see Appendix A for a list of items that are 
considered to by FYI items. When the distinction between an FYI item and Voting 
item is unclear, the Chair will determine what type of action the item requires in 
consultation with the Provost if necessary.  


F. Minutes of the meeting are recorded by the Committee secretary. Minutes from 
the most recent meeting will be approved by the Committee at the start of each 
meeting. Approved minutes shall be forwarded to the Library Director for 
placement in the CSI library and a copy will be posted to the College’s 
Curriculum Committee electronic repository. 


1. All transactions, votes, actions, and recommendations are to be 
documented in the minutes and subsequently approved by the Committee 
voting members. The Curriculum Management system provides further 
workflow documentation in the event that the minutes are lacking specific 
details. 


2. An annual summary of the proceedings with disposition (approval or 
denial) by the Provost is to be completed and posted on the College 
website at the end of each academic year and prior to the subsequent 
academic year by the Committee Chair. 


VI. Procedures 


A. Roberts Rules of Order will be used in all meetings. 
B. Proposals and items of consideration must be submitted electronically using the 


Curriculum Management System in advance of the meeting. Normally this is the 
Monday of the week prior to the meeting. Items submitted after this deadline will 
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not be placed on the agenda except as approved by the Chair in cases of 
extenuating circumstances. 


C. Proposed agendas, prior minutes, and necessary forms and documentation for 
each meeting will be made available to the full Committee membership at least 
five calendar days in advance of each meeting. 


D. A proposal will be placed on a meeting agenda only if it includes the proper forms 
and additional documentation completed accurately and fully. For a list of 
necessary forms and other paperwork please see Appendix A. 


E. The departmental representative will present the nature and merit of his/her 
department's proposal to the Committee on the first reading. 


A. The departmental representative may designate a specific faculty member 
or faculty team to conduct the presentation. 


B. Approval within the Curriculum Management system does not constitute 
support of the proposal, but endorses the advancement of the proposal for 
Committee discussion. Qualifying comments can be left in the system if 
desired. 


F. The Committee reviews and makes recommendations concerning all new 
courses and programs.  


A. The basic criteria for the introduction of new courses includes at least one 
of the following:  


a. The course will fulfill General Education requirements according to 
College standards and outcomes and Idaho State Board of 
Education requirements. 


b. The course will satisfy the requests of members of the community 
for particular technical or business occupations. 


c. The course will contribute to the enrichment of student life. 
d. The course is designed for transfer and will meet the needs of 


students on the freshman or sophomore level at their transfer 
institution. 


B. The course must have qualified instructors available. New program 
proposals must be submitted according to all requirements of the State 
Board of Education (SBOE) Policy III.G. Program Approval and 
Discontinuance 


G. The procedure for recommending General Education course approval is as 
follows: 


Proposed General Education courses are submitted first as FYIs to the 
Curriculum Committee, so as to alert the Gen Ed Review Committee and 
the Gen Ed Competency Groups of the need to review proposed courses. 


1. Proposed GNED and Wellness courses are submitted only to the General 
Education Review Committee.  


2. Other proposed courses are submitted to appropriate General Education 
Competency Groups and to the General Education Review Committee.  


a. Groups include: 
A. Written Communication 
B. Oral Communication 
C. Mathematical Ways of Knowing 
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D. Scientific Ways of Knowing 
E. Humanistic and Artistic Ways of Knowing 
F. Social and Behavioral Ways of Knowing 


3. Competency Groups assess, in preparation for the next month's meeting, 
whether the course will benefit students in satisfying GEN ED core 
requirements and does appropriately meet the outcomes listed in Idaho 
State Board of Education policy III.N. (GEM).  


4. The General Education Review Committee assesses, in preparation for 
the next month's meeting, whether the course will benefit students in 
satisfying GEN ED core requirements and appropriately meets the CSI 
General Education Program goals and supports the General Education 
Program outcomes. 


5. Both the Review Committee and the Competency Group make a 
recommendation for or against approval to the Curriculum Committee at 
the meeting following the appearance of the proposed course as an FYI. 


6. The Curriculum Committee votes for or against course approval. 
7. Final approval or denial rests with the Provost 


 
H. The General Education Review Committee is chaired by the Chair of General 


and Liberal Studies.  
1. Ex-Officio Members 


a. Dean of General and Transfer Education 


b. Dean of Institutional Effectiveness/ALO 


c. Dean of Student Success 
d. Dean of Student Access 


e. Chair Elect of the Curriculum Committee 


2. Voting Members  
a. Chair of General and Liberal Studies 
b. Eight Faculty Members or Chairs, as appointed by the Chair or 


Chairs in the competency group areas. 
1. One GNED 101 teaching faculty 
2. One Wellness teaching faculty 
3. One representative from each Competency Group  


 
I. Competency Groups (Ways of Knowing) 


1. Members 
a. Each department chair that has one or more classes in that Way of 


Knowing area 







b. If classes in a Way of Knowing are offered by one department only, 
three Ways of Knowing faculty from that department, as appointed 
by that department's chair. 


c. If classes in a Way of Knowing are offered in two departments, two 
Ways of Knowing faculty from each department, as appointed by 
those departments' chairs. 


d. If classes in a Way of Knowing are offered in three or more 
departments, one Way of Knowing faculty from each department, 
as appointed by those departments' chairs. 


e. One General Education Committee member from outside the 
Competency Group’s Way of Knowing. 


J. The Committee periodically reviews curriculum, revising or deleting when 
 necessary. The basic criteria for course revision or deletion are:  


1. Lack of qualified faculty members to teach the course 
2. Insufficient student demand for a particular course or program 
3. A change in curriculum requirements in a specific major field for which the 


College offers parallel courses 
4. Financial exigency. 


K. Approved proposals will be forwarded to the Provost by the Committee Chair 
along with all accompanying forms and documentation. Final approval will be 
made by the Provost. 


1. Rejected proposals will be returned to the originator with an explanation of 
the reason for rejection and opportunity for corrective action. 


2. The Curriculum Committee Chair will inform the Committee regarding any 
further action, rejection, or correction taken by the Provost. 


 


VII. Ratification of and Amendments to the By-laws. 


Amendments to the by-laws and attendant appendices may be proposed by any 
member of the committee. An amendment must be submitted in writing to the 
Committee nine working days prior to the meeting. Passage of the amendment requires 
the approval of two-thirds of the members when a quorum is present and final approval 
by the Provost. 







